Report In/Admission Instructions

Huber Law and Work Release Inmates

You have been ordered to serve a jail sentence or time as a condition of probation in the Waukesha County Huber Facility on the date and time listed below:

	Date:
	

	Time:
	


You must report to the facility with a BAC (Blood Alcohol Content) of .00% and you may not be under the influence of or impaired by any illegal or non-prescription medication. Failure to do so will result in automatic administrative revocation of your Huber privileges.  Any use of alcohol or drugs (illegal drugs, non-prescription medication, or prescription medications not dispensed by Huber medical staff) during your Huber sentence will result in automatic administrative revocation of your Huber privileges. Failure to report in at the date and time indicated above will result in a warrant being issued for your arrest.  
	The Huber Law Facility is located at:
	1400 Northview Road

	
	Waukesha, WI. 53188


The main entrance to the facility is located on the north side of the County-owned complex and is designated as Door #13. Motor vehicles registered to inmates may be parked in the lot by the main entrance (north lot). 

Locks: You are expected to purchase and bring with you one (1) Masterlock combination lock for securing the outer locker in which your street clothes are stored. A standard Masterlock combination lock (school-use type) is required. If you do not bring this lock when reporting, you must purchase one at the Huber Facility for $5.00.  You are also required to purchase from the County a keyed combination lock for your room locker at a cost of $5.00. This lock will be sold to you when you report in.   

Newspapers/Magazines: Library materials are available and supplied by the facility. Newspapers or magazines may not be brought in from the outside by inmates or be delivered to the facility by family members or friends. You are, however, allowed to receive newspapers or magazines from a subscription delivered directly to the Huber Facility by the publisher via the U.S. Postal Service.

Money: You may have $15.00 in change on your person to utilize the pay telephones and facility vending machines. Change machines are available but the machines will only make change for $1.00 and $5.00 bills. You may NOT store in excess of $50.00 in your personal street locker.

Telephone Calls: Pay telephones are located in each housing zone and are available for use each day from 6:00 a.m. until 11:00 p.m. Inmates are not permitted to receive incoming calls.

Visitation:

Visits are 30-minute sessions. Visitation schedules are posted throughout the facility. Visitation sessions are limited, and visitors are logged in on a first-come-first serve basis. A picture ID is required. Two visitors permitted at each session. Visitors must report 30 minutes before the scheduled visit to be registered.

NO ONE UNDER 16 is allowed to visit. Children ages 16-17 must be accompanied by a legal parent or guardian (and proof of parental relationship or guardianship). Appropriate attire is required for all visitors. No coats, purses, or other bags are allowed inside the facility. Lockers are provided for your convenience.

	Mail:
	The mailing address for inmates confined at the Huber Facility is:

	
	Inmate’s Full Name

C/O Waukesha County Huber Facility

1400 Northview Road

Waukesha, WI. 53188


Items Permitted in Outerwear Locker:

Work/release clothing, socks and underwear (space is limited). A coin operated laundry room is available for inmates to wash work and personal clothing.

Items Permitted Inside the Huber Facility:

· Comb, hairbrush and/or hair pic (non-metal). Two hair ties (simple band only – no metal, no scrunchies).

· One nail clipper – without file. One shaving razor and blades (no more than 3); battery operated only.  Disposables must be in a sealed package.

· One AM/FM radio (no larger than palm size, earphones are mandatory and the radio cannot have a cassette/or cd function, nor may it have an external speaker and/or antenna.  It must be in the original packaging.

· One alarm clock – battery or wind-up; must be in original packaging.

· Bible or Koran.

· Textbooks/palm size calculator as needed for school or work. Paper folders (no more than 2). Two perforated paper notebooks, which do not have spiral binding or metal.

· One book of U.S. postage stamps. Three envelopes. Two ball-point pens, 2 pencils and 1 set of colored pencils.

· Photographs, (no more than 5 – palm size), may not depict sexual acts or display frontal nudity or exposed buttock, no gang affiliation/signs, NO POLAROIDS.

· Gym shorts – 1 pair. One color, no snaps, clasps, hooks, strings, zippers, buttons, pockets, velcro, logos or writing of any kind.

· Plain wedding band with no stones.

· Female underwear – 2 – plain, one color. Brassieres – 2 – NO underwire, padding or molding.

· T-shirts – 2 – short sleeved (no muscle shirts), no pockets, no writing or logo/designs. Waffle weave long underwear shirt (2) during November –March only. Must be plain in color. Socks – 2 pair.

· Male underwear – 2 – plain, one color, no snaps, hooks, velcro or string.

· Up to $15.00 in U.S. currency; additional $50.00 may be stored in street locker in dress out room.

· One toothbrush. No dental floss allowed in facility. Hygiene items need to be purchased through the Huber vending machines, such as toothpaste, shaving cream, shampoo, conditioner and deodorant.

· The publisher as part of a subscription agreement must deliver magazines and newspapers directly to the facility. 

Additional information is available at www.waukeshacounty.gov. 

RELEASE PRIVILEGES

Child care procedures:

The following is needed for correctional staff to approve childcare privileges:

· Other parent or guardian’s work schedule.

· Children(s) birth certificates.

· Childcare site must have a working landline telephone (no cell phones).

· Address of the home where you will be caring for the children.

· Ages of the children.

· Copy of school schedule if the children are school age.  

Elder care procedures:

The following is needed for counselors to approve Elder Care:

· Elder care is only approved if COURT ORDERED.

· Letter from doctor indicating the name of individual in need of care, and documenting the need for care.
· The work schedule of any other provider involved in the care of the person.

· Address where the elder care will take place.

· Eldercare site must have a working landline telephone (no cell phones).

Employment verification:

Once you report to the Huber Facility, staff will begin the process of verifying employment. Any information faxed and/or mailed prior to the date you are to report in will not be saved. We only accept information once you are incarcerated. This is the process for verifying employment:

1. The employer must be listed in directory assistance (411), and we will call information to verify this.

2. After the phone number is verified, a Huber staff member will contact the employer directly via telephone. One of our staff will need to speak directly to the inmate’s supervisor, or whoever is in charge of scheduling.

3. Your employer will be required to fax your work schedule to the Huber Facility on company letterhead.

4. Once your employment has been verified, a timecard will be filled out which will notate a reasonable amount of travel time depending on your mode of transportation. 

5. Important – You need to inform your employer your first day out to work may be delayed due to the verification process. WE WILL TRY TO GET YOU OUT ON TIME, however, secondary arrangements need to be made.

Self-employment:

If you are self-employed/independent contractor, the following criteria must be met prior to approval for release:

1. Business must be confirmed via phone listing in directory assistance;
2. Business must have been established at least six (6) months prior to incarceration date (verifiable with document indicating the date a bank account was opened);
3. Inmate must provide the following documentation:
a. Social Security Number;
b. Previous year’s income taxes, if business was previously established at that time, showing proof the inmate filed taxes as a subcontractor;
c. Bank statements showing on-going transactions during the six (6) months prior to incarceration date with a positive bank balance; and
d. At least five (5) contracts with past “employers” dated no more than six (6) months and not less than one (1) month substantiating [an exception would be one (1) or two (2) long-term employment contracts]. 
The documentation you provide will be looked over by the accountants and it will then be determined if this job will be allowed. Once your employment has been verified, a timecard will be made up and a Huber staff member will contact you to determine your mode and time needed to travel to and from work. THE MAXIMUM TIME you may be out is 6 days in a row for no more than 12 hours – this includes travel time.  
If you require any further information or have additional questions, you may contact the Huber Facility at (262) 548-7181.
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