INTRODUCTION

This manual provides employees with guidelines and policy for the uniform enforcement of state, local and
federal laws, as well as outlines what is expected of employees in terms of conduct, appearance, and other
personnel matters. Individual orders outline the procedures to be followed in the delivery of police services
to the community.

The Operations Order manual is divided into nine (9) sections as listed below, a Table of Contents, Index,
and Status List. A quick review of the order titles will assist in locating the proper section. Specific
information can be found by referring to the index at the back of the manual: for example, Operations Order
7.4, Booking Procedures, section 2, letter B, will be listed as 7.4.2.B. One (1) chapter, Operations Order
9.3, Civil Disturbance Response Plan, has its own index at the end of its chapter.

Certain chapters in this manual have been designated as restricted and are not for public dissemination.
Employees should take measures to safeguard these policies.

Section 1 Law Enforcement Role, Responsibilities, and Relationships
Section 2 Organization, Management, and Administration

Section 3 Personnel

Section 4 Law Enforcement Operations

Section 5 Operational Support

Section 6 Traffic Operations

Section 7 Prisoners

Section 8 Technical Services

Section 9 Tactical Plans (RESTRICTED)




OPERATIONS ORDERS
Rev. 02/22
TABLE OF CONTENTS

SECTION 1 - LAW ENFORCEMENT ROLE, RESPONSIBILITIES, AND RELATIONSHIPS

Purpose Statement/Guiding Values
Limits of Authority

Definitions

Mutual Aid and Jurisdiction
Response to Resistance

[ G|
AP WON -

SECTION 2 - ORGANIZATION, MANAGEMENT, AND ADMINISTRATION

21 Organizational Structure

2.2 Chain of Command

2.3 Authority and Responsibility of Supervisors
2.4 Written Communications

2.5 Written Directives

2.6 Department Forms

2.7 Police Facilities

2.8 Cellphones/Mobile Devices & Mobile Technology
2.9 Court Appearances

2.10  Fiscal Management

2.1 Undercover Funds Accountability

212  Planning Process

2.13  Administrative Procedures

214  Information Management Plan (IMP)

2.15  Microcomputers

2.16  Peace Officer Confidentiality

217  Police Headquarters Security and Parking (RESTRICTED)
218  Format for Division/Bureau Manuals

2.19  Undercover Identification (RESTRICTED)

2.20 Unassigned

2.21 Department Audits and Reports

2.22  Records Management System (RMS) Access
2.23  Computer Aided Dispatch (CAD) System Access

SECTION 3 - PERSONNEL

3.1 Serious Incident Policy

3.2 Transfer Policy

3.3 Police Reserve Division

3.4 Work Hours/Overtime

3.5 Additional Compensation Benefits
3.6 Department Leave and Holidays
3.7 Employee Benefits

3.8 Personnel Support Services

3.9 Risk Management/Liability Protection
3.10  Physical Fitness Program

3.11  Off-Duty Work

3.12  Grievance Procedures

3.13 Rules and Regulations

3.14  Equal Employment Opportunity (EEO) Policy
3.15  Uniform Policy

3.16  Funeral Policy

3.17  Awards Program

3.18  Discipline Policy and Review Boards
3.19  Misconduct Investigations

3.20  Substance Abuse

3.21  Controlled Substance Screening



OPERATIONS ORDERS

TABLE OF CONTENTS

SECTION 3 - PERSONNEL (Continued)

3.22
3.23
3.24
3.25
3.26
3.27
3.28

Employee Personnel Files

Department Training

Career Development

Performance Management Guide
Minimum/Maximum Staffing

Social Media Use

Early Identification and Intervention Program (EIIP)

SECTION 4 - LAW ENFORCEMENT OPERATIONS

41

4.2

4.3

4.4

4.5

4.6

4.7

4.8

4.9

4.10
4.11
412
4.13
4.14
4.15
4.16
417
4.18
4.19
4.20
4.21
4.22
4.23
4.24
4.25
4.26
4.27
4.28
4.29
4.30
4.31
4.32
4.33
4.34
4.35
4.36
4.37
4.38
4.39
4.40
4.41
4.42
4.43
4.44
4.45

Patrol Administration

Operation of Department Vehicles

Phoenix City Code (PCC) Index

Missing Person Response Plan (RESTRICTED)
Field Training Officer (FTO) Program
Release of Records

Police-Fire Coordination

Referral Agencies

Communicable Disease Control Plan

Arrest

Search and Seizure

Initial Response Procedures

Animals

Civil Disputes

Individuals With Disabilities

Party/Event Enforcement Complaints

Stolen Vehicle Investigations (RESTRICTED)
Juvenile Procedures

Investigative Procedures

Repeat Offender Program

Criminal Code Reference

Information Sources

Asset Forfeiture

Community Based Policing

Firearms Regulations

Domestic Violence

Death Investigations

Robbery (RESTRICTED)
Donations/Contributions and Solicitation of Donations
Assault/Aggravated Assault

Embezzlement

Kidnapping

Sexual Assault

Child Sex Crimes

Child Abuse/Child Neglect/Contributing to the Delinquency
Threats/Threatening Phone Calls

LOJACK Stolen Vehicle Tracking System (RESTRICTED)
Drug Offenses

Pawn Shops

Forgery Investigations (RESTRICTED)
Burglary & Trespassing

Theft & Shoplifting

Criminal Damage & Graffiti

Liquor

Investigation Management

Rev. 11/21



OPERATIONS ORDERS

TABLE OF CONTENTS

SECTION 4 - LAW ENFORCEMENT OPERATIONS (Continued)

4.46
4.47
4.48
4.49
4.50
4.51
4.52
4.53
4.54

Vulnerable Adult Investigations

Cold Case Investigations

Immigration Procedures

Body-Worn Video Technology

Procedures for Federal/State/Local Grants and Contracts
CODIS/AFIS Investigative Follow Up

Unmanned Aircraft/Drone Enforcement

School Related Threats/Violence

Real-Time Crime Operations Center

SECTION 5 - OPERATIONS SUPPORT

5.1
5.2
5.3
5.4

Inspections

Media Relations

Specialized Investigations & Assistance (RESTRICTED)
Victim Rights

SECTION 6 - TRAFFIC OPERATIONS

6.1
6.2
6.3
6.4
6.5
6.6
6.7
6.8

Traffic Patrol and Enforcement

Arizona Traffic Ticket and Complaint
State and City Traffic Codes

Driving Under the Influence Investigations
Traffic Accident Investigation

Towing and Wreckers

Ticket Book Accountability

Parking Enforcement

SECTION 7 - PRISONERS

7.1
7.2
7.3
7.4

Prisoners

Transporting Prisoners
Holding and Interview Rooms
Booking Procedures

SECTION 8 - TECHNICAL SERVICES

8.1
8.2
8.3
8.4
8.5
8.6

Evidence, Impounding, and Property

National Crime Information Center (NCIC)
Communications Procedures (RESTRICTED)
Reports

Procedures for Releasing Items from Impound
Criminal Intelligence Files (RESTRICTED)

SECTION 9 - TACTICAL PLANS

9.1
9.2
9.3
9.4
9.5
9.6
9.7
9.8
9.9
9.10
9.11

Incident Command System (ICS) (RESTRICTED)
Barricade/Hostage Negotiation Plan (RESTRICTED)

Civil Disturbance Response Plan (RESTRICTED)

Hazardous Materials Response (RESTRICTED)

Airport Security Procedures (RESTRICTED)

Bomb Threats and Explosives (RESTRICTED)

Tactical Events Response Plan (RESTRICTED)

Mass Influx/Evacuation Plan (RESTRICTED)

Isolation and Quarantine Response Plan (RESTRICTED)
Critically Injured Employee Hospital Response (RESTRICTED)
Radiation Detection Equipment and Response (RESTRICTED)

3

Rev. 05/22



PURPOSE STATEMENT/GUIDING VALUES Operations Order

1.1

PHOENIX POLICE DEPARTMENT 01/99 PAGE 1

1. PURPOSE STATEMENT

“To ensure safety and security for each person in our community”

GUIDING VALUES - P.R.I.D.E.

A. Protection and Prevention

(1)

()

©)

(4)

The department is committed to an aggressive response to criminal enforcement of the
law and the protection of constitutional rights throughout the city of Phoenix.

We shall exercise the authority and responsibility necessary to protect life and property,
apprehend persons who commit unlawful acts, and defend the rights of crime victims and
witnesses.

We recognize that the responsibility for public safety must be shared among the police,
community, and government.

We understand that some conditions not directly related to ongoing criminal activity can
erupt into criminal activity when not effectively addressed.

(5) Therefore, the department is committed to maintaining open communication and

emphasizing crime prevention in the community.

B. Responsibility and Respect

(1)

()

@)

We promote the acceptance of personal responsibility for one’s actions as the essence of
good character.

We pledge total accountability for our actions and are committed to holding criminals
answerable for theirs.

We respect and honor the inherent dignity of all people, including ourselves, and pledge
fair and equal treatment for all.

C. Integrity and Ideals

(1)

()

@)

The unique service we provide to the community demands the highest degree of public
trust, and we will not tolerate the violation of that trust.

We demand the highest degree of integrity and professionalism from all members of the
department.

We aspire to the highest ideals of personal conduct in every word and deed, and our
behavior should inspire and sustain the confidence of our community.

D. Dedication to Duty

(1)

()

We are dedicated to the relentless performance of our duty in pursuit of an improved
quality of life for all.

We pledge faithful police service to our community, embracing equal measures of
courage, compassion, conscience, and consistency.




PURPOSE STATEMENT/GUIDING VALUES Operations Order

1.1

PHOENIX POLICE DEPARTMENT Rev 09/21 PAGE 2

2. E. Employee Excellence

(1)
(2)
®3)

(4)
(®)
(6)
(7)

The men and women of the department are its greatest asset.
We will recruit only those persons who live by these guiding values.

We have a deep appreciation for the implicit hazards of this profession and actively seek
opportunities to improve safety.

We promote the maintenance of excellent health and morale for all.
We support our members by pursuing the finest training, technology, and equipment.
We are committed to open, effective internal communications.

We encourage innovation and value the participation of all members of the department in
the creation and realization of our goals.

3. A. Oath of Office

(1) All sworn personnel will take the oath of office as prescribed in A.R.S 38-231.E

I, (type or print name) do solemnly swear (or affirm) that | will support the Constitution of
the United States and the Constitution and laws of the State of Arizona, that | will bear true
faith and allegiance to the same and defend them against all enemies, foreign and
domestic, and that | will faithfully and impartially discharge the duties of the office
of (name of office) according to the best of my ability, so help
me God (or so | do affirm).

(signature of officer or employee)

(2) Newly sworn in officers will also be provided an Oath of Office for Police Officers
Certificate.
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1. USE OF DISCRETION

A. Departmental policies and procedures are based on requirements imposed by city, state, and
federal governments and other law enforcement facts of law, organizations, and the time-tested
experiences of departmental employees.

B. Employees are directed to adhere to departmental policies and procedures and to strive to use
proper judgment and discretion in situations not specifically covered in manuals.

C. Nothing in this manual is designed to suppress the use of common sense and sound police
tactics.

2. DEVIATION FROM POLICIES

A. Employees may deviate from established departmental policies and procedures when it is in
the obvious best interests of the department.

(1) The necessity to deviate from established policy should rarely occur.
(2) Employees must be able to justify any deviation from policy.

(3) Employees should obtain supervisory approval to deviate from established policy when
time permits.

(4) Employees will report deviations from policy to their supervisor as soon as possible.
B. Supervisors may issue orders that deviate from written orders during an emergency.
(1) Such orders will be temporary and will remain in effect only during the emergency.

(2) Such deviations will be reported to the next higher level supervisor as soon as practical.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

ADMINISTRATIVE REGULATION (AR) - An administrative order issued by the City Manager to
establish an administrative policy for the City.

ADMINISTRATOR - Non-sworn employee equivalent to the sworn rank of commander who is
responsible for the operations of a bureau.

BEAT - Area; the boundaries of which are definitely established; assigned to a police officer.

CHILD - Any person under 18 years of age (same as juvenile).

CITY - Area within the corporate limits of the City of Phoenix.

CRIMINAL JUSTICE SYSTEM - All agencies related to the administration of the criminal and traffic
laws of the city, state, and federal government, such as police, courts, prosecutors, and corrections.

DELINQUENT - Any child adjudicated to have committed an act that would be considered a criminal
act if committed by an adult.

DEMOTION - Reduction of an employee from a position in a higher class to a position in a lower
class for which the maximum rate of pay is lower.

DETAIL - Any specialty function within the Department in which the personnel assigned are
supervised by a sergeant or civilian equivalent.

DIRECTOR - Non-sworn employee equivalent to the sworn rank of assistant chief.
DISCRIMINATION - Any act taken because of race, color, religion/creed, sex/gender, national origin,

age, genetic information, marital status, sexual orientation, gender identity or expression, disability, or
pregnancy by an employee that unfairly and harmfully affects another person or employee.

DISMISSAL - Involuntary separation of an employee from City employment.

DUTY COMMANDER - On duty command officer who is responsible for all operations of the
Department when the Police Chief or an assistant chief or director is not on duty.

EMPLOYEE - Both sworn police officers and non-sworn personnel of the Department.

FIELD BASED REPORTING (FBR) - Form-based, one-time data entry application designed to
simplify the data entry and approval processes while improving the Departmental, state, and federal
reporting compliance.

GENDER OF WORDS - Used anywhere in masculine, feminine, or neuter; shall be construed as
though they were also used in another gender in all cases where they would so apply.

IMMEDIATE FAMILY - Members of an employee’s immediate family; means mother, father,
husband, wife, son, daughter, brother, sister or stepchild of the employee. A relative who, because of
family circumstances, has been a parent substitute to the employee, may be considered as a substitute
for the mother or father in this definition.

IN-CUSTODY DEATH - When the death occurred while the individual's freedom to leave was
restricted by the responding officer/s either in the field or in a temporary holding facility.

JUVENILE - Any person under 18 years of age (same as child).

LEAVE OF ABSENCE - Period of time during which an employee is excused from active duty.

LINE FUNCTION - Those activities and functions which deal with the initial response or contact with
the public in performing the mission of the Department.
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21. MANUAL - Operations Orders, bureau manuals, and records management system (RMS) and FBR
user manuals that explain the current day-to-day operations and procedures for the Department as a
whole or select work units.

22. MUST - Indicates that a requirement has to be completed to validate a particular procedure or to
comply with a particular legal requirement.

23. NORMAL BUSINESS HOURS - 8 a.m. to 5 p.m., Monday through Friday, except holidays.

24. OFF DUTY - Any time an employee is not on duty as defined in this order.

25. OFFICER - Any sworn police officer of the Department, to include persons of all ranks and to have
no reference to civilian employees.

26. ON DUTY - Any time an employee is actively engaged in the performance of regularly assigned
duties, when in the performance of a special mission for the Department, or when involved in any
incident that requires the employee to act in the capacity of a police officer.

27. ORDER - A written or verbal instruction by a supervisor.

28. POLICE COMMANDER - A sworn officer with the responsibility of commanding a bureau, precinct,
or division.

29. POLICE INCIDENT - An occurrence or incident suggesting or requiring police action or service.

30. POLICE LIEUTENANT - A sworn officer with responsibilities that may include supervising or
commanding a unit, patrol shift or the Employment Services Bureau.

31. PRECINCT - A geographical area consisting of a number of squad areas under the supervision of a
commander.

32. PROMOTION - Advancement from a lower class to a higher class involving an increase in
responsibility and salary.

33. RECORDS MANAGEMENT SYSTEM (RMS) - Main computer application used to manage
Departmental records and submit reports while supporting solvability efforts in criminal investigations.

34. RESERVE OFFICER - A full authority peace officer who is not paid a salary.

35. SENIOR OFFICER - A sworn officer in any given rank with longer service in that rank.

36. SEXUAL HARASSMENT - Any unwanted and unsolicited verbal comment, physical contact,
gesture, invitation, proposition, or related action of a sexual nature; it is also any demand for sexual
favors, submission, or rejection of which is used as a basis for employment decisions affecting the
complainant.

37. SHALL, WILL, AND MAY - “Shall” and “will” are mandatory; “may” is permissive.

38. SHIFT - A designated tour of duty.

39. SHOULD - Indicates a certain procedure or policy is preferred to obtain a desired result.

40. SOLO RESERVE OFFICER - Reserve officer who has completed and maintains the requirements

outlined in Operations Order 3.3, Police Reserve Program, which allows the reserve officer to work in
a solo capacity.
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41. SQUAD AREA - Geographical area consisting of a number of beats under the supervision of a
sergeant.

42. SUPERIOR OFFICER - Officer of higher rank than the affected employee.

43. SUPERVISOR - Officer or non-sworn employee who has obtained supervisory classification, or an
employee assigned by the Police Chief to supervise the work of others.

44. SUSPENSION - Temporary separation of employees from their position who remain Department
employees and are, therefore, subject to disciplinary action for conduct during the period of
suspension.

45. UNIT - Any specialty function within the Department in which the personnel assigned are
commanded by a lieutenant or civilian equivalent.

46. WORK UNIT - A bureau, precinct, and/or unit within a division that is considered a separate entity

for the purpose of transfer.
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1. PURPOSE

A. To provide emergency assistance to public agencies in the metropolitan area.

B. Itis not the policy of the Department to provide resources for routine police activities, such as
large parties disturbing, or building searches.

2. GUIDELINES

A. The following guidelines will govern assistance to other valley communities, law enforcement
agencies, and public and quasi-public agencies.

(1)

()

©)

(®)

(6)

(7)

A request for emergency assistance will be referred to a precinct/bureau commander/duty
commander or higher-ranking officer for authorization.

Upon authorization, the commander will ensure a supervisor and adequate personnel are
dispatched to the emergency.

. The primary concern of the responding units will be to stabilize the situation while
operating within Department policy.

Department personnel will be immediately withdrawn when:
(a) The situation has stabilized.

(b) The emergency situation is being handled in a manner the supervisor feels is not within
the spectrum of sound police practices.

If extended assistance is necessary, the agency should be informed to contact either the
Maricopa County Sheriff's Office (MCSO) or the Department of Public Safety (DPS).

The authorizing commander will ensure an explanatory entry is made in the duty
commander's shift activity e-mail report and a copy is forwarded to the Police Chief.

. During normal business hours (Monday through Friday, 8 a.m. to 5 p.m.) the report
can be made directly.

Unusual circumstances at the scene of such out-of-city emergencies will be reported by

memorandum by the appropriate precinct/bureau supervisor and forwarded to the Police
Chief.

City limits

(a) For information on the boundaries of the City, an employee may contact the Special
Projects Section of the City Real Estate Department during normal business hours.

(b) Employees may contact the Communications Bureau for boundary information after
normal business hours.
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3. ASSISTANCE: - Assistance will be provided as indicated:
AGENCY MUTUAL AID PROVIDED
A. MCSO Jail e When breathing equipment is required, officers will wait for the Fire Department to arrive
Fire with their self-contained breathing apparatus.
Emergency e Whenever possible, officers will enter the jail with a firefighter, handle police matters, and
provide security for firefighters to enable them to extinguish the fire.
e At the discretion of the individual officer, emergency entrance to the jail may be made
without awaiting the Fire Department.
B. Federal (1) There is concurrent jurisdiction at the Phoenix Indian Hospital, Veteran's Administration
Property (VA) Hospital, and national memorial cemeteries.

)

©)

(4)

®)

These locations will not be routinely patrolled but officers will make backups for VA police
when requested.

Officers will provide police services to these locations when dispatched or otherwise
requested to do so, except as provided below:

e VA police will be responsible for crimes and related reports under federal statutes for
those incidents occurring on VA Hospital property.

e Officers will provide wagon service for VA police when requested, but VA police are
responsible for all related reports and booking paperwork.

e Officers will assist VA police with driving under the Influence (DUI) arrests made on
VA property and consider utilizing a DUI van for processing.

The federal building that houses the United States (U.S.) Post Office at 522 North Central
Avenue is the only federal facility owned or leased in Phoenix.

e This building is managed by the General Services Administration under the exclusive
jurisdiction of the federal government.

e The Department does have authorization to execute law enforcement functions on
this federal property.

In cases where an arrest is necessary and no federal employee is available to make an
official complaint, the following individual may be used as the complainant for the federal
government and should be listed in the Incident Report (IR):

Security Specialist

General Services Administration
Federal Protective Service Division
522 North Central Avenue, Suite 1208
Phoenix, Arizona 85004

Telephone: (602) 379-3247

C. United States
Air Force
Installations

Officers will coordinate with military police all law enforcement investigations on local Air Force
bases as follows:

Officers conducting investigations on a base will notify the security police upon entering
the base.

Felony investigations will be reported to the Air Force Office of Special Investigations
(AFOSI) rather than to the security police.

In particularly sensitive cases, both the chief of security police and the AFOSI commander
may be contacted at any time.

When detention assistance is needed, officers will make the request to the security police
desk.

The security police, under routine situations, will arrange to have the suspect's
commander bring the suspect to security police headquarters at a specified time between
8 a.m. and 5 p.m., Monday through Friday. (Officers will be advised of the specific time
the suspect may be picked up).

Unless the suspect is wanted immediately on a felony warrant, notification will be made
24 hours in advance.

In situations where the immediate arrest of a military suspect on a military installation is
necessary, the security police will escort officers to the suspect or otherwise arrange for
the arrest.
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3.

ASSISTANCE: (Continued)

AGENCY

MUTUAL AID PROVIDED

Arizona
Department
Of Public
Safety (DPS)

(1

@)

@)

(4)

®)

(6)

()
8)

©)

Every effort will be made to assist DPS upon request or when an emergency is observed
within the City.

When a disagreement arises as to jurisdiction, employees will make appropriate investigations
after notifying a supervisor. (There is concurrent jurisdiction under state law.)

Refer to Operations Order 6.5, Traffic Accident Investigation for accident jurisdiction on
the freeways within the City limits.

Officers who travel the freeways may take enforcement action on violations they observe,
but will not routinely patrol the freeways.

Officers will provide assistance, upon request, to DPS for traffic direction and control
during accident investigations on the freeway, and will coordinate all traffic movements
with DPS.

Officers will cooperate fully with DPS supervisors and officers.
Officers will investigate criminal incidents that occur on the freeway.

DPS officers may utilize precinct stations, Department Intoxilyzer equipment and
operators as needed.

Upon request and when manpower is available, the Department will provide wagons
within the City limits for DPS prisoners.

e Phoenix officers will transport injured DPS prisoners to a Phoenix hospital prior to
booking when it is necessary for the security and welfare of all concerned.

e The requesting DPS officer will be required to take charge of the prisoner at the
hospital during treatment.

State
Fairgrounds

Officers will complete criminal reports on offenses committed on the Arizona State
Fairgrounds and the Veterans' Memorial Coliseum, and will assist DPS officers upon
request.

Maricopa
County
Hospital

Officers will investigate criminal offenses and traffic accidents that occur at the Maricopa
County Hospital or upon the hospital grounds.

Area
Hospitals

Hospitals are required to notify the police department when:

Persons are injured in unreported traffic accidents.

Patients claim to have been mistreated by law enforcement personnel.

The examining physician believes evidence of poisoning exists.

The examining physician believes a patient has abused the use of drugs or narcotics.
Patients appear to have been involved in illegal activity causing injury, such as wounds
from stabbing, gunshot wounds, etc.

The examining physician feels suicide has been attempted.

There is evidence of sexual or criminal assault.

The examining physician believes a patient is the victim of child abuse or child neglect.
An injury has occurred on City property or where the City may be liable for an injury.

A City employee is injured in the line of duty.

A death is classified as a Medical Examiner's case.

H. Arizona State

Hospital

~—~|® e o o o o

—_
~

)

@)

Officers will respond to requests for police service, perform the initial investigation, and
take appropriate police action on criminal or traffic offenses.

Traffic accidents on State Hospital grounds will be investigated as private-property
accidents.

The Violent Crimes Bureau (VCB) or the Medical Examiners Office (OME) will make death
reports as required.

e  When no investigators are available from VCB or OME, a supervisor may authorize
patrol officers to complete death reports.
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3.

ASSISTANCE: (Continued)

MUTUAL AID PROVIDED

A missing person IR will be completed on all escapees from the State Hospital.

Persons are considered escapees only if they are in the State Hospital under a court order
(a) A person who leaves the State Hospital while under voluntary commitment cannot
(b) Officers will ask the person reporting the escape whether the subject should be

considered dangerous and note the reporting person's name and response in the IR.
(c) If the escapee is considered dangerous, the responding officer will contact the radio

supervisor and request the Department’s Public Affairs Bureau (PAB) be informed of

(d) Normally, the Arizona State Hospital will prepare their own media release concerning

(f) The State Hospital staff will fax a waiver affidavit to the Missing Persons Detail on

(g) When the escapee is located, the State Hospital staff should be notified at
602-220-6100 so they can make proper transportation arrangements.

DPS and the Department have concurrent jurisdiction on the Phoenix Military Reservation

The general boundaries for this area are 52nd Street on the West to 64th Street on the

Corrections

)

@)

(4)

The following procedures will be used when responding to calls at the Arizona State

AGENCY
. Arizona State | (4)
Hospital
(Continued) | (®)
and then escape.

be considered an escapee.

the escape.

State Hospital escapees.

(e) Allinquiries should be referred to the hospital staff.

the next business day.

e An Incident Supplement will be completed.
Phoenix (1)
Military and Arizona Military District.
Reservation
and the )
Arizona East from Moreland Street (1200 North) to Oak Street (2300 North).
Military
District
Arizona (1)
Department Prison’s Complex Facility at 2500 East Van Buren:
of

(a) Immediate response should be made directly to the prison for emergency assistance
calls such as an escape in progress, a riot, or serious situation involving inmates.

(b) The Arizona State Prison (ASP) duty sergeant in the front office will direct the officers
to the incident location.

(c) Officers will retain service weapons when handling emergency situations.
All non-emergency calls for service at the facility are to be handled as routine calls.

(a) The ASP staff will meet responding officers and direct them to the crime scene, where
they will conduct the original investigation.

(b) A Department supervisor will determine if additional officers and/or technical service
will be required for serious crimes.

Follow-up investigation of incidents that occur on the prison grounds will be conducted by
VCB personnel.

The staff at the facility has been instructed to call Crime Stop when an escape occurs and
to provide names, descriptions, locations, and any other necessary information.

(@) Communications will broadcast this information and dispatch officers to the scene.

(b) The first officer on the scene will obtain and broadcast a revised description and
direct other responding units to needed locations
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3.

ASSISTANCE: (Continued)

AGENCY

MUTUAL AID PROVIDED

Arizona
Department
of
Corrections
(Continued)

(4)

®)

(6)

(c) If no other crime was committed and the escapee has not been apprehended, Phoenix
officers will not complete an IR.

When a recent (within hours) escapee from the facility is apprehended, she will be booked
into the 4" Avenue Jail and ASP will be notified.

e The charge for escape (Arizona Revised Statute (ARS) 13-25), "Hold for ASP", and
other appropriate charges will be entered in the booking.

An IR will be completed by the officer with call disposition.

Arizona State
University’s
(ASU)
Department
of Public
Safety

(1

)

@)

(4)

®)

()

(8)

Police officers of ASU’s Department of Public Safety are peace officers of the State of
Arizona empowered by state law with the same authority as any other state, county, or
municipal peace officer in accordance with ARS 1-215 (28). (ASU West campus is
located at 4701 West Thunderbird Road and ASU downtown campus is located at 502
East Monroe Street, Room 250).

Officers will cooperate with ASU’s DPS in the delivery of police services to university
properties located within the City.

The delivery of routine police service to university properties located within the City
boundaries will be the responsibility of ASU’s DPS.

Phoenix officers will provide the following assistance to ASU’s DPS:

e  Backups to prevent injury or death to a university officer

e Transportation of university police criminal suspects to a precinct station or local
hospital for treatment

e  Security for criminal suspects transported to a precinct will be the responsibility of
the university police upon arrival at the precinct or resource bureau

e Injured criminal suspects transported to a hospital will be the responsibility of the
university police upon the prisoner's arrival at the hospital

e Completion of appropriate police reports for criminal offenses and major traffic
violations observed by university police, such as those violations that may result in
serious injury or death, occurring within the City but outside university property

e Intoxilyzer tests to driving under the influence (DUI) suspects arrested by university
police officers, upon request

Phoenix officers will assume responsibility for any criminal investigation when a dispute
arises with the university police reference appropriate jurisdiction.

Phoenix officers will be responsible for the completion of all Department paperwork when
reporting a crime.

Phoenix officers may supplement university police reports using Department report forms
when information is obtained and reported by investigating Phoenix officers.

When a criminal arrest is made off campus by university police officers, university officers
will use ASU police report forms to document their involvement in the arrest unless
specifically requested by Phoenix officers to use Department report forms

Maricopa
County
Adult
Probation
Department

(1

)

@)

It is the expectation of the Department that probation officers or surveillance officers will
be physically present at locations where Phoenix officers are requested to assist.

Adult probation officers have the authority of peace officers in the performance of their
duties and may carry concealed firearms.

Generally, requests for assistance from probation officers will be one of the following:

e Assist probation officers in arresting a probationer, either at the office or in the
community, when an outstanding warrant exists and the probation officer believes
there is a likelihood of resistance or danger of physical violence.

e Assist probation officers in warrantless arrests of probationers when exigent
circumstances require the immediate arrest of the probationer and the probation
officer believes there is a likelihood of resistance or danger of physical violence.

e Continued on next page
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3. ASSISTANCE: (Continued)

AGENCY MUTUAL AID PROVIDED

L. Maricopa e Act as a backup when probation officers request assistance in serving search
County warrants and conducting warrantless searches of a probationer's person or
Adult residence when there is any likelihood of resistance or danger of physical violence,
Probation (police officers should be primarily concerned with maintaining peace and should
Departmen avoid becoming actively engaged in searches; however, for officer safety, officers

(continued)

should frisk all subjects for weapons).

Assist probation officers when a probationer or other persons, such as friends or
family members, become disruptive and the threat of physical violence is present.
Respond to an emergency call by probation officers requiring immediate backup for
a volatile or potentially violent confrontation with a probationer or other person/s.

(4) Additionally, police officers will follow these guidelines:

®)

Because probation officers have peace officer authority, in accordance with
ARS 12-253 and the same authority to arrest as police officers, probation officers
should process any arrests they make.

Police officers will assist probation officers by transporting prisoners to a jail facility,
but probation officers should complete and submit their own arrest paperwork.
Surveillance officers also have the authority of peace officers relating to intensive
probation probationers under their supervision; however, surveillance officers must
have the prior approval of a probation officer (approval can be obtained by the
telephone or radio) before an arrest is made of the probationer.

Probation officers do not need to be present when surveillance officers make an
arrest, but Phoenix officers assisting surveillance officers will verify through the
surveillance officer the arrest has been approved by a probation officer.
Surveillance officers should process any arrests they make.

When circumstances are such that new charges are sought against the probationer
or other person/s, such as drug offenses, assault, disorderly conduct, etc., police
officers will take custody of the arrestee, complete all the necessary paperwork and
impounding, and book the subject/s.

Probation/surveillance officers should supplement police officers' DRs to
substantiate their probable cause for the search/arrest.

Police officers should exercise extreme caution when assisting probation and surveillance
officers and should ensure sufficient police personnel are present to handle the situation.

M. Federal
Bureau of
Investigation
(FBI)

(1

)

The FBI investigates violations of more than 200 categories of federal statutes and
officers will, with the concurrence of a supervisor, contact the FBI immediately regarding
federal crimes of concern to them.

Offenses involving aircraft under jurisdiction of the FBI include:

(@)

(b)

(c)

(d)

(e)

()

Hijacking - Seizure or attempted theft by force or violence of any private aircraft
being used commercially or any commercial aircraft, whether in flight or on the
ground.

Theft - Transportation of a stolen aircraft in interstate or foreign commerce,
transportation of a stolen aircraft across a state line, and the receiving, concealing,
storing, selling, or disposing of stolen aircraft.

Carrying Concealed Weapon - Any person boarding or attempting to board any
commercial aircraft found to have on or about their person a concealed or dangerous
weapon; an exception to this would be law enforcement officials.

Destruction of Aircraft or Facilities - Destruction of or the attempt to destroy, with
intent, any aircraft that is engaged in interstate commerce or any shop, landing area,
or other facility used in the operation of such aircraft.

False Reports - Any person for making or causing to be made any letter, telephone
call, or verbal statement threatening to hijack or damage an aircraft or related
facilities, or bomb threats against aircraft, including "practical jokers. "

Stowaways - Any person who stows away on any aircraft entering or leaving the
United States, including military or commercial aircraft.



http://www.azleg.state.az.us/ars/12/00253.htm
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3. ASSISTANCE: (Continued)
AGENCY MUTUAL AID PROVIDED
N. FBI (g) Cargo Theft - Theft of merchandise being shipped in interstate or foreign commerce
(Continued) by aircraft or the receiving or possession of such property.

)

()

(h) Interference with Flight Crews - 14 Code of Federal Reqgulations under Part 91.11
states, “No person may assault, threaten, intimidate, or interfere with a crew member
in the performance of the crew member’s duties aboard an aircraft being operated.”

Any criminal act committed on federal property or a federal reservation will be referred
to the FBI.

Federally insured banks are under the jurisdiction of the FBI.

O. Bureau of
Alcohol,
Tobacco, and
Firearms
(ATF)

(Federal
Firearms
Regulations)

(1
)

@)

(4)

®)

(6)

()

(8)

9)

Enforcement of all federal firearms regulations is the responsibility of the ATF.

Officers who respond to a call of theft, burglary, or robbery at a retail business or pawn
shop in which firearms have been taken should notify ATF immediately any time of the
day or night at 602-776-5400.

e ATF requests that crime scene processing be suspended until an ATF agent arrives
to participate jointly in the investigation.

It is illegal to possess the weapons or devices listed below unless they have been
registered with ATF.

Machine guns, including those unserviceable and deactivated

Pistol with a shoulder stock (cap and ball revolvers, new/old, are excluded.)

Rifle or shotgun less than 26 inches in overall length

Shotgun with a barrel less than 18 inches in length

Rifle with a barrel less than 16 inches in length

Combination rifle-shotgun with a barrel less than 18 inches in length

Any item other than conventional pistols or revolvers capable of firing a shot and
being concealed

Any explosive device, incendiary bomb, mine, grenade or mortar

e Any muffling or silencing device designed for use on firearms of any type

EXCEPTION: Weapons manufactured prior to 1898 or replicas of antique weapons need

not be registered.

Proper registration can be determined by examining the ATF registration form, which
should accompany the weapon and be in the possession of the owner.

If a person is found in possession of any unregistered weapon noted above, officers will
contact an agent of ATF by calling their 24-hour telephone number listed in the local
telephone directory.

If there are no state or city charges that can be brought against a person in possession
of illegal firearms, the suspect may be booked on the federal charges if the detention is
deemed necessary for the safety of the public.

Bookings on federal charges will be authorized by a supervisor prior to booking. It will be
the responsibility of the arresting officer to notify a federal agent immediately when such
an arrest is made so that federal charges may be filed within the 24-hour time limit.

If immediate arrest is unnecessary, an IR will be completed, the firearm impounded, and
a copy of the IR forwarded to ATF for follow-up.

Any illegal firearm that comes into the possession of an officer will be seized and
impounded as contraband.



http://frwebgate.access.gpo.gov/cgi-bin/get-cfr.cgi?TITLE=14&PART=91&SECTION=11&TYPE=TEXT
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3.

ASSISTANCE: (Continued)

AGENCY MUTUAL AID PROVIDED

0. ATF (10) Under Title 18, U.S.C., Chapter 44, Section 921(20), the following persons are prohibited
(Continued) from owning or possessing a firearm:

(Federal e Any person convicted of a felony offense as determined by the laws of the jurisdiction
Firearms in which the proceedings were held (Any conviction that has been expunged or set
Regulations) aside or for which a person has been pardoned or has had civil rights restored does
not apply).

e Any person who has received a dishonorable discharge from the military

e Any person who has been adjudged as mentally incompetent

e Any former citizens of the United States who have renounced their citizenship

e Any alien illegally in the country

NOTE: Ifthe status of a prohibited possessor cannot be verified, an IR will be completed

and the firearm impounded as evidence (see Operations Order 4.48 section 12).

P. Homeland e The investigation and enforcement of federal laws relating to illegal entry and residence

Security in the United States is specifically assigned to HSI.

Investigations| « The goal of the Department is to ensure the safety of all residents of Phoenix.

(HSI) e The Department provides law enforcement services and enforces the laws of the City and
State, as well as upholds the United States Constitution.

Q. T Visaand (1) Available through the United States Citizenship and Immigration Services (USCIS) for
U Visa immigrants who are current or former victims, and affected eligible family members, of
Certifications human trafficking (sex or labor trafficking) or other crimes, and who are assisting law

enforcement authorities with the investigation or prosecution of the human
trafficking/other criminal activity

(2) The Department recognizes the value of completing T visa and U visa certifications and
in supporting immigrant victims of crime who are helpful in an investigation or criminal
prosecution; therefore all requests for T visa certifications (USCIS Form 1-914B) and
U visa certifications (USCIS Form 1-918B) will be assigned to Community Engagement
Bureau (CEB) staff who will determine if the applicant meets the conditions required on
the applicable form.
. See Operations Order 4.48, Immigrations Procedures, for more information on

T visa and U visa certifications.
R. U.S. Marshal | The U.S. Marshal Service will assume responsibility for the following federal violations:
Service
e Federal judges and their courts
e Apprehension and prosecution of escaped federal prisoners
e Apprehension of federal parole violators
o Apprehension of federal probation violators
e Apprehension of federal bond defaulters
e Apprehension of federal failure to appear violators
Notification to the U. S. Marshal Service may be made 24 hours a day by calling 602-382-8767.
S. Postal (1) The Postal Inspection Service has jurisdiction over the following offenses that relate to
Service the postal establishment:

e  Post office burglary or robbery

e Assault on a mail custodian

e Theft and/or possession of mail or pouches stolen from post offices and from rural,
star route, apartment houses or street letter boxes

e Theft and/or possession of stolen Post Office Department property

e  Obstruction of the mail and/or correspondence

e Forgery of U. S. Postal Money Orders or Postal Savings Certificates

e  Fraudulent use of the mail

e Obscene, extortionate, lottery, and defamatory or libelous matter in the mail

e Explosives, infernal machines, poisons, narcotics, etc. in the mail

e Depredations (plunder) of the mail by postal employees or others not employed by
the Postal Service

o  Willful damage to letter and rural mailboxes or the theft of such boxes

(2) If there is doubt or disagreement regarding jurisdiction, officers will complete an IR.



http://www.gpoaccess.gov/uscode/index.html
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ASSISTANCE: (Continued)

AGENCY MUTUAL AID PROVIDED
S. Postal (38) The Postal Inspection Service should be advised of all postal crimes, non-postal criminal
Service offenses committed by postal employees, and, if possible, catastrophes such as fire,
(Continued) flood, etc. that might adversely affect the operation of the Postal Service.
(4) A postal inspector can be contacted at 1-877-876-2455 and selecting option 2 when
prompted.

e This telephone number is available 24-hours a day, 7-days a week.

T. Secret (1) The United States Secret Service requests notification at any time (day or night) at 602-
Service 640-5580 when any of the federal crimes listed below occur.
(2) Additional contact numbers are available through the Communications Bureau radio

supervisor in the event an agent does not respond to a request for assistance within a

reasonable period of time.

e Threats against the President, the Vice President, or the President-elect or the Vice
President-elect

e Counterfeit United States or foreign currency, coins, stamps or other obligations

e Forged or altered U.S. Treasurer's checks, bonds or other securities

e Mutilated or altered United States or foreign currency or coins

e Photographs or other reproductions of United States currency, stamps, bonds,
checks or other government securities without special authority

e Fraud related to the use of credit cards or bank access devices and counterfeiting of
credit cards and bank access devices

U. City of ARS 9-500.03 and Phoenix City Code 2-30.1 give City of Phoenix Park Rangers’ authority to
Phoenix Park | issue tickets, (ATTC and NOV) for violations of the Phoenix City Code that occur within City
Rangers Park boundaries.

e Park Rangers do not have peace officer status and their powers of arrest in all other
situations are limited to that of a citizen

e Park Rangers have access to the Department radio frequencies and may request
assistance of officers when necessary.

e When an officer responds to assist regarding a criminal violation, the officer will be
responsible for conducting the investigation, impounding any property, and completing
all appropriate paperwork (the Park Ranger may be asked to write a supplement).

e When an officer responds because a suspect refuses to sign a criminal ATTC, the
officer will proceed according to existing Department policy.

e In all cases, prior to taking enforcement action, officers must ensure all elements of
the offense are present and the action to be taken is lawful and consistent with
Department policy.

e Any disputes or conflicts conceming procedures will be resolved by a police supervisor.

e Officers may provide Park Rangers with driver's license information only when the
information is needed to further an investigation or to complete a ticket (Officers will
not release criminal history record information to Park Rangers).

V. Maricopa e Pretrial Services Officers must be present at locations where Phoenix officers are
County requested to assist.
Superior e Pretrial Services Officers are officers of the court but are not armed, nor do they have
Court Pretrial peace officer status or the same authority to arrest.
Services e Generally, requests for assistance will be one of the following:
Agency

*  Arresting felony failure to appear subjects, when an outstanding warrant exists.

*  Warrantless arrest of subjects when exigent circumstances require the immediate
detention of the subject.

*  Act as back-up to Pretrial Services Officers who are making potentially dangerous
contacts.

*  Respond to emergency calls for assistance that require immediate back-up by police officers.

¢ In arrest situations police officers must complete all associated paperwork and transport
the arrestee to the jail facility.
In warrantless arrest situations the Pretrial Services Officer will contact a judge after
the subject is in custody to have an immediate arrest warrant issued.



http://www.azleg.state.az.us/FormatDocument.asp?inDoc=/ars/9/00500-03.htm&Title=9&DocType=ARS
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4,

INDIAN COUNTRY JURISDICTION

A. This section provides knowledge and understanding about Indian country jurisdiction, geographic
boundaries, government, and law enforcement to all personnel.

(1

This is important for effective collaboration with tribal public safety, partners, general public
safety, collaborative operations, mutual aid, information, and intelligence exchange, and

long-term mutually beneficial relationships.

B. Definitions:

(1)

()

Indian Country - A legal term defined by federal statute and is generally the territory within

a federally recognized Indian Reservation.
(@) There are 22 Tribes located within the state of Arizona:

Cocopah Indian Tribe

Fort McDowell Yavapai Nation
Fort Yuma-Quechan Tribe
Havasupai Tribe

Hualapai Tribe

Navajo Nation

Pueblo of Zuni

San Carlos Apache Tribe
Tohono O’odham Nation
White Mountain Apache Tribe
Yavapai-Prescott Indian Tribe

Ak-Chin Indian Community
Colorado River Indian Tribes
Fort Mojave Indian Tribe
Gila River Indian Community
Hopi Tribe

Kaibab Band of Paiutes
Pascua Yaqui Tribe

Salt River Pima-Maricopa Indian Community
San Juan Southern Paiute
Tonto Apache Tribe
Yavapai-Apache Nation

Exclusion Process - Laws and procedures for excluding (banning) people from tribal lands.

C. Indian Country Authority and Arrest Powers

(1)

()

®)

Three sovereign jurisdictions of government exist in the United States: federal, state,
(territory), and tribal.

(a) Tribal jurisdictions are considered domestic sovereign nations under U.S. Supreme
Court precedent.

. Indian country tribes are unique, each with their own culture, history, language,
and traditions.

. Many tribal governments have their own police agencies, which may have
authority and arrest powers at a tribal, state, and federal level, depending on the
types of legal authority the tribal police agency has. (ARS 13-3874, 18 USC 1151,
1152, and 1153 and 25 USC 2803).

The following ARS statues give Phoenix officers authority and arrest powers within Indian
country jurisdiction over non-Native Americans:

o ARS 13-3871. Authority of peace officers, outside geographic area.
. ARS 13-3881 Arrest; how made; force and restraint.

Phoenix officers are without jurisdiction or legal authority to arrest tribal members on the
reservation for incidents occurring within the City, even in fresh pursuit, and even if the
offense is a felony.

. In incidents involving fresh pursuit onto a reservation, the tribal police will be notified
and requested to assist in the stop.

. Phoenix police officers may make a stop on a reservation for the purpose of identifying
a suspect and, if the suspect is a tribal member, to detain them for the tribal police.



https://www.azleg.gov/viewdocument/?docName=https://www.azleg.gov/ars/13/03874.htm
https://www.azleg.gov/viewdocument/?docName=https://www.azleg.gov/ars/13/03871.htm
https://www.azleg.gov/viewdocument/?docName=https://www.azleg.gov/ars/13/03881.htm
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4.

C.

(3) (continued)

. Non-tribal members apprehended on a reservation after fresh pursuit may be arrested
based on probable cause.

. Phoenix police officers may conduct investigations within a reservation's boundaries
but will first obtain the permission of the tribal police.

(4) Tribal governments have an Exclusion Process from Indian Country Jurisdiction of persons
whose presence is detrimental to the community or who violate the laws of the community.

Indian Country and Interstate Domestic Violence

(1) Tribal governments may use federal statutes (18 USC 2261) Interstate Domestic Violence
defining persons who enter or leave Indian country and commit crimes found under the
statute are subject to federal prosecution.

Warrants and Order in Indian Country

(1) Many Tribal governments have their own courts that issue court orders, arrest warrants and
search warrants.

(2) Tribal governments that have their own police agency:

. Have authority and powers to arrest, serve arrest warrants, and enter arrest warrants
into NCIC and ACIC.

. Have their own Criminal Justice Information Systems (CJIS) and Public Safety Access
Point (PSAP) Communications Center.

e  Operate their own National Sex Offender Registration System (SORNA) that provides
Offender Registration System (NSORS).

(3) Tribal courts have the jurisdiction to issue the following orders under the Tribal Law and
Order Act:

. Restraining Orders
. Emergency Orders of Protection
e  Orders of Protection

NOTE: All carry full faith and credit among courts and jurisdictions — this means they are
enforceable anywhere in Arizona.

Indian Country Extradition

(1) Tribal governments have an extradition process to or from Indian country jurisdiction.

(a) Extraditions and warrants can be entered by the Indian country jurisdiction police
department into ACJIS and CJIS, and NCIS and ACIS computer systems.

(b) ARS 13-3869 — Extradition of persons to and from Indian jurisdiction:
If this state seeks the extradition of an Indian from within the jurisdiction of an Indian
tribe in this state, this state shall comply with any applicable requirements of tribal
extradition law.

Training

(1) All department members will receive training upon initial hire and may receive updated
annual training regarding Indian country jurisdiction which shall include specific information
about Tribal sovereign jurisdictional boundaries, governments, constitutions, courts,
authority, operations, and powers.



https://www.azleg.gov/viewdocument/?docName=https://www.azleg.gov/ars/13/03869.htm
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1. GENERAL INFORMATION

A. Sanctity of Life — The Department respects the dignity of all persons and recognizes the sanctity
of human life, rights, and liberty.

B. Duty to Intervene - All employees will intervene when they know or should know another
employee is using unreasonable force.

e All employees will immediately report excessive force verbally to a supervisor.
C. The policies of the Department are set forth as follows:

. Physical force
. Less-lethal force
. Deadly force

* Officers are trained to utilize deadly physical force when it is necessary to prevent
serious physical injury or death to self or a third party as defined in state law.

. Lethal weapons and equipment

D. Sworn employees and affected civilian employees will be trained and instructed in these policies
before employing any of the weapons, tactics, or techniques.

o Affected civilian employees include police assistants (Transit Unit/Downtown Operations Unit
(DOU)/patrol), municipal security guards, and detention officers.

E. Only Department-issued or approved weapons, equipment, and chemical agents will be authorized.

2. DEFINITIONS

A. Reasonable e When the facts and circumstances cause a reasonable and prudent law enforcement

Belief officer to act or think in a similar way under the circumstances

B. Less-lethal e Is a tactic when properly applied has minimal or no risk of causing death
Force

C. Deadly e Any tactic or response to resistance that creates a substantial risk of causing death or
Force serious physical injury, such as the use of a firearm

D. Serious e A bodily injury that creates a reasonable risk of death, causes serious and permanent
Physical disfigurement, or results in long term loss or impairment of the functioning of any bodily
Injury member or organ

E. Excessive e The application of an unreasonable amount of force in a given incident based on the
Force totality of the circumstances

F. Types of e Psychological Intimidation - Non-verbal cues indicating subject’s unwillingness or threats
Resistance through attitude, appearance, and physical readiness

e Verbal Non-Compliance - Verbal responses indicating unwillingness or threats

e Passive Resistance - Physical actions that do not prevent an officer’s attempt to control

e Active Resistance - Physical actions that attempt to prevent an officer’s control, but do
not involve attempts to harm the officer

*  Based on this definition, solely running from officers does not constitute active
resistance.

e Active Aggression - Physical actions of assault
e  Aggravated Active Aggression - Deadly force encounter

G. Response The option used is determined by the totality of the circumstances.
Options

e Presence - Identification of authority
e Verbal Direction - Commands of direction or arrest

* Includes the use of a long range acoustic device (LRAD)
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2. DEFINITIONS (Continued)
G. Response e Soft Empty Hand Control and Restraining Devices - Techniques that have a minimal
Options chance of injury
(Continued) o ] ) ]
*  Restraining Devices - Handcuffs, Ripp restraint, ankle cuffs, shackles

e Tripping/Tackling - Physical technique used to stop a subject from running

e Pointed Gun at Person (PGP) - When a firearm is pointed in the direction of a person
NOTE: 'Drawing from the duty belt, a slung rifle or shotgun, or displaying a firearm at

the low ready does not constitute a PGP incident.
2For the purpose of a PGP incident, a stunbag shotgun is not designated as a
firearm due to the fact it's proper use is considered less-lethal force.

e Chemical Agents - Oleoresin capsicum (OC), and 2-Chlorobenzylidene malononitrile
(CS)

e Electronic Control Device (ECD): for example, Taser

e Intermediate Control Techniques - Techniques that have a probability of injury
*  Hard Empty Hand Control
*  |mpact Weapons
*  Stunbag Shotgun
*  Canine (K9) Application

e Deadly Force

H. De-Escalation/| De-escalation is defined as an employee/s intent to resolve an incident as safely as possible
Escalation to protect the public and all persons involved by reducing the danger through the use of tactics,
Strategies techniques, and force options.

NOTE: This can include communicating with subjects and utilizing time and distance to

increase the possibility of reducing or eliminating the need for force.

e Employees will assess situations to determine if de-escalation is possible, and if so,
employ appropriate de-escalation tactics to reduce the potential need to use force or to
reduce the level of force needed.

*  If force is necessary, employees will assess each incident to determine, based on
policy, training, and experience, which response to resistance option will de-escalate
the situation, bring the situation under control, and reduce the probability of harm or
injury to any involved persons.

*  When practical, employees will collect information about the incident, assess risks,
request resources, and coordinate a response.

*  When tactically sound, employees may relocate to a position of advantage that offers
cover or allows for greater distance to consider other force options.

e With de-escalation strategies, there are three possible resolutions, and, in each case, the
scene has been de-escalated if the subject no longer poses a danger to the public,
innocent persons, and employees.

*  The subject submits and elects to be taken into custody.

*  Some form of coercion, including verbal negotiations and less-lethal force, is used
and the subject submits or can safely be taken into custody, decreasing the need for
further force applications.

*  The situation has been escalated by the subject’s actions to the point of extreme
violence, likely to result in death or serious physical injury of innocent
persons/employees to the point that lethal force must be used to de-escalate the
situation.

3. GENERAL POLICY

A. ltis the policy of the Department to use a reasonable amount of force to conduct lawful public

safety activities.

B. The response option employed will be reasonable and based on the totality of circumstances.




RESPONSE TO RESISTANCE Operat;ormss» Order

PHOENIX POLICE DEPARTMENT Rev. 06/21 PAGE 3

3. B. (1) Employees involved in a response to resistance incident have the responsibility of providing
the facts and circumstances they believe justified the response to resistance by completing
the necessary reports, memorandums, etc.

(2) Circumstances that may govern the reasonableness of using a particular response option
include, but are not limited to:

e  The severity of the crime
o  Whether the subject poses an immediate threat to the safety of officers or others
. Whether the subject is actively resisting arrest or attempting to evade arrest by flight

(3) Employees need to consider the following when responding to resistance:
(a) Ability - Does the subject have the apparent physical means to cause harm?
. Employees must also evaluate his/her ability to handle the threat posed by the subject.

(b) Opportunity - The circumstances are such that the subject has the apparent ability to
harm the employee/s or others.

. Distances, barriers, and opportunities for both the subject/s and employee/s
should be taken into account.

(c) Jeopardy - Is the subject causing an imminent and immediate threat to the employee/s
or others?

o Denotes actions, cues, or indicators demonstrated by the subject.

(d) Preclusion - All other alternatives have been reasonably considered and cannot be
employed in a safe manner based on the totality of the circumstances the employee/s
or others are facing.

C. Medical Treatment - Employees are responsible for requesting medical treatment for subjects
against whom force was used.

e Any time there is an injury, or an alleged injury, as a result of force used by Department
personnel, employees will:

*  Examine any person claiming injury and render first aid, if necessary.
* Request paramedics to respond to the scene, if appropriate.
* Immediately notify a supervisor.

D. Employees who are directly involved in applying force on a subject will be relieved, as soon as
practical, by another officer not directly involved in the response to resistance incident, for the
care and custody of the subject.

E. The techniques taught by the Department’s proficiency skills instructors will be used when practical.

4. RESPONSE OPTIONS

A. Presence - Presence is established through identification of authority.

e The presence of a K9 at a scene falls under this parameter.

B. Verbal Persuasion, Negotiation, or Command - Instruction or direction from an officer in the form
of verbal statements or commands and includes the use of an LRAD

(1) Long e A highly intelligible communication system used to send voice messages and alert
Range tones long distances
Acoustic
Device
(LRAD))
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4.

B. Verbal Persuasion, Negotiation, or Command - Instruction or direction from an officer in the

form of verbal statements or commands and includes the use of an LRAD (Continued)

(1) Long
Range
Acoustic
Device
(LRAD)
(Continued)

Includes the LRAD 100X backpack model and LRAD 500 model which may be used
during the following incidents:

Protests/demonstrations

Marches/parades

Special events with large crowds

Emergency evacuations

Any other event with an assistant chief approval

L

Will only be used as specified in the manufacturer’s operations and safety instructions
and as approved by the City’s/Department’s industrial hygienist

*  Prior to use, set back distances will be verified with a laser range finder to ensure
decibel (dB) levels do not exceed 113 dB for the intended target listener (see
addendum A of this order for the National Institute for Occupational Safety and
Health (NIOSH) and Occupational Safety and Health Administration (OSHA)
noise level standards).

Authorized Personnel - Only the below employees who are trained and certified in
the safe operation of an LRAD may utilize an LRAD.

*  Sworn employees assigned to the Downtown Operations Unit (DOU) and/or
Tactical Response Unit (TRU)

Alert Tones

Use requires the incident commander’s approval

Will only be used to gain the attention of the public when they do not
respond/comply with the voice messages

Will be a two (2) to five (5) seconds only continuous tone

Only one alert tone may be used before returning to voice messaging (does not
prohibit the use of additional alert tones as long as each two (2) to five (5) seconds
alert tone is followed by a voice message).

The LRAD is not a weapon, and under no circumstances will it be used to intentionally
inflict harm upon the public.

Misuse of the LRAD shall be subject to discipline.

Education and demonstrations will be incorporated in future Citizen Police academies
and Police Chief's Advisory Board meetings.

C. Soft Empty Hand Techniques and Restraining Devices - These techniques have a minimal

chance of injury.

(1) Control and restraint techniques include, but are not limited to:

NOTE:

Wrist locks

Joint locks

Pressure points

Handcuffing (metal, plastic, or soft restraint devices)

Restraining devices such as Ripp restraints, ankle cuffs, and shackles (transport use only)
Smear technique

Harness technique

Many of these tactics may involve placing a subject on the ground to assist in
better control and to minimize injury to the subject as well as the employee.

(2) Employees will not restrain subjects with their legs behind their back (hog-tying).
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4.

(@)

(b)

(c)

(d)

C. (3) SpitSock

Due to inherent health risks, officers may deploy a Department approved ‘spit sock’
when dealing with a subject who is, or is threatening to, spit on officers or others
involved in the immediate incident.

The current approved spit sock is Arrowhead Forensics Spit Hood.

. When applied correctly over a subject's head and face, neither vision nor
breathing is impaired; however, saliva will not penetrate the material.

. No other items, materials, or objects are authorized for placement over a subject’s
head or face.

. Only one spit sock will be placed on a subject at a time.

. Spit socks are not reusable and must be discarded after each use.

. If the spit sock becomes saturated, damaged, or ineffective, it can be removed
and a new one applied.

Application:
. Spit socks should only be applied when two or more officers are available.

*  One officer will maintain constant control and observation of the subject
while the sock is on.

e A subject’s mouth or nose shall never be obstructed.

e  The spit sock will not be tightened in any manner to secure the mask around
the prisoner’s neck and no other material may be used to attempt to further
secure the sock on the subject.

. If signs of medical distress develop, the officer/s shall immediately remove the
spit sock and render immediate medical attention.

Reporting Procedures:

. The spit sock in and of itself is not considered a Response to Resistance.
. When a spit sock is applied to an individual:

* A supervisor must be notified
*  The reason for the application will be documented in the incident report.

. If an employee comes into contact with saliva, blood, or other potentially infectious
materials, the employee should follow the Department’'s communicable disease
protocol found in Operation Orders 4.9.

D. Tripping/Tackling — Techniques not taught through defensive tactics instruction but are physical

techniques used to stop a subject from running.

E. Pointed Gun at Person (PGP) - A firearm is pointed in the direction of a person.

NOTE:

'Drawing from the duty belt, a slung rifle or shotgun, or displaying a firearm at the low
ready does not constitute a PGP incident.

2For the purposes of a PGP incident, a stunbag shotgun is not designated as a firearm
due to the fact it's proper use is considered less-lethal force.
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4.

F. Chemical Agents - The use of authorized chemical agents is considered a less-lethal tactic.

(1) Oleoresin
Capsicum
(OC) Spray

May be used when reasonable and justified in the following situations:

To prevent the possibility of injury to an officer or another person
To ward off threatening dogs or other animals

In tactical building entries, such as search warrants

To subdue a person who is:

Threatening or attempting physical harm to himself or another
Resisting an arrest

Rioting

Interfering with an arrest

I S 3

Carrying Procedures

e  Uniformed Sworn Employees and Detention Officers

= All uniformed sworn employees and detention officers will be trained in the use
of OC spray.

*  Mandatory equipment which will be attached to the gun belt and carried at all
times while on duty.

* |t will be carried with the canister in an upright position.

e Undercover Operations - Carrying OC spray is optional for sworn employees
assigned to undercover operations.

e Civilian Employees Other than Detention Officers - Because civilian employees do
not have arrest powers and civilian employees other than detention officers do not
have the training necessary to restrain aggressive individuals, civilians employees
other than detention officers authorized to carry OC spray will utilize this as a
defensive tool in an effort to gain time and distance from an attacking subject.

*  These civilian employees may voluntarily engage individuals who, by their verbal
or non-verbal actions, are engaging in aggressive behavior that may result in a
physical attack to the employee.

Directions for Use

o  Employees using the 1.6-ounce or 3/4-ounce OC spray will direct a one-second burst
into the face of the subject; effective range is normally 10 - 12 feet.

Do not use within three (3) feet of a subject as soft tissue damage could occur

The subject should be immediately handcuffed and moved to a well-ventilated area;
medical help will be requested if a subject complains or displays any severe or
abnormal reaction to the spray.

Employees will not unnecessarily display or handle any OC spray.

When the circumstances justifying the use of OC spray no longer exist, OC spray will
immediately be discontinued.

*  Employees still may use reasonable force to maintain control and to protect
themselves from danger.

Post-Use Care

o Warm water can be used to flush the eyes without rubbing.

e |f water is not available, the Fire Department will be called to the scene.

Subjects should recover within 45 minutes; however, the intense sensation of skin
burning may persist for 30 to 90 minutes after exposure.

Salve or ointments should not be used on affected areas.
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4. F. Chemical Agents (Continued)
(1) Oleoresin | Post-Use Care (Continued)
Capsicum ) ) .
(OC) Spray | ®* Subjects sprayed with OC will not be left unattended.
(Continued) | * Paramedics will be called to the scene if a subject exposed to OC spray complains or

displays any severe or abnormal reaction to the spray at any time.

o Employees will continue to provide post-use care to the subject until the subject has
recovered from the effect of the spray.

o Employees will not lay subjects on their stomach.

e Civilian employees will follow the proper directions for use as prescribed for sworn
employees and will notify Communications that OC spray has been deployed.

*  The employee will make efforts to maintain a visual on the subject and direct
sworn officers to the location for disposition and post-use care.
*  Once sworn employees arrive, post care procedures will be implemented.

Authorized Personnel

e  Supervisors
o Officers of the Special Assignments Unit (SAU), Fugitive Apprehension Investigations
Detail (FAID), Downtown Operations Unit (DOU), and Tactical Response Unit (TRU)

(2) Oleoresin

Authorized Personnel

Capsicum

sPray L K9 handler

g::i(s-?er *  Supervisors may direct an officer to deploy the Mark 9 canister when reasonable
to do so.

18.34

ounce Directions for Use

o Employees using the Mark-9 canister OC spray will direct a one-second burst into the
face of the subjects from a minimum distance of 15 feet.
The effective range is normally 20-25 feet.

e Employees using the Mark-9 canister OC spray in a riot control situation should direct
the spray face level, from a minimum distance of 15 feet, into the crowd until the
desired effect is achieved.

e  Employees will not unnecessarily display or handle any OC Spray Mark 9 canister
18.34 ounce.

Tactical chemical agents are considered less-lethal weapons.
Detailed training, deployment procedures, and tactical considerations are found in the
appropriate bureau manuals.
(3) Tactical Delivery Systems
Chemical
Agents e |IsperJet

e 37mm Gas Delivery System

*  Ferret rounds will not be directed at individuals due to the possibility of serious
injury if the round strikes a person.
*  Ferret rounds will not be used against moving vehicles.

Authorization for Use

e The use of tactical chemical agents will be limited to those officers and supervisors
specifically authorized and trained in their use.

e SAU and DOU are responsible for tactical chemical agent training; grenadier 1 and 2
levels, and will maintain the roster of officers certified to deploy chemical agents.

e SAU, DOU, and TRU supervisors may authorize use of tactical chemical agents.
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4.

G. Electronic Control Devices (ECD) - Use is considered a less-lethal tactic.

(1) Guidelines
For Use

ECDs, such as the Taser, use compressed nitrogen gas to propel probes and wires
that conduct electrical energy which overrides a subject’s central nervous system,
attempting to temporarily stop the subject’s actions.

ECDs may be used when it is objectively reasonable based on the totality of the
circumstances, on subjects who are displaying active aggression, or who are placing
an officer or a third party in reasonable apprehension of imminent physical injury, or
to prevent a subject from harming him/herself.

The following circumstances should be considered prior to use:

The severity of the crime.
Whether the suspect poses an immediate threat to the safety of the officers or
others.

*  Whether the suspect is actively resisting arrest.

If an arrest team is not available, is it feasible to delay deployment to wait for one?

When the circumstances justifying the use of an ECD no longer exist, the ECD will
immediately be discontinued.

*  Employees still may use reasonable force to maintain control and to protect
themselves or others from danger when such force can be justified through the
totality of the circumstance.

ECDs will not be used for any of the following:
*  Coercion

EXCEPTION: A warning Arc combined with the proper verbal warning may be used
as coercion in situations that would likely result in a justified
deployment of the ECD.

Against subjects solely for running from the officer

Against a subject who would be in danger of falling from a significant height
When subjects are near flammable liquids and gases

Intimidation by reckless display

Escorting or prodding individuals

Waking unconscious or intoxicated individuals

Individuals operating a motor vehicle

Individuals holding a firearm when their finger is on the trigger

Handcuffed prisoners resisting/refusing to enter a police vehicle, holding room,
or hanging onto a railing or other item, etc.

LS R S S SR

NOTE: The Department currently uses a nitrogen propellant OC spray; however,
employees need to use caution in incidents involving other jurisdictions which
might be using an alcohol-based OC spray.

Employees will avoid using ECDs against the following subjects, unless employees can
articulate other reasonable force options have been tried or were unlikely to succeed:

Female subjects known to be pregnant or who are visibly pregnant
Elderly subjects

Young children

Handcuffed prisoners

Low body-mass (very thin) persons

2 people at the same time with the same Taser 7

* ¥ X ¥ ¥ %

The following should be considered prior to using the device on subjects in water:

*  Any significant amount of water may cause the subject to drown and will hinder
other officers assisting in the apprehension of the subject.
*  Deep water reduces the target area.
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(1) Guidelines
For Use
(continued)

o Employees requested to provide ECD demonstrations to groups and organizations
will first obtain permission from their bureau/precinct commander.
e Employees shall not carelessly or recklessly display the ECD.

Tactical Considerations - When deploying an ECD, employees:

Will announce deployment to prevent contagious fire.

Will communicate with other employees upon arriving at the scene.

Will, when practical, have an arrest team available.

Will consider whether other options exist when dealing with mental health or excited
delirium subjects.

*  If an exigency exists for ECD use, the circumstances regarding the decision will
be explained in the Incident Report (IR).

e Will, when practical, give a verbal warning and consider the brief use of the warning Arc
function to give the subject adequate opportunity to comply before force is applied.

e Should, if inside eight (8) feet, deploy the ECD for one 5 second cycle, evaluate the
subject’s response, and when feasible, allow the arrest team to control the subject.

e Should, if outside eight (8) feet:

= If immediate action is required, deploy two cartridges in authorized locations on
the body which gives the ability to deploy the Stand Off cartridge quickly.

= |If time allows, utilize the Tilt Select feature on the ECD to make the Stand Off
cartridge active, deploy the ECD for one 5 second cycle, evaluate the subject’s
response, and when feasible, allow the arrest team to control the subject.

*  Subsequent deployment may be administered if control over the subject is not
achieved.

*  |f the ECD is ineffective or inoperable, consider another force option.

o Will, ifitis determined an extended cycle is necessary to control a combative suspect,
explain the circumstances regarding the decision in the IR.

e Should only apply the number of cycles reasonably necessary to safely approach and
restrain a subject (a limit to the number of cycles that may be administered to a subject
has not been determined).

Primary Target Areas for Probe Deployment

e Center mass of the subject’s back

Secondary Target Areas for Probe Deployment

e If unable to fire at the subject’'s back, employees will fire at either side of the body
attempting to aim below the diaphragm.

e If unable to fire at the subject’s back or sides of his/her body, employees should target
the lower front torso just above the belt line allowing the bottom probe to strike the legs.

e  The groin area will not be intentionally targeted.

Target Areas for Drive Stun

e Muscle or nerve points on the front, back, side, legs and arms (radial nerve, brachial
plexus tie-in, common peroneal, etc.)

Close Deploy and Redirect - This technique may be used when proximity to the subject
would not result in a probe spread large enough to achieve NMI.

e Under exigent circumstances, for example, cartridge malfunction, employees may
deploy probes at close range and then redirect a drive stun to an area of the body at
a distance great enough to achieve NMI.

e ECDs when working properly, can be deployed in a semi-automatic mode; therefore,
employees may deploy in two (2) authorized locations on the body far enough away
from each other to create NMI.
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(1) Guidelines
For Use
(continued)

Non-Target Areas

Head, neck, female breast, and groin

Probe Deployment Ranges for Patrol

Maximum range 25 feet
Close quarter cartridge preferred range 4-8 feet
Stand Off cartridge preferred range 11-22 feet

Medical Treatment

Paramedics will be requested for the following:

*  Probe penetrates the skin, or if the probes penetrate the clothing and the cycle is effective
*  If drive stun applications are delivered

Prior to paramedic care, ECD operators should remove probes from the subject while
wearing latex gloves.

Do not remove probes from the subject’s eyes, face, throat, or groin.

Any medical complications will be reported to paramedics.

A supervisor will be notified and respond to the scene.

Authorized Personnel

Only employees who are trained and certified by Training Bureau staff are authorized
to carry and deploy the ECD.
ECD operators will receive training and recertify annually.

Authorized Equipment

Employees will only carry one (1) authorized ECD device (Taser 7).

Employees who have been certified and issued an ECD will carry the device on their
person, and a minimum of two (2) cartridges, at all times while in an enforcement
position.

ECD holsters worn on the belt will be on the support side (opposite side of the primary
handgun) in a “cross draw” orientation.

*  The Safariland 6005-10 in black with a single leg strap is the only optional
authorized drop-leg ECD holster (employees wearing this option will wear the
holster/platform and ECD attached to the duty belt and wearer’s leg in order to
be in compliance with this policy).

ECD holsters worn on an outer vest carrier must be in compliance with the appropriate
Operations Order 3.15, Uniform Policy, and addenda.

EXCEPTION: Tactical Support Bureau (TSB) personnel may wear an ECD holster
on an outer of vest carrier in compliance with the TSB manual.

Sworn employees assigned to specialty details will carry an ECD in accordance with
approved procedures authorized by the respective bureau commander.

Employees working in a non-uniform capacity that have a Department-issued ECD will
have the device available in the passenger compartment of their City vehicle.
Employees who have a Department-issued ECD and are working in an off-duty
capacity will carry the device as if they were in an on duty status.

Exceptions may be made by the employee’s bureau/precinct commander.

Certified civilian detention officers will carry their ECD in accordance with this policy.

Use on Animals

Employees may deploy an authorized ECD to incapacitate dangerous animals posing
an immediate threat to officers or the public.

Employees should consider containment of the animal and request assistance from
the Maricopa County Animal Care & Control (MCACC).

Follow the reporting and impounding procedures as outlined in section 6.A.(3) of this order.
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(2) General Storage and Tracking Data
Information

e New ECDs will be entered into www.evidence.com prior to being placed into service.

*  The ECD serial number and the officer's name and serial number to whom the
device is assigned will be kept current for as long as the program is in use.

e Each bureau/precinct will maintain a log which will contain the following information:

*  The serial numbers of the cartridges assigned to each officer

*  The reason a new cartridge was issued (training, defective, response to resistance
incident, etc.)

* IR number if the cartridge was fired during a response to resistance incident

e Police Supply is responsible for ordering extra cartridges and Power Magazines and
keeping an extra supply of ECDs to replace those which are inoperable or taken due
to an investigation.

e  Each bureau/precinct will maintain extra duty cartridges and Power Magazines.
Upon transfer from a first responder assignment, officers will immediately turn in their
ECD, holster, battery, and cartridges to administrative staff of the assignment they are
leaving so the equipment can be returned to Police Supply.

EXCEPTION: Employees who may occasionally work in an enforcement position
to include working off-duty.

o Employees will inspect their ECD for damage, to ensure all parts are present prior to
the start of shift.

e |f the ECD is damaged or parts are found missing, it will be reported to a supervisor
in accordance with Operations Order 3.13, Rules and Regulations.

¢ Employees will conduct a functional test of their ECD, in accordance with established
training at the beginning of each shift in order to test the operability of the ECD.

e The employee’s supervisor will conduct an inspection of the ECD, ensure the device has
been downloaded each month, and the results will be reflected in their supervisor notes.

Online Firmware Updates

e Axon publishes firmware updates online via www.evidence.com.
ECD users must exchange their battery monthly to ensure the most current firmware
is installed on the device.

*  This is applicable while working in a uniformed first responder position or prior to,
and soon after, any uniformed enforcement capacity.

Voluntary Exposures

e |t is not the practice of the Department to conduct voluntary exposures as a
requirement for user or in-house instructor certification or during Department
approved ECD demonstrations.

H. Intermediate Control Techniques - Techniques that may result in injury.

(1) Hard Empty
Hand
Techniques

These include but are not limited to:

Kicks

Knee strikes

Elbow strikes
Head strikes

e Closed fist strikes
e Hammer fist strikes
e  Palm-heel strikes

e Impact pushes

Guidelines for Use

Areas to avoid are the throat, spine, sternum, and kidneys.

e Hard empty hand techniques may be used when facing the active aggression level of
resistance.

e When the circumstances justifying the use of hard empty hand techniques no longer
exist through the use of applied de-escalation strategies, hard empty hand techniques
will immediately be discontinued.
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4.

H. Intermediate Control Techniques (Continued)

(1) Hard *  Employees still may use reasonable force to maintain control and to protect
Empty themselves from danger.
Hand
Techniques | ®* Strikes to the face and head will only be used when reasonable as a means to
(continued) overcome a violent attack.
* A supervisor will be advised and respond to the scene to view and evaluate the
subject.
*  Jail personnel will also be advised.
(2) Impact Expandable Baton
Weapons

NOTE: Side-handle and straight batons are prohibited for use or carry by employees.

e Impact weapon strikes may be used when facing the active aggression level of
resistance.

e Passive resistance or resistance, such as a subject’s refusal to enter a police vehicle
or holding room or to let go of a railing, is not sufficient in itself to justify the use of
impact weapon strikes.

e When the use of the impact weapon is warranted, employees will attempt to strike
large muscle group areas and nerve motor points where there is minimal chance of
permanent injury.

o Employees will not purposely strike or jab suspects with an impact weapon on the
head, neck, sternum, spine, lower abdomen, groin, or kidneys unless faced with a
deadly force situation.

e  When the circumstances justifying the use of impact weapons no longer exist, the use
of impact weapons will immediately be discontinued.

*  Employees still may use reasonable force to maintain control and to protect
themselves from danger.

Authorization to Carry Impact Weapons

e Employees may carry impact weapons at their discretion unless specifically required
otherwise.

e The impact weapon will meet the specifications listed in Operations Order 3.15,
Uniform Policy.

o Employees who elect to carry an impact weapon must satisfactorily complete the
appropriate course taught by a Department impact weapons instructor.

(3) Flashlights

e Flashlights are not designed as impact weapons; however, a flashlight may be used
as an impact weapon if a baton is not readily available.

o Employees will not purposely strike or jab subjects with a flashlight on the head, neck,
sternum, spine, lower abdomen, groin, or kidneys unless faced with a deadly force
situation.

(4) Canines
(K9s)

K9s are considered a less-lethal force option.

e K9s will not be used for control of crowds or in any circumstances where a strong
potential exists for discrediting the Department.

e K9s may be used to search for or apprehend felony subjects when the public or officer
safety is threatened sufficiently to justify this level of force.

e K9s may be used to search for misdemeanor subjects; however, the animal will
remain on lead unless officer safety is threatened.

Procedures for Deploying K9s

o Whenever time and circumstances permit, a verbal warning will be given to a subject
before releasing the K9 to conduct a search.

e An announcement identifying police authority and giving directions to the subject should
be made in addition to stating the K9 will be released if the subject fails to comply.

e Detailed procedures for K9 use are found in Operations Order 5.3, Specialized
Investigations and Assistance, and the TSB manual.
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4.

H. Intermediate Control Techniques (Continued)

(5) Stunbag
Shotguns
and 37mm
Direct
Impact
Munitions
(TSB)

e  Stunbag shotguns and 37mm direct impact munitions may be used in situations where
distance is necessary to maintain officer safety and the use of impact weapons is a
reasonable response to resistance: for example, subduing a person who is
threatening or attempting physical harm to himself or another.

e Stunbag rounds should not be fired through mediums, such as glass or chain link
fences, because the bag may tear, and lead shot may be released.

¢ Employees should anticipate firing follow-up shots if the prior shot missed or was not
effective.

e The affected bureau/precinct/duty commander will be immediately notified of all
incidents involving the use of a stunbag shotgun or 37mm direct impact munitions.
Optimal ranges for the stunbag shotgun are between five (5) feet and 20 yards.

If possible, officers should consider other force options at less than five (5) feet.

e  When the circumstances justifying the use of a stunbag shotgun no longer exist, the

use of a stunbag shotgun will immediately be discontinued.

Target Areas

e Arms e Buttocks
e Lower abdomen e Legs
e Back, excluding the spinal cord area from the base of the skull to the tailbone

Non-target Areas

e Head e Chest
e Spine e Neck

NOTE: Shots to non-target areas can result in fatal or serious injury.

Additional Information

e For specific guidelines reference the stunbag shotgun, refer to Operations Order 4.25,
Firearms Regulations.

e For specific guidelines reference the 37mm direct impact munitions, refer to the TSB
manual.

l. Deadly Force

(1) Guidelines

Employees may use deadly force under the following circumstances:

e  When such force is reasonable to protect themselves or a third person from another’s
use, or threatened use, of deadly force.

e To prevent the escape of a subject whom the employee has probable cause to believe
has committed an offense involving the infliction or threat of serious physical injury or
death, and is likely to endanger human life or cause serious injury to another unless
apprehended without delay.

e In situations where the employee must overcome an attack the employee reasonably
believes would produce serious physical injury or death to the employee or another
person.

*  When the use of techniques taught by the Department’s proficiency skills
instructors is not practical under the circumstances, the employee may resort to
any reasonable method to overcome the attack.

*  The use of chokeholds, strangleholds, or any other method of inhibiting air or
blood flow to the brain is prohibited unless the situation has risen to the level of a
deadly force encounter.

¢  When the circumstances justifying the use of deadly force no longer exist, deadly force
will immediately be discontinued through the utilization of de-escalation strategies.

*  Employees still may use reasonable force to maintain control and to protect
themselves from danger.
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(1) Guidelines
(continued)

Deadly force is utilized as a last resort when other measures are not practical under
the existing circumstances.

The intentional use of a police vehicle against a subject on foot will be considered a
use of deadly force.

Employees will not attempt to deliberately collide with other vehicles or use a police
vehicle to force any vehicle off the roadway.

EXCEPTION: Employees trained in the precision immobilization technique (PIT)
maneuver and assigned to the Airport Bureau on Airport grounds, TSB,
or dignitary protection officers when needed as part of their duties.

Use of Firearms

In addition to the guidelines listed above, employees will discharge firearms in
connection with police activities only, and in accordance with the following policies,
whether on or off duty.

Employees will not unnecessarily draw or display any firearm, or carelessly handle a
firearm.

NOTE: When a firearm is pointed in the direction of a person, employees will notify
a supervisor and ensure the incident is documented in an IR.

Warning shots will not be fired.

When the shooting of a subject appears imminent, employees will, if practical, issue
a verbal warning.

Firearms will not be used under circumstances in which a substantial and unjustifiable
risk of injury or death to bystanders exists

Firearms will only be used to kill an animal posing an immediate danger to the
employee or the public when other means of protection are impractical.

Vehicles

Employees will not shoot from a moving vehicle or at a moving vehicle for the sole
purpose of disabling it.

*  Exceptions to this policy, although rare, could be considered:

o Under extreme, life-threatening circumstances when a threat has been
posed to employees or the public, by means other than the vehicle itself, and
when all other means necessary have been exhausted.

o To prevent an apparent act of terrorism when the vehicle is being used as a
weapon of mass destruction.

Employees will not deliberately place themselves in the path of a moving vehicle or
one capable of immediate movement.

*  This is generally considered tactically unsound unless executed as part of a
tactical plan intended to enhance safety.

*  This is not intended to prevent employees from moving in front of or around
vehicles during the execution of routine traffic duties, such as directing traffic.

Exigent circumstances must exist before an employee may reach or lean into a
running vehicle with the driver’s seat occupied.

*  When it is safe to do so, placing a police vehicle directly in front and rear of the
subject vehicle provides an extra margin of safety.

Notifications

Employees who discharge any firearm will make a verbal report to a supervisor as
soon as possible and submit a written report as soon as practical.

* A command officer can make an exception to this requirement.

The employee’s bureau/precinct commander or the duty commander will be advised
of the weapon discharge incident.

Firearms training, lawful target practice, and lawful hunting are exempt from this
paragraph.
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5.

RESPONSE OPTIONS TRAINING

A

E.

All sworn employees will receive annual training on response to resistance options and policy by
Department authorized instructors, who are certified through the Arizona Peace Officers
Standards and Training Board (AzPOST).

Impact Weapons

(1) Basic e Recruits will receive basic impact weapons training while in the academy.
Impact e Employees not previously certified in basic impact weapons usage may receive
Weapons impact weapons training on duty or if they are unable to complete the training during
Training their assigned shift, in an authorized off duty training program.

e Overtime will be authorized for any impact weapons certification/re-certification
training only when employees are unable to complete the training during their regular
on duty shift.

(2) Impact e Employees carrying impact weapons will successfully demonstrate proficiency in its
Weapons use annually.
Proficiency | ¢ Department training records will reflect which impact weapon/s an officer has elected

Training to carry and the date basic and proficiency training was completed.

Stunbag Shotguns and 37mm Direct Impact Munitions (TSB)

e All sworn employees below the rank of lieutenant will receive stunbag training upon
assignment to patrol, and every year thereafter if assigned to patrol.
e  See Operations Order 4.25, Firearms Regulations, and the TSB manual for more information.

Chemical Agents

e All sworn employees below the rank of commander will receive annual training regarding use
of OC spray.

Firearms - See Operations Order 4.25, Firearms Regulations.

NOTIFICATIONS OF AND REPORTING RESPONSE TO RESISTANCE INCIDENTS

A

Employees will notify/contact a supervisor of a response to resistance incident as outlined below in

section 6.B.

NOTE: Supervisors will respond to all response to resistance incidents requiring a Response

to Resistance report (see sections 6.B and 6.C of this order for more information).

Reporting Guidelines - Employees will document the use of each response option as outlined below:

(1) Officer Document the following as required in IRs:
Presence
e  Officer presence
Verbal e Verbal persuasion, negotiation, or commands used (includes the use of an LRAD)
Persuasion, | « Soft empty hand and restraining devices
Negotiation,

or Command| Reporting requirements when injury or alleged injury occurs:

Soft Empty e A supervisor will be contacted as soon as possible and will respond to the scene.

Hand and e An IR will be completed with the response to resistance details explained in the
Restraining Narrative section to include how any injuries were sustained.
Devices e If noinjury is visible, this will also be documented.
e  Supervisors will complete a Response to Resistance report.
(2) Tripping/ Reporting requirements for all incidents involving tripping/tackling:
Tackling

e A supervisor will be contacted as soon as possible and will respond to the scene.
An IR will be completed with the response to resistance details explained in the
Narrative section.

e  Supervisors will complete a Response to Resistance report.
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6.

B. Reporting Guidelines (Continued)

(3) Pointed Gun

Reporting requirements for a PGP incident (does not include the stunbag shotgun):

at Person ) ) _
(PGP) e A supervisor will be contacted as soon as possible.

An IR will be completed, and the details of the PGP will be explained in the Narrative

section of the IR.

NOTE: If multiple employees point their guns at a person, only one (1) report is
necessary and the notified/on-scene supervisor will be responsible for
coordinating the documentation.

e  Supervisors will enter all PGP incidents in Blue Team (a Response to Resistance
report is not required).

NOTE: Supervisors will ensure only one (1) PGP entry is completed per incident to
document all required information.

(4) Chemical Reporting requirements for all incidents involving the use of chemical agents:
Agents e A supervisor will be contacted as soon as possible.
e An IR will be completed with the use of the chemical agent documented in the

Narrative section.

e  Supervisors will respond to the scene and complete a Response to Resistance report
only upon complaint of injury.
(5) ECDs Reporting requirements for all incidents involving an ECD:

e A supervisor will be contacted as soon as possible and will respond to the scene.
The ECD will be downloaded immediately prior to the completion of the Response to
Resistance report.

e  Supervisors will complete an Event Information Log for ECDs, available online at
www.evidence.com for those with appropriate access, which will be saved
electronically and attached to the Response to Resistance report.

e  Supervisors will complete a Response to Resistance report which will include the

following:

*  Serial number of ECD used

*  Number of times deployed

*  Distance of the subject from the operator/s who deployed the ECD
*x  Effectiveness and result of use

o An IR will be completed with the response to resistance details explained in the
Narrative section including the reason for the ECD deployment and target and
impact areas.

Impounding Procedures

Place the probes backward in the spent cartridge and cover with a biohazard sticker.
e Place the cartridge and probes in a plastic container and then into a plastic evidence
bag marked with biohazard stickers and impound as evidence.
e If there is no evidentiary value to the cartridge and probes, the following procedures
will be followed:

*  Place the probes backward in the spent cartridge and cover with a biohazard sticker.
*  Place the cartridge in the sharps/biohazard container in any precinct impound room.

e When completing the IR, list the package/item in the Evidence section ensuring the
spent cartridge serial number is included.

(6) Intermediate
Control
Techniques

Reporting requirements for all incidents involving intermediate control technigues:

A supervisor will be contacted as soon as possible and will respond to the scene.
An IR will be completed with the response to resistance of details explained in the
Narrative section

e  Supervisors will complete a Response to Resistance report.
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6. B. Reporting Guidelines (Continued)
(6) Intermediate | Reporting requirements ...(continued)

Control

Techniques | ° K9s

(continued) *  All Department K9 injury incidents will be investigated and documented by a K9

Unit supervisor using the standard bite report format.
*  The K9 Unit supervisor will also complete the Response to Resistance report.
e  Stunbag Shotguns and 37mm Direct Impact Munitions (TSB) - The Narrative section
of the IR will include the following:
*  Reason for the shooting (also to be documented in the Response to Resistance
report)
*  Weapon/s used (also to be documented in the Response to Resistance report)
*  Number of shots fired
*  Target and impact locations
*  Distance of the subject from the officer/s that fired
*  Effectiveness and result of use
e |f a subject sustains a serious injury from a stunbag shotgun or 37mm direct impact
munitions shooting incident, see section 7.B of this order for detailed procedures.
(7) Deadly e  See section 7 of this order for investigation and documentation procedures.
Force

C. Response to Resistance Report

(1) Upon notification of a response to resistance incident, supervisors will conduct a fact finding
investigation which will be documented in a Response to Resistance report if a Response
to Resistance report is required as outlined above in section 6.A.

(a) Refer to the Field Based Reporting (FBR) User Manual for data entry procedures.

(b) A Response to Resistance report will not be completed on prisoner injuries occurring
prior to police arrival or by means other than by police employees.

o Refer to Operations Order 7.1, Prisoners, for required documentation.

(c) When possible, audio record witness statements which will be attached to the
Response to Resistance report as an “Image.”

(d) Digital photographs will be taken of any injuries which will be processed/stored as
outlined in Operations Order 8.1, Evidence, Impounding, and Property.

(e) Supervisors will review every body-worn camera (BWC) video that documents/
captures the response to resistance incident and ensure:

e “Response to Resistance” is manually added (marked in the BWC Category
dropdown menu) to the video.
e An Axon BWC marker is placed at the time the response to resistance started.

(f) No additional paperwork is required unless unusual circumstances exist.

(2) Supervisors will submit the initial Response to Resistance report within seven (7) days of
notification of the incident.

(3) Response to Resistance reports will be submitted up to commander approval within 30 days
of initiation of the report.




RESPONSE TO RESISTANCE

Operations Order

1.5

PHOENIX POLICE DEPARTMENT

Rev. 06/21 PAGE 18

7.

SHOOTINGS AND OTHER CRITICAL RESPONSE TO RESISTANCE INCIDENTS

A. Reaquired Reports - Supervisors will complete the following reports:

Shooting Investigation, if applicable (see section 7.E below of this order for information on
completing the shooting investigation)
Response to Resistance Report (if required; see section 7.B. below of this order)

B. Investigation and Reporting Responsibilities

(1

Shootings
and Other
Response to
Resistance
Incidents
Resulting in
Death or
Serious Injury

All shootings and other response to resistance incidents resulting in death or serious
injury involving employees of this Department will be investigated concurrently by the
following:

Professional Standards Bureau (PSB) - Completes the Response to Resistance
report

Involved employee’s supervisor

Violent Crimes Bureau (VCB)/Homicide Unit

Legal Unit

EXCEPTION: Incidents listed in the following sections will be investigated accordingly.

(2) Non-Injury e For non-injury accidental discharges not involving a police action occurring on
Accidental duty, the employee’s supervisor will investigate the incident and complete the
Discharges Response to Resistance report.

e  For non-injury accidental discharges not involving a police action occurring off duty,
an on duty supervisor will investigate the incident and will forward the information to
the employee’s supervisor to complete the Response to Resistance report.

(3) Accidental e If an accidental discharge occurs while the employee is performing a police
Discharge function and a citizen or subject is in close proximity, such as attempting to arrest
Involving a subject, PSB will conduct the investigation and complete the Response to
Police Action Resistance report.

(4) Shootings e  For shootings involving animals occurring on duty, the employee’s supervisor will
Involving investigate the incident (a Response to Resistance report is not required).
Animals

C. Notifications - The highest ranking officer at the scene will notify the PSB commander, VCB
commander, and the Legal Unit.

D. Handling of Involved Employee’s Firearm

(1)  When employees are involved in an incident in which their firearm was discharged and the incident
is investigated by PSB, the involved employees will release their firearm to the investigator.

E. Shooting Investigation

e  Employees will be issued another firearm by PSB investigators prior to going off shift
or returning to duty.

(1)

The written report will include the following pre-narrative information:

Investigating Supervisor Name, serial number, duty assignment, work days and hours
Employee Involved Name, serial number, duty assignment, work days and hours
Synopsis
Reason for Shooting Injured animal, accidental discharge, etc.
Occurred Location, date, and time

Employee’s Prior Use of Force
Incidents and Dispositions

Weapon Used

Make, model, caliber, ownership and type of ammunition

Number of Shots Fired/ Impact
Locations/ Backdrop Description
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7. E. (1) The written report will include the following pre-narrative information: (Continued)

Injuries or damage Description of any animals involved and name, address, etc.,
of owner of damaged property/injured animals
Witnesses
Photos/Latent Print Examiner Name of the employee who took the photographs

IR Numbers of Other Related
Investigations

Details of Investigation Narrative

(2) As soon as possible (after the scene investigation has been completed), the PSB Investigations
Unit lieutenant will be contacted to obtain a PSB shooting incident control number.

. If the incident occurs during non-business hours, the investigating supervisor will
contact PSB at the beginning of the next business day to obtain the control number.

. The control number will be included in the subject portion of the memorandum in
addition to any other title information.

(3) All pertinent documents, including photographs, will be attached to the investigative report.
(4) Evidence in the form of bulk items (guns, shell cases, etc.) will not be forwarded.

(5) Supervisors will make no recommendations other than referring the matter to the Critical
Incident Review Board.

F. Routing of the Administrative Response to Resistance Investigation

(1) Incidents Investigated by PSB - The PSB commander will forward a copy of the PSB report
to the employee’s assistant chief and Critical Incident Review Board chairperson.

(2) Incidents Investigated by the Employee’s Supervisor - The completed Response to
Resistance report (if required; see section 7.B. above of this order) and shooting
investigation will be forwarded through the employee’s chain of command in Blue Team to
the involved employee’s commander.

NOTE: For shootings involving animals, the investigation will be forwarded to the
employee’s assistant chief who will forward the investigation to the Critical Incident
Review Board chairperson (see Operations Order 3.18, Discipline Policy &
Review Boards for more information).

8. TRAINING REVIEW COMMITTEE

A. Purpose

(1) The Training Review Committee (TRC) and TRC sub-committee will review incidents
identified and selected by the TRC Sub-Committee Chairperson, to include all critical
incidents, and identify any related training needs.

(2) The TRC will not have the authority to make recommendations on whether or not a particular
response to resistance involved in the incident reviewed complies with Department policy.

(3) While the role of the committee is primarily restricted to the identification of training needs
for individuals and the Department as a whole, the committee may make suggestions
regarding amendments to policy.

e Response to resistance incidents generally evolve rapidly, compelling employees to
make decisions with limited time and/or information; therefore, the TRC will take into
consideration the totality of the circumstances involved in the incident and decide if the
training need is sufficient to justify immediate intervention.
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8. B. TRC Committee Members - The TRC will report to the Police Chief or designee and will consist
of the following personnel:
e  Training Bureau assistant chief (chairperson)
e  Training Bureau commander
. Department Legal advisor (or representative)
. PSB commander or designee
e  SAU lieutenant
. Phoenix Regional Police Academy (PRPA) Basic Training lieutenant
e  Training Bureau Proficiency Skills lieutenant
. Phoenix Police Sergeants and Lieutenants Association (PPSLA) president (or representative)
. Phoenix Law Enforcement Association (PLEA) president (or representative)

C. TRC Sub-Committee Members - The TRC sub-committee will consist of the below personnel
and will attend each VCB debriefing following a critical response to resistance incident:
e  Officers — Tactical Training Detail officer, SAU officer, and a patrol officer
e Sergeants — Firearms Training Detail sergeant, SAU training sergeant, Tactical Training
Detail sergeant, and a patrol sergeant
. Lieutenants — Proficiency Skills lieutenant (chairperson), SAU lieutenant, K9 Unit
lieutenant, and a patrol lieutenant
. Department Legal advisor
e  Communication Bureau representative
NOTE: Patrol personnel will be selected from a pool of officers/sergeants/lieutenants as
designated by the TRC sub-committee chairperson.
D. Post Response to Resistance Training

(1)

)

®)

(4)

®)

Upon review of the incident by the TRC sub-committee, all involved employees (to include
supervisors) will be required to attend a mandatory tactical debriefing of the incident with
the assigned TRC sub-committee case agent (a Tactical Training Detail sergeant) and TRC
sub-committee chairperson.

e At the discretion of the TRC sub-committee, personnel indirectly involved in the
incident may also be required to attend the tactical debriefing.

After the tactical debriefing, the TRC sub-committee case agent and chairperson will
determine if training is warranted and who will require the training.

e  The TRC sub-committee chairperson will complete a memorandum for each affected
employee which will specify the required training

The commander/administrator of the affected employee/s will ensure the mandatory training
is completed without delay.

. With the exception of extenuating circumstances, the mandatory training shall be
satisfactorily completed within 14 calendar days from the date notified.

The decision for employees to complete the mandatory training before returning to their
regular work assignment will be at the discretion of the employees’ commander/administrator.

Once the training is completed, the memorandum will be signed by the employee and the
Proficiency Skills lieutenant.

e A copy of the signed memorandum will be forwarded to the employee’s supervisor,
and the Training Bureau will maintain the original.
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8. E. Presenting Findings to the TRC

(1)

()

Based on the information reviewed from critical incidents, the TRC sub-committee
chairperson will present key findings and trends to the TRC and recommend Departmental
training opportunities on a bi-annual basis.

. The recommended training will address decision-making, response options, and the
management of tactical scenes.

The TRC will make a final determination on any Departmental training needs, amendments
to policy, and/or equipment needs.

F. Training Bureau Responsibilities

(1)

()

®3)

(4)

The Training Bureau will be responsible for designing and delivering training based on the
review and recommendations made by the TRC.

Training may include the use of scenario based instruction when appropriate.
(@) The Training Bureau may develop instruction, based on the TRC review process, to
be delivered at advanced officer in-service training, produced as training videos, or

created as a written directive for Department-wide dissemination.

(b) Matters deemed to be of an urgent nature will be addressed as soon as possible and
will not be set aside.

The training recommended by the TRC may be different for supervisors and other involved
employees.

The Training Bureau will ensure employees involved in the training acknowledge they have
received and are responsible for the information presented to them.

G. Officer Involved Shootings (OISs): TRC Year in Review and Mid-Year Reports

(1)
)

@)

The TRC sub-committee chairperson will provide a TRC year in review and mid-year report
of OISs to the executive staff.
The TRC year in review and mid-year reports will include the following:

e  The number of incidents reviewed

e Any training given in relation to each lethal force incident and how the training was
distributed

e Any trends identified in lethal force incidents and any policy revisions or improvements
made as a result of the TRC review process

Normally the TRC will not review less-lethal force incidents; however, the TRC may review
incidents of less-lethal force upon referral made by a commander or assistant chief.

9. POST USE OF FORCE TRAUMA

A. Purpose

(1)

()

The physical and emotional well-being of Department employees is a primary concern
following any response to resistance incident.

The following guidelines have been established to ensure the physical and emotional needs
of Department personnel are addressed.
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9. B. Definitions
(1) Critical Response to Any situation where an employee seriously injures or Kills a person
Resistance Incident
(2) Persons Directly Employees who seriously injure a person or who are seriously injured and
Involved those who participate in the incident
(3) Response to Resistance | The emotional and physical effects that may occur to persons who have
Trauma been involved physically or emotionally in a response to resistance incident

C. Assistance at the Scene of Any Response to Resistance Incident

(1)

)

Critical Incident Stress Management (CISM) Team - A CISM team coordinator will be
contacted to evaluate the incident and call out CISM team members as needed in all
response to resistance incidents.

Command Personnel - Appropriate command personnel, at the discretion of the Police
Chief, will initiate personal contact with the involved employee and family to provide
Department support and assistance as soon as possible.

D. Post Response to Resistance Counseling

(1)

()

©)

(4)

(6)

(7)

Employees Directly Involved in a Critical Response to Resistance Incident - All employees
directly involved in a response to resistance incident resulting in death or serious injury will
attend a psychological debriefing with the contracted psychologist listed in this order.

The psychological debriefing will be scheduled as soon as possible after the incident by the
employees’ immediate supervisors.

(a) Counseling is available on a 24-hour per day basis if needed.
(b) Five (5) follow-up sessions will be available at no expense to employees.

Employees will meet with the contracted psychologist a second time before being released
to enforcement duties.

Verification of the visits from the psychologist’s office (not the contents of the sessions) will
be included in the Return to Work Authorization Form 80-595D to be forwarded to the
appropriate assistant chief for review and his/her signature.

Employees Not Directly Involved in a Response to Resistance Incident

e All employees who feel they are or may be negatively affected as a result of their
involvement are strongly encouraged to take advantage of the counseling services
available through the City’s Employee Assistant Program (EAP) (see Operations Order
3.8, Personnel Support Services, for more information).

*  This may include the employees’ spouses or immediate family members.

Psychologist Contracted to Provide Post Response to Resistance Counseling - Contact
the Employee Assistant Unit (EAU) at (602) 262-1892 for the current City contracted
psychologist.

Counseling Confidentiality Assurance - Employees who seek consultation or receive
counseling through the City’s contracted psychologist are assured maximum confidentiality.

(a) No individual, group, organization, department, City employee, or City official shall
have access to any information regarding an individual's participation in the program
except as noted.
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9.

E.

D.

()

(b) The only exception to the guarantee of confidentiality is an indication by the officer to
the psychologist of any immediate physical danger to self or others.
(c) Inthe event of such an occurrence, the Police Chief shall be notified, or action taken

to ensure protection of those concerned.

Post Response to Resistance Reassignment

(1) Reassignment Guidelines

(1) Employees Any employee who seriously injures or kills a person and is able to work will

Who be assigned at home for one (1) week following the incident.

Seriously The employee will ensure availability to investigators.

Injure or Kill The employee may be assigned to a non-enforcement position for at least

a Person three (3) additional weeks pending administrative review at the discretion of
the affected employee’s commander/administrator and in consultation with
the affected employee.
The Police Chief may return the employee to full duty prior to the Critical
Incident Review Board upon recommendation of the officer’'s assistant chief.
The employee will attend an initial psychological debriefing as soon as
possible and a second meeting before returning back to work in an
enforcement capacity.

(2) Any Other Any other employee directly involved in a response to resistance incident
Employee resulting in death or serious injury to any person may be reassigned to a non-
Directly enforcement position pending administrative review of the incident.

Involved in a The Police Chief may return the employee to full duty prior to the Critical
Response to Incident Review Board upon recommendation of the officer’s assistant chief.
Resistance The employee will attend a psychological debriefing.

Incident

(2) Any employee involved in a response to resistance incident resulting in assignment at home

3)

(4)

()

will have PX time (Use of Force/Administrative Leave) entered in eCHRIS by the Fiscal
Management Bureau/Human Resource Unit supervisor.

All employees directly involved in a Class Il discharge of a firearm will be referred to the
Training Bureau firearms staff for an appointment prior to returning to enforcement duty from
administrative leave.

(@) The employee’s bureau/precinct commander/administrator or designee will be responsible
for contacting the Training Bureau firearms staff to schedule the appointment.

(b) This appointment will provide employees with the opportunity to fire their duty weapon,
and if necessary, qualify on a replacement weapon and discuss any weapons related
questions they may have as a result of their shooting incident.

All employees involved in a critical response to resistance incident will have a Return to
Work Authorization form completed by their commander/administrator prior to returning to
their regular work assignment.

The administrative review process will be considered complete upon the findings of the
Critical Incident Review Board, if the incident is found within policy, or upon completion of
the disciplinary review process, if the incident is found to be out of policy.
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1.

2.

SAFE NOISE EXPOSURE LIMITS

e  The charts below list the accepted standards of the National Institute for Occupational Safety and
Health (NIOSH) and Occupational Safety and Health Administration (OSHA) for recommended
permissible noise exposure time.

*  According to NIOSH and OSHA, a person can be safely exposed to each decibel level for
its corresponding time without risk of noise-induce hearing loss (NIHL).

NIOSH STANDARD OSHA STANDARD
Sound Level Duration (Hours: Sound Level Duration (Hours:
(dBA) Minutes: Seconds) (dBA) Minutes: Seconds)
82 16:00:00 85 16:00:00
85 8:00:00 90 8:00:00
88 4:00:00 95 4:00:00
91 2:00:00 100 2:00:00
94 1:00:00 105 1:00:00
97 0:30:00 110 0:30:00
100 0:15:00 115 0:15:00
103 0:07:30 120 0:07:30
106 0:03:15 125 0:03:15
109 0:01:53 130 0:01:53
112 0:00:56 135 0:00:56
115 0:00:28 140 0:00:28
118 0:00:14 145 0:00:14
121 0:00:07 150 0:00:07
124 0:00:03 155 0:00:03
127 0:00:01 160 0:00:01
TYPICAL NOISE LEVELS
AVERAGE DECIBELS (dB) SOURCE/NOISE

0 Weakest sound heard by the average ear

60 Normal conversation

80 Ringing telephone

90 Hair dryer, power lawn mower

96 Tractor

98 Hand drill

103 Impact wrench

105 Bulldozer

110 Chainsaw

120 Ambulance siren

140 Jet engine at takeoff

165 12-gauge shotgun

Source: https://www.cdc.gov/niosh/topics/noise/noisemeter html/default.html
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POLICE CHIEF - The Police Chief has the ultimate responsibility of the Department for the:

Protection of life and property.

Preservation of law and order.

Investigation and suppression of all crimes.
Enforcement of state laws and city ordinances.

EXECUTIVE ASSISTANT CHIEF/MANAGEMENT SERVICES DIVISION

BUREAU/COMPONENT RESPONSIBILITIES
A. Fiscal e Administers the overall budget activities of the Department

Management e Maintains the position control system

Bureau (FMB) e Processes payroll and personnel action forms

. e Manages the Department’s 20,000 and 30,000 programs
Under the direction | Monitors the transitional duty and reasonable accommodations programs
of an administrator | ,  Coordinates the administrative functions of the industrial injury program
e Maintains long-distance telephone authorization code numbers for the

INFOSWITCH computer telecommunications system

Processes all promotional activities, resignations, retirements, merit increases,
performance ratings, and benefit changes

Maintains transfer list of employees between divisions

Coordinates activities with City Human Resources regarding promotional testing,
position classifications, job analyses, equal employment opportunity matters,
statistical gathering, grievance processes, and all Civil Service Board matters
Maintains Department personnel records

Maintains a statement for duties and responsibilities of each job assignment within
the Department

Coordinates grievance procedures

Conducts an annual analysis of grievances to identify trends or other issues, this
report is required by July 1, for the previous fiscal year

Coordinates the research, writing, planning, processing, and administration of all
police grants, and coordinates the planning, processing, and administration of
police Intergovernmental Agreements involving reimbursement for personnel
Coordination of the Capital Improvement Project Bond Election

Information
Technology
Bureau (ITB)

Under the direction
of the City’s
Information
Technology
Services (ITS)
assistant chief
information officer
(CIO)

Establishes policy and guidelines regarding the planning, acquisition, and use of
microcomputer resources throughout the Department

Develops, implements, maintains, and effectively operates the Computer-Aided
Dispatch/Mobile Data Computer (CAD/MDC) System, Traffic Accident Data
System (TADS), AFIS, and the personal computer-based client/server systems
Coordinates training needs of Department personnel in the operations of these
systems and other electronic equipment

Acts as a liaison with other law enforcement agencies in the operation of criminal
justice computer systems

Provides technical assistance in the planning of future Department computer needs
Coordinates data processing services

Conducts a pre-budget technical review of the Department’s proposed acquisition
of electronic equipment

Maintains inventory control of the Department’s radar units and scanners
Maintains inventory control of the Department's cellular phone equipment
including initial processing of the battery packs provided with the cellular phone
Assists the Investigations Division with the seizure of computer equipment and/or
data extracts that may contain evidence of a crime and conducts evidence
searches on the equipment and/or data extracts that are seized

Legal Unit

Under the direction
of an assistant
chief counsel

Serves as general counsel to the Police Chief and executive staff

Available for special projects as assigned by the Police Chief for the benefit of the
Department

Available for consultations with Department employees relative to work-related
legal issues

Assists line functions, upon request with major criminal investigations or other
activities when the assistance of an attorney is required

Proactively reviews Department policies and directives for legality and liability issues
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2.

3.

EXECUTIVE ASSISTANT CHIEF/MANAGEMENT SERVICES DIVISION (Continued)

BUREAU/COMPONENT

RESPONSIBILITIES

C. Legal Unit
(Continued)

Monitors state and federal legislative activity

Drafts legislation, tracks bills and proposals, summarizes bills and new laws, and
researches legislative issues

Responsible for training, processing civil liability matters, and reviewing requests
or subpoenas for Department records

Incident Review

Provides assistance to internal and external customers reference liability or
potential liability issues/concerns

Reviews all incidents and prepares reports on those involving police liability

Acts as a liaison between City Risk Management and the Department

D. Office of
Administration
(OOA)

Under the direction
of a lieutenant

Prepares daily correspondence for the executive staff

Handles citizen and inter-Department inquiries

Coordinates internal communications

Disseminates public safety and organization information

Coordinates the review of RCAs, CCRs, and other documents to the City
Manager’s Office

Coordinates and develops the Department planning process and policing plan
Develops and reviews the Department Performance Achievement Plan (PAP)
Coordinates the City’s Employee Suggestion Program (ESP)

Assists with the researching of special projects

Employee Assistance Unit (EAU)

Offers employment benefit counseling to include assistance to officers injured or
hospitalized in the line of duty, administration of the Department’s Psychological
Counseling Program, survivor assistance and benefit coordination, and liaison with
the Police Pension Board
Coordinates the Ciritical Incident Stress Management (CISM), Peer Counseling, and
Police Chaplain programs

E. Public Records
and Services Unit

Under the direction
of an administrator

Enforces City ordinances on alarm systems and loud parties

Receives and releases public and traffic records requests

Processes traffic collision, driving under the influence (DUI), and Admin Per Se
reports for the Department

Processes notices of vehicle impoundments and releases

Monitors Department towing contracts

Issues oversize/overweight permits

COMMUNITY ENGAGEMENT AND ORGANIZATIONAL DEVELOPMENT DIVISION - Under the

direction of an assistant chief

Bureau (CEB)

Under the direction
of a commander

BUREAU/COMPONENT RESPONSIBILITIES
A. Community e  Comprised of the Community Programs Detail, Community Response Squad, Crisis
Engagement Intervention teams (CIT), and Off-Duty Wok Detail and the Block Watch, Cadet,

Citizens Offering Police Support (COPS) Volunteer, Drag Racing Against Gangs and
Graffiti (DRAGG), Police Activities League (PAL), and Virtual Block Watch programs
Acts as liaison with police/citizen councils, panels, boards, and other human
relations agencies within the City and aids other bureaus in developing informative
programs for presentation to various groups

Conducts a documented annual review of biased based profiling practices to
include citizen concerns

Monitors, reviews, inspects, and audits the Off-Duty Work Program

Provides community services and training and mentoring of youth, coordinates
fundraising activities, and provides general supervision to civilian and cadet volunteers
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3.

4.

COMMUNITY ENGAGEMENT AND ORGANIZATIONAL DEVELOPMENT DIVISION - (Continued)

BUREAU/COMPONENT

RESPONSIBILITIES

B.

Employment
Services Bureau
(ESB)

Under the direction
of a commander

Comprised of the Administrative and Operations Units, Polygraph Unit, and
Information Desk

Administers the Department’s role in the selection process, to include completing the
background investigation, hiring, and placement processing of all new employees
Recruits prospective police officers and coordinates activities with City Human
Resources regarding recruit applicant testing

Provides pre-employment, internal, administrative, and criminal polygraph exams
Provides 24/7 lobby customer service, general information, referrals, and building
security for Police Headquarters (PHQ).

Recruits police reserves and civilian volunteers along with coordinating fundraising
activities and providing general supervision of civilian volunteers

Oversees and administers the Community Hiring Board in accordance with the ESB
manual

Phoenix Regional
Police Academy
(PRPA)/Training
Bureau

Under the direction
of a commander

Conducts a comprehensive post-academy training program for all new officers
Ensures Department compliance with Arizona Peace Officer Standards and
Training (AzPOST) Board rules and regulations and coordinates AzPOST funding
Maintains a firearms training and qualification program including weapons
inspections, issuance of ammunition, and maintenance of all Department-shooting
range equipment

Coordinates the basic and advanced training of reserve officers

Conducts and coordinates advance and continuous training for sworn personnel

Bureau (DEB)

Under the direction
of a commander

INVESTIGATIONS DIVISION - Under the direction of an assistant chief
BUREAU/COMPONENT RESPONSIBILITIES
A. Drug Enforcement Comprised of the Enforcement Unit, Investigations Unit, Human Exploitation and

Trafficking (HEAT) Unit, Technical Surveillance Unit, and Gang Enforcement Unit
(GEU).

Investigates and suppresses narcotic activity within the City
Conducts follow-up investigation of narcotic cases
bureaus/precincts on an as-needed basis

Coordinates, processes, and disposes of property seized pursuant to narcotics
violations

Conducts investigations that stem from organized crime activity

Investigates and suppresses human trafficking related activity within the City
Conducts investigations of license applications for massage parlors, pool halls,
skill games, coin-operated amusement, bail bonds businesses, liquor
licenses/enforcement, and/or any other offense that is traditionally vice or
gambling related

Provides and manages long-term and short-term undercover investigative
resources to assist patrol-based crime suppression projects and offers technical
investigative support to further the investigative objectives of the Department
Conducts initial and follow-up investigation on incidents that have been identified
as gang related

Monitors and takes enforcement action on criminal street gang members
Reviews and approves all GMIC forms submitted by department personnel

reported by other

Family
Investigations
Bureau (FIB)

Under the direction
of a commander

Conducts follow-up and initial investigations of domestic violence, child/adult sex
crimes, missing persons, and related crimes

Conducts sex offender notifications

Maintains liaison with prosecuting attorneys, Department of Child Safety (DCS),
hospitals, victim services, and other related agencies

Conducts investigations involving internet crimes against children

Laboratory
Services Bureau
(LSB)

Under the direction
of an administrator

Responsible for the scientific analysis of physical evidence

Identifies and preserves specimens submitted by officers during the course of an
investigation

Consults with officers and prosecuting attorneys for the discussion of various
technical and scientific problems in criminal cases

Serves as aide to counsel during technical testimony
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4. INVESTIGATIONS DIVISION - (Continued)
BUREAU/COMPONENT RESPONSIBILITIES
C. Laboratory e Maintains breath-sampling equipment
Services Bureau e Provides specialized training for officers in the recognition’s, collection, and
(LSB) submission of physical evidence for scientific analysis (including specialized
(Continued) techniques such as gunshot residue collection, serial number restoration, drug
screening, and latent prints)
e Participates in policy formulation for the Department by translating scientific and
technical information into operational police policies and procedures
e Provides technical support and assistance at major crime scenes
e Performs chemical, physical, and instrumental development of latent prints and
comparisons to known individuals
e  Provides forensic photographic support
D. Property Crimes e  Comprised of the Animal Crimes Detail, Auto Theft Detail, Court Liaison Detail,
Bureau (PCB) Financial Crimes Detail, Graffiti Detail, Metal Theft Detail, Organized Retail Crimes
Squad, Pawnshop Detail, and Property Investigations Units
Under the direction | «  Conducts follow-up and initial investigations for property-related crimes
of a commander e Maintains liaison with prosecuting attorneys
e Communicates with other law enforcement agencies to exchange information
pertinent to criminal activity
E. Violent Crimes e  Comprised of the Assaults Unit, Bias and School Crimes Squad, Digital Forensics
Bureau (VCB) Investigative Unit (DFIU), Crime Gun Intelligence Unit (CGIU), Homicide Unit, Night
Detectives Detail, Robbery Unit, and VCB Desk Detail
Under the direction | «  Conducts follow-up and initial investigations for violence-related crimes
of a commander e Maintains liaison with prosecuting attorneys
e Communicates with other law enforcement agencies to exchange information
pertinent to criminal activity
5. PATROL DIVISION - Under the direction of an assistant chief

BUREAU/COMPONENT

RESPONSIBILITIES

A. Precincts:
Black Mountain
Cactus Park
Central City
Desert Horizon

Maryvale/Estrella
Mountain

Mountain View
South Mountain

Each precinct is
under the direction
of a commander

Deploys forces consistent with the needs of the City in order to maintain public
order, provide preventative patrol, respond to calls for service including emergency
calls, and conducts initial investigations of crimes and incidents to include the
arrest of offenders

Coordinates police activities with various community organizations

Develops and maintains enforcement standards

Proposes budget recommendations based upon evaluation of data relative to
personnel, equipment, and programs

Coordinates patrol operations, investigations, traffic enforcement, and specialized
functions with other Department bureaus/components to include expeditious
release of property and evidence when no legal or Department-purpose is served
by retention, such as found property or shoplifting evidence where a photograph
is retained

School Resource Officer (SRO) Program

Central City Precinct Only

Court Services Detail

Maintains employee court notification subpoena service
Maintains liaison with MCSO detention facilities
Monitors the ticket accountability program

Transports jail prisoners to/from Municipal Court

* % % %

Downtown Operations Unit (DOU)

Delivers basic police services and parking enforcement to the Downtown area
Provides police service at special and community events, comprises the
primary mobile field force (FF), and maintains a continuous state of readiness
for Tactical Response Unit (TRU) related events
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5.

PATROL DIVISION - (Continued)

BUREAU/COMPONENT

RESPONSIBILITIES

A.

(Continued)

Central City Precinct Only (continued)

Infrastructure Protection Unit (IPU) - Civilian and/or sworn personnel

*  Provides security and 24/7 alarm monitoring services to prevent or mitigate
the effects of an attack by terrorists at the downtown core City facilities and/or
off-site critical infrastructures (South Mountain Communication Towers, water
treatment facilities, fuel tank farms, municipal airports, and Information and
Technology Operation Center (ITOC) which supports Police and Fire radio
communication systems)

Judicial Process Detail

*  Conducts follow-up and initial investigations for False Reporting and False
Information/Identity Theft crimes

x  Serves City of Phoenix Municipal Court processes

*  Serves mental health detention orders within City limits

Duty Commanders

Under the direction

Responsible for the safe and efficient operation of the police Department
Maintains an activity report of events occurring during their shift
Contacts the duty chief or appropriate duty commander and informs them of any

Under the direction
of a commander

of the North Division exceptional incident
assistant chief e Records contact with high ranking City and public officials
PROFESSIONAL STANDARDS DIVISION - Under the direction of an assistant chief
BUREAU/COMPONENT RESPONSIBILITIES
A. City Manager e Coordinates administrative activities between the Department and the City
Liaison Manager’s Office

Acts as a resource to the City Manager, Mayor, and City Council regarding
Department issues

Routes formal Requests for Council Action (RCAs), City Council Requests
(CCRs), and memoranda from the Police Chief for appropriate action

Professional
Standards Bureau
(PSB)

Under the direction
of a commander

Investigations

Investigates alleged misconduct by Department employees and maintains the
confidentiality of PSB investigations and records, to include internal and criminal
polygraph testing

Provides staff assistance to line supervisors in investigations of alleged
misconduct by Department employees

Investigates shooting and in-custody deaths (except non-injury accidental
discharges and dispatching injured animals) by employees of the Department
Records, registers, and controls the investigation of complaints against
officers/employees

Public Affairs
Bureau (PAB)

Under the direction
of a deputy director

Assists in preparing video and audio productions for the Department

Coordinates the Department’s positive newsworthy information

Coordinates and distributes the Department’s internal/external information
Responsible for the dissemination of Department information, including press
releases, and is available on a 24-hour basis

Assists the on-scene commander or supervisor in responding to media inquires
Assists in preparing information for release, whether or not media representatives
are present

Develops and oversees the Department’s internal and external marketing
programs and corporate communications programs

Oversees and edits the Department’s internal magazine, “The Insider”

Oversees broadcast responsibilities relating to the Department’s Quarterly Awards
Ceremonies

At the request of executive staff, administers and oversees a variety of specialized
Department events and functions

Coordinates the Department awards programs

Prepares and publishes the Department Newsletter and Retirement Bulletin
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7.

STRATEGIC AND TACTICAL SERVICES DIVISION -

Under the direction of an assistant chief

BUREAU/COMPONENT

RESPONSIBILITIES

A.

Airport Bureau

Under the direction
of a commander

Patrols streets, traffic-ways, restricted areas, parking lots, and parking garages of
the airport

Responds to airport “Alerts”

Provides escorts for the fire department, law enforcement personnel, emergency
vehicles, and others as necessary

Homeland
Defense Bureau
(HDB)

Under the direction
of a commander

Develops and maintains a Department planning capability, to include plans for
responding to unusual occurrences

Planning and coordination of Homeland Defense activities for the Department
Liaison coordination with other government entities at the local, state, and federal level
Improves and coordinates seamless communication among responders to large
scale events

Dignitary protection

Facilitates awareness, education, detection, response, and recovery regarding
terrorist or other all-hazard events

Manages the police component of the Phoenix Unified Public Safety Incident
Management Team (IMT) which is responsible for major event and incident
management as assigned by the Police Chief

Manages the Department’'s operations at the Arizona Counter Terrorism
Information Center (ACTIC)

Comprised of the following units/details:

Intelligence and Investigations Unit

Arson Criminal Investigations

Bomb Squad

Field Intelligence Group

Joint Terrorism Task Force (JTTF)

Significant Incident and Events Planning Detail
Terrorism Liaison Officer (TLO) Program
Threat Mitigation Squad

Intelligence Officer Program Squad

*  Phoenix Intelligence Center Squad

¥ O X X X ¥ ¥ ¥

Tactical Support
Bureau (TSB)

Under the direction
of a commander

Air Support Unit
Canine Unit
Crime Impact Unit

*  Fugitive Apprehension Investigations Detail (FAID)
*  Street Crimes Detail

Mayor’s Security Detail
Special Assignments Unit (SAU)
Specialty Vehicle Detail/Dive Team

Traffic Bureau

Under the direction
of a commander

Commercial Vehicle Inspection (CVI) Squad

Driving Under the Influence (DUI) Enforcement squads
Traffic Enforcement squads

Traffic Education Safety Squad (TESS)

Photo Enforcement Program

Vehicular Crimes Unit (VCU)

Transit Unit

*  Provides safety and security for public transportation
*  ldentifies, tracks, and coordinates responses to transportation related crime
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TECHNICAL AND SUPPORT SERVICES DIVISION - Under the direction of an assistant director

Under the direction
of a commander

BUREAU/COMPONENT RESPONSIBILITIES
A. Communications e Coordinates operable and interoperable communication needs for the Department
Bureau e Maintains inventory control of the Department's portable and mobile radio

equipment and accessories

Maintains the effective and efficient operation of telecommunications and radio
equipment

Processes 9-1-1 and other incoming calls for Police or Fire services

Processes calls for service that can be handled by telephone through the call-back
function

Property Management Unit

Maintains the supply items of the Department in a state of operational readiness
Receives, catalogs, and stores impounded property

Protects the security of the Property Room and its contents

Receives, distributes, and maintains inventory control of capital and issued items
and supplies

Disposes of all impounded property and evidence as required by Department
policy and in the manner prescribed by law

Monitors the acquisition, repair, and maintenance of the Department vehicle fleet

B. Compliance and
Oversight Bureau

Under the
direction of an
administrator

Comprised of the Early Identification and Intervention Program, Compliance Unit
and Policy and Accreditation Unit

Early Identification and Intervention Program

Implements, maintains, and operates the Early Intervention Systems

Assess employees for Risk Behavior and engage Early Intervention where
appropriate

Document any assessments, remedies, or changes as outlined in Ops 3.28
Schedules meetings with the EIIP Committee and provides them with
documentation, briefings, or updates as requested or prescribed

Continually assesses national best practices related to Early Intervention and
make recommendations for enhancements as needed

Compliance

Conducts evaluations of all police activities to appraise the utility of existing
policies, procedures, and programs

Conducts compliance inspections and internal performance audits to establish the
effectiveness of current operational controls and/or programs

Monitors the disposal of narcotics, weapons, and other impounded property no
longer needed for evidence

Audits property seizures processes for the Drug Enforcement Bureau (DEB) and
Property Management Unit (PMU)

Oversees the Controlled Substance Screening Program

Policy and Accreditation Unit

Reviews Department policies and procedures for conflicts that could result in
liability issues

Updates Department policy and designs and updates official Department forms
Coordinates testing and/or evaluation of proposed uses of new equipment and
equipment modifications and proposed new uniforms and uniform modifications
Conducts special research and provides administrative or management
assistance on special projects

Coordinates ongoing activities related to the Arizona Law Enforcement
Accreditation Program




ORGANIZATIONAL STRUCTURE

Operations Order

2.1

PHOENIX POLICE DEPARTMENT

Rev. 02/22 PAGE 8

8.

Bureau (SIB)

Under the direction
of an administrator

TECHNICAL AND SUPPORT SERVICES DIVISION - (continued)

BUREAU/COMPONENT RESPONSIBILITIES

C. Strategic e Comprised of the Central Booking Unit, Crime Analysis and Research Unit (CARU),
Information Forensic Imaging Unit (FIU), and Information Services Unit (ISU)

e Prepares and publishes the Transfer Opportunities Bulletin (TOB)

Central Booking Unit

e  Monitors prisoners in the Central Booking facility

e Collects and maintains ten-print fingerprints contained in the Department’s portion
of Arizona Automated Fingerprint Identification System (AFIS) for use in the
identification of individuals

e  Monitors prisoners in the Central Booking facility

e Collects and maintains ten-print fingerprints contained in the Department’s portion
of Arizona Automated Fingerprint Identification System (AFIS) for use in the
identification of individuals

e Obtains photos and fingerprints of each prisoner

e  Obtains DNA/buccal swabs from prisoners when required

e Transports prisoners to the Maricopa County Sheriff's Office (MCSO) Jail and
finalizes the booking process

e Serves Page Two’s

Crime Analysis and Research Unit (CARU)

o Provides accurate and timely statistical data through quality checks and analysis
of police reports

e Examines data to identify crime trends, locate geographic problem areas, and
correlate modus operandi techniques

e Provides assistance with statistical evaluation of crime suppression and
operationally-related Department programs and processes

Information Services Unit (ISU)

e Collects, disseminates, and retains relevant police-related information, to include
juvenile and adult records

e Maintains records maintenance, serving as a general depository and resource file

for official police records

Provides photographic laboratory services

Prepares Phoenix Municipal Court complaints and dockets

Prepares and distributes Operations Reports

Acts as repository for Municipal Court warrants to provide 24-hour information

required for clearance

e Administers the records management system (RMS) program report entry and
dissemination

e Implements, maintains, and effectively operates RMS

Bureau

Under the direction
of a reserve
commander

POLICE RESERVE DIVISION - Under the direction of a reserve assistant chief
BUREAU/COMPONENT RESPONSIBILITIES
A. Police Reserve e  Administers reserve operations for the Department

e Coordinates the deployment of reserve officers with other Department bureaus
/components

e Oversees the recruitment and processing of reserve officer candidates

e Coordinates basic and advanced training of reserve officers
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1.

RANKS OF SWORN POLICE PERSONNEL - In order of descending authority, the ranks of sworn

police personnel are:

Police Chief

Executive Assistant Chief
Assistant Chief
Commander

Lieutenant

Sergeant

Police Officer

CHAIN OF COMMAND

A. General Information

C.

(1)

()

@)

(4)

The chain of command within the department will be from the Police Chief to the assistant
chiefs and down through the various levels of command or staff as shown on the
organization chart.

The department will utilize a chain of command for communication, command, and
direction of employees of the department.

Employees will follow the chain of command in matters related to the operation and of
concern to the department.

Each level of responsibility will be accompanied by commensurate authority. With each
level of rank, employees will receive increased responsibilities.

Delegated Authority - A lower ranking employee may be delegated authority for a situation

based on seniority or expertise.

(1)

()

@)

In these situations authority will be delegated by a supervisor and the order will be treated
as though it came from the delegating supervisor.

This includes obeying and carrying out orders of a superior officer relayed by another
supervisor or employee of the same or lower rank.

Employees are responsible for their actions when acting in this capacity.

Absence of the Police Chief

(1)

()

In the absence of the Police Chief, the Executive Assistant Chief will assume the duties of
the Police Chief.

In the event both the Police Chief and the Executive Assistant Chief are absent or
incapacitated, and barring the opportunity to designate an acting Police Chief, the line of
succession will fall to the most senior assistant chief and so on according to established
seniority rules.
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2. D. Situations Involving Personnel of Different Functions
(1) In an initial response situation, with two or more bureaus involved, the senior patrol
supervisor will assume command.
(2) Command may be turned over to a specialty unit supervisor.
E. Lines of Authority

(1) The line of authority (from subordinate to supervisor) will be preserved within each
division/bureau/precinct as indicated.

(a) All employees will obey any lawful order of a supervisor, including any order relayed
from a supervisor by an employee of the same or lesser rank, unless an employee
believes the supervisor is guilty of misconduct, negligence, or unfairness.

(b) When an employee receives an order that conflicts with a previously issued order,
the employee will inform the supervisor of the conflict. The supervisor will then
resolve the conflict.

(2) Employees at every level of rank will keep their supervisor informed of any unusual
activity, situation, or course of action, and of the day-by-day accomplishment of their
assigned duties.

3. UNITY OF COMMAND

A

B.

Each organizational component is under the direct command of only one supervisor.

Each employee is accountable to only one supervisor at any given time.

4. SPAN OF CONTROL

A

To ensure effective direction, coordination, and control of employees, the following guidelines
are to be followed by all levels of supervision when establishing span of control:

Complexity of the supervisor’s duties and nature of other tasks
Complexity of the subordinate’s duties

Number and effectiveness of control measures

Stability of operations

Capabilities of both the supervisors and their employees

The number of employees under the immediate control of a supervisor is ideally less than 10
and may not exceed 15.

(1) This policy relates to personnel regularly assigned to a particular supervisor.

(2) This does not apply during temporary periods of adjustment or emergency.
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1. GENERAL SUPERVISORY RESPONSIBILITIES
A. All supervisors are responsible for the proper performance of their employees under a variety of
conditions and circumstances.
B. Supervisors Will:
(1) Actively direct and supervise subordinates to ensure they perform their assigned duties
efficiently.
(2) Monitor the situations in which subordinates are involved and ensure proper actions are taken.
(3) Ensure command of any situation coming to their attention that requires their involvement.
(4) Submit a written factual report when employees risk their lives in the performance of their
duties or for any other act that would tend to bring credit to the Department.
(5) Ensure subordinates complete all required reports promptly and accurately.
(6) Ensure body-worn camera video is reviewed as outlined in Operations Order 4.49,
Body-Worn Video Technology.
(7) Promptly obey orders of superiors and ensure subordinates do the same.
(8) Inform an employee’s immediate supervisor, as well as their own supervisor, of any neglect
of duty or misconduct by an employee not under their supervision.
(9) Investigate reports of improper, immoral, or illegal conduct of subordinates and report the
findings, actions, and recommendations to their supervisor.
(10) Inspect and make an evaluation of each employee under their supervision at least once a month.
(11) Appoint (with the exception of supervisors of the rank of sergeant) a supervisor of the next
lower rank to act in their place when they will be absent from duty.
e A supervisor so appointed will have the same authority as the appointing supervisor.
C. Supervisors May:
(1) Temporarily suspend from duty for the remainder of a shift any lower-ranking employee of
the department who violated department orders.
e When such action is taken, the suspending supervisor will immediately report the facts,
in writing, to the Police Chief through Department channels.
(2) Issue orders that deviate from written orders during an emergency.
(a) Orders will be temporary and will remain in effect only during the emergency.
(b) Any orders will be reported to the next-higher supervisor as soon as practical.
(3) Delegate authority to subordinates to perform various activities within the scope of their
bureau/precinct’s function.
2. PATROL SUPERVISORS

A. Patrol supervisors will:
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2. A

(1)

()

@)

(4)

®)

Be available, when practical, to immediately respond to and take tactical control of
emergencies occurring within their primary area of responsibility and/or involving personnel
assigned to their unit.

Respond to and take tactical control of emergencies occurring within another supervisor’s
primary area of responsibility when the primary supervisor is unavailable to do so.

Ensure officers are fully informed of areas on their respective beats in need of preventive
patrol and ensure such locations are checked on a timely basis.

Schedule the beat assignment of officers to ensure proper rotation of assignments to
facilitate a good working knowledge of major aspects of the officers’ work assignment.

Monitor the police radio and respond to situations in which subordinates are involved, when
appropriate, to ensure proper action is taken.

3. SUPERVISOR’S RESPONSE TO INCIDENTS

A

The following types of incidents will require the response of a supervisor to the scene as soon as
possible:

Homicide

Armed robbery

Serious injury robbery

Serious injury assaults

Sexual assaults

Large drug/narcotic seizures

Fatal traffic accidents

Fatal hit and run

Missing persons where foul play is suspected

Kidnapping

Burglary and theft when monetary loss exceeds $5,000

Bomb incidents when device is found or detonated

Arsons or fires where considerable damage is involved

All major felony arrests

Bias incidents

All response to resistance incidents requiring a Response to Resistance report (see
Operations Order 1.5, Response to Resistance, for more information)

Any other incidents in which an employee feels (common sense) the presence of a
supervisor is necessary

Supervisory Response to Emergency Calls

(1)

()

The first supervisor to arrive at the scene of an emergency will take charge and issue such
commands and orders as necessary to bring the situation under control or containment.

The first supervisor will be in charge of the scene until or unless relieved by the area patrol
supervisor, the supervisor of the investigator assuming the investigation, or a supervisor of
higher rank.

4. CIVILIAN SUPERVISORS

A. Civilian personnel may be assigned to supervise one or more employees within the Department.

B.

Civilian supervisors will exercise the same responsibility and authority as a sworn supervisor
within the same position.
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LETTERS/MEMORANDUMS

A. Any member of the Department may write an official letter or memorandum.

B. All written communications to any person or agency outside the Department will be signed by the
Police Chief or sent in the name of the Police Chief and signed by an assistant chief or a
bureau/precinct commander/administrator or designee.

e The only exception is the Department’s Thank You Card Form PPD #61 which employees
use as a community-based policing tool to reinforce their working relationships with
community organizations and members in a less than formal manner.

C. Attorney, legal assistant, and law clerk positions assigned to the Department’s Public Safety
Section (Legal Unit) may sign written communications directly relating to the functions and
responsibilities of the Public Safety Section if authorized by the executive staff attorney.

D. Anidentification line will be included in letters and memorandums showing the typist’s initials and
serial number with the bureau fiscal identifier, the path, and document name.

e  Arial 8 font will be used

EXAMPLE: kirA1234\00a\i:hurtttmemos 2002\request city busn leave

E. Department personnel should follow the specifications as outlined in Addenda A and B of this
order when formatting memorandums and letters.

F.  When typing memorandums, employees will use the City memo template which is located on
PolicePoint under Document Center/Forms-Templates/Templates.

(1) Memorandums will be printed on white paper with the black City symbol (Phoenix bird).

(2) Letters for external correspondence will be printed on colored City letterhead.

G. All correspondence must be routed through the bureau/precinct secretary before forwarding to
the Office of Administration for signature.

H. If the letter and/or memorandum are requested in an alternate format, such as Braille or large

print, the creator of the document is responsible for complying with the request.

DEPARTMENT PUBLICATIONS

A

Department Newsletter

(1) Publication
(a) The Department Newsletter will be prepared and published weekly.

(b) The Public Affairs Bureau (PAB) is responsible for the publication of the Department
Newsletter.
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2.

A. (2) Entries

(a) The Department Newsletter will contain information as indicated in the following table:

(i) Revisions of Written
Directives

Notification of changes distributed and a brief description of

the change

(ii) Job-Oriented Information

Facts of law, court decisions, changes to statutes, special

procedural changes, etc.

(iii) Matters of General Interest

National Crime Information Center (NCIC) statistics, traffic

accident recaps, births, etc.

(iv) Administrative Information

Telephone number changes, changes in names of bureaus

or details, City events, etc.

(v) Personnel Matters

Promotions, transfers, vacation or sick leave information,

fund-raisers, etc.

(3) Approval of Entries

(a) If the entry involves changes to policy, the approval of an assistant chief must be

obtained prior to the entry.

(b) All other entries will require the approval of a lieutenant or higher-ranking individual.

(4) Employee Responsibility

(a) All employees are responsible for reading, understanding, and adhering to the
directives, policies, and procedures published in the Department Newsletter.

(b) Each bureau/precinct commander/administrator is responsible for maintaining a yearly,
up-to-date Department Newsletter file that is accessible to each employee.

B. Transfer Opportunities Bulletin (TOB)

(1) General Information

(a) The TOB will be prepared and published weekly by the Strategic Information Bureau.

(b) The bulletin will contain transfer opportunities for sworn and civilian personnel within

the Department.

(c) The bulletin will be sent by email to all Department personnel.

(2) Submitting Announcements for the Bulletin

(@) Announcements for the TOB will be submitted through the requesting supervisor’s
chain of command via email to the PR Admin mailbox (PRAdmin@phoenix.gov).

(b) Allannouncements will require the approval of a lieutenant or higher ranking individual.

Law Bulletin/Notes of Interest/Training Tips

(1) The Law Bulletin, Notes of Interest, and Training Tips are training aids notifying employees
of facts of law and court decisions that affect the everyday operations of police procedure.

(2) These documents are written by the Department’s Public Safety Section and submitted to
the Web Detail for publication and distribution.
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3. BUSINESS CARDS
A. Printed at City Expense

(1) Each assistant chief will establish a policy within their division regarding who will be
authorized personalized City business cards.

(2) Allmemorandums requesting business cards to be printed at City expense will be forwarded
directly to the Fiscal Management Bureau (FMB).

B. Printed at Employee Expense - The employee’s immediate supervisor will review the business
card and approve the card prior to printing if the card meets the City’s Graphic Standards.

(1) Once the cards have been printed, one approved card will be attached to a memorandum
requesting the card and the memorandum to be placed in the employee’s division file.

e  The memorandum will be signed by the authorizing supervisor prior to filing.

(2) Exceptions to this policy; for example, including areas of specialization or certification on
the privately printed cards, will require the approval of the employee’s bureau/precinct
commander/administrator.

C. Business Card Format - As outlined in the City’'s Graphic Standards manual, business cards

distributed by employees, as part of their City employment, will contain only the following:

(1) City of Phoenix Signature (purple City symbol (Phoenix bird) and dark gray City logotype)

(2) Department Identifier (Police Department)

(3) Bureau/Assignment

EXAMPLE: Violent Crimes Bureau/Homicide Unit

(4) Employee Name with Optional Serial Number

(5) Employee Rank/Title
(6) Address

e  Street Address (for example, 620 West Washington Street or 6180 West Encanto
Boulevard)

. Floor (if applicable)

o Phoenix, Arizona ZIP Code

(7) Contact Information

. Reasonably direct phone number with the area code
. Fax, pager, and/or cell phone numbers (optional)
. E-mail address

(8) City's Website (www.phoenix.gov)
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3.

D. Example of Business Card Format - The following is the business card format that will be used

for City printed cards and the recommended format for privately purchased cards (text in
parenthesis is optional):

< 35"

" Employee Name (Serial #)
Rank/Title
Street Address

o” Floor (if applicable)
Clty Of Phoenix Phoenix, Arizona ZIP Code

Area Code -Phone Number

(FAX: Area Code- Phone Number)
(Cell: Area Code- Phone Number)
Email Address

v

POLICE DEPARTMENT
(BUREA/ASSIGNMENT)

www.phoenix.gov

E. Department Issued Business Cards - Designed to encourage community engagement and to

build a connection between Department employees and members of the community.

(1)

()

©)

Mandatory Distribution - Officers shall provide Department issued business cards,
complete with their name, badge number, squad identifier, supervisor's name, and Incident
Report (IR) number (if applicable), under the following conditions:

. To any person upon request, during the performance of official duties, providing the
action does not interfere with the officer’s performance of his/her duties or pose a threat
to officer safety

. When officers respond to a dispatched radio call for service where the caller requests
contact

* Information related to the investigative outcome/disposition shall also be provided
to the caller.

e When any detained person is subsequently released without being cited or arrested,
with consideration given to the nature and circumstances of the detention, if it is
practical to do so; for example:

x  Traffic stops (cited or educational contact)
* Consensual/Field Interview contacts
* One-on-One identifications yielding negative results

NOTE: The reason for the detention shall also be explained to the detainee prior to
release.

Discretionary Distribution - During the performance of their official duties, Department
members may provide a Department issued business card to any person at anytime; for
example:

Community contact/Block Watch meetings
Stranded motorist

Business/Safe Business Network meetings
School/educational contacts or seminars
Mentoring opportunities

Job or health fairs

Compliance: Supervisors shall be responsible for ensuring employees under their span of
control adhere to these requirements.
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LETTER FORMAT

Use Arial 12 font.
(2 to 3 blank lines below letterhead) Spell out the month with the day and year in numerals.

October 1, 2004

(2 to 6 blank lines; depending on length of letter) Set paragraph formats for single-space with double-spacing

between inside address, attention line, salutation, subject, and

) _ o body of letter.

Mr. David Quillan, Training Manager

Business Training Consultants Use one space between paragraphs and after address
information, except where noted otherwise.

1632 North 21°%' Street P

Santa Ana, California 92701 Use titles or rank (Mr., Ms., Commander, Director, etc.).
. . Spell out all directions, street suffixes, and cities with two
Dear Mr. Quillan: spaces between state and ZIP code.

Re: Training Policy Set text at the left margin.

This is a standard letter format used by the Phoenix Police Department. It shows the
position of the subject line. The sample shown here is intended to guide all police
personnel in using uniform letter formats throughout the department.

If the letter is being signed by the Police Chief, Executive Assistant Chief, Assistant
Chief, or Director, the “Office of the Police Chief” letterhead will be used. The
identification line will show the typist’s initials and serial number, bureau fiscal identifier,
path, and document name.

It will no longer be necessary to adjust the font size and margins or to line up the header
section because they default to Arial font size 12 with the colored Memobird letterhead.
Size 11 font may be used to conserve paper if its use allows for a single page instead of
two.

Sincerely,

HOWARD T. SMITH

Police Chief
(4 blank lines)

JOHN E. DOE
Administrator

Computer Services Bureau Include typist’s initials and serial number, fiscal
identifier, path, and document name. Use Arial 8 font.

kirA1000\ooa\i:\dee\letter format
Enclosure
CC:

cc: or c: for copies

A
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EXAMPLES OF SIGNATURE LINES FOR LETTERS

Signature Lines:

HOWARD T. SMITH

A A

Police Chief

GERALD L. JONES
Executive Assistant Chief

MICHELLE S. DOE
Assistant Chief

Name in all capital letters
Title underneath in upper and lower case letters

(Letters signed by the Police Chief or any assistant
chief must be prepared on -“Office of the Police Chief-
” letterhead.)

Technical Services Division

A

RICHARD F. DOE
Commander
Communications Bureau

JOHN E. DOE
Administrator
Computer Services Bureau

Name of the division, bureau, or precinct is placed
underneath title. The only exception is when letter is
to be signed by the Police Chief or the Executive
Assistant Police Chief. (See sample above.)

EXAMPLE OF SIGNATURE LINE FOR OTHER THAN THE POLICE CHIEF

Sincerely,
(1 blank line)

HOWARD T. SMITH <
Police Chief

(4 blank lines)

A

JOHN E. DOE
Administrator
Computer Services Bureau

Second Page Heading for Letters:

Mr. David Quillan <

This format is to be used when a letter is being signed
by someone other than the Police Chief. The Chief’s
name is typed double-spaced under the complimentary
closing.

Four blank lines down, type the name of the person
signing the letter.

Page 2
April 24, 2002

Name of the addressee
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City of Phoenix
To: Gerald L. Jones Date: October 1, 2004

Executive Assistant Chief

From: Lori K. Doe, Commander
Cactus Park Precinct

SUbjeCt: AUTHORIZED MEMO FORMAT «—— Subject should be in upper case.

All employees should use the Citywide Memobird Template when writing memorandums.
This template is located in the Public drive in the Citywide Templates folder. Follow the
format outlined in this Operations Order addendum when typing in the header section of the
memo.

It will no longer be necessary to adjust the font size and margins or to line up the header
section because they automatically default to Arial font size 12 in the template. Size 11 font
may be used to conserve paper if its use allows for a single page instead of two. Internal
memorandums will be printed on white paper with the black Citybird logo. Memos should be
single-spaced, block style with no indentations. There should be one blank space between
paragraphs.

The Legal Unit has indicated that there are no legal conflicts with using the black Citybird.
Memorandums to external departments will use the colored Citybird logo. This will save both
cost and time for our employees.

All correspondence must be routed through the bureau/precinct secretary before
forwarding to the Chief’s Office for signature. If you have any questions, please contact
your bureau/precinct secretary.

kirA1000\ooa\l:\Kathy\How to\Authorized Memo Format.doc
Include typist’s initials and serial number, fiscal identifier,
path, and document name. Use Arial 8 font. Set text at

Distribution: the left margin.

(1 blank line)
A distribution list is typed after the last notation in the
memo. Leave one blank line before typing the word
Distribution followed by a colon. Leave one blank line
after and then list the names of the individuals. If space
is tight, names can be arranged in two or more columns.
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EXAMPLES FOR MEMOS

From the Police Chief to Other Department Heads:

To: Robert L. Doe, Director «— gimae&nfgft
Water Services Department P

From: Howard T. Smith 4—— Name
Police Chief Title

Memos to Deputy City Managers and Above:

To: David L. Doe ) Name
Deputy City Manager Title

Memos to Councilman/Councilwoman:

To: Councilwoman Jane L. Doe ] Title, Name
District 3 District

Interdepartmental:

To: Susan T. Doe, Administrator <
Fiscal Management Bureau Name, Title

From:  Michael E. Doe, Sergeant «— Bureau/Precinct

Office of Administration
Memos to Sworn:

Gerald L. Jones ) Name
Executive Assistant Chief Title

Michelle S. Doe

Assistant Chief

Richard F. Doe, Commander 4—— Name, Title
Communications Bureau Bureau/Precinct

(Format for lieutenants and
sergeants is the same as

Non supervisory Positions: commanders.)
Susan P. Doe #1 000 ¢ Name and serial # or Adam #
Bureau or Precinct Bureau/Precinct
(for non supervisory civilians and
officers/ detectives)
Civilian Supervisory Employees:
Name, Civilian Supervisory Title
Bureau or Precinct
Second Page Heading:
Mr. Gerald L. Jones <4+— Name of the addressee
SUBJECT MATTER IN ALL CAPS
Page 2

Date
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1.  AUTHORITY

A

The Police Chief or designee has the authority to issue, modify, or approve the Department’s

written directives.

Departmental orders and manuals are issued for the guidance and direction of all Department

personnel.

2. TYPES OF WRITTEN DIRECTIVES

WRITTEN DIRECTIVE

DESCRIPTION

Operations Orders

Proponent: Professional
Standards Bureau (PSB)

Establishes rules, regulations, policies, and procedures for the overall
administration and management of the Department and the general
conduct of all employees

Establishes policies for uniform enforcement of laws and outlines the
procedures to be followed in the delivery of service to the community

Division/Bureau Manuals

Proponent: Individual
division/bureau

Contains material of an internal operational nature

Pertains only to the personnel assigned to the concerned division or
bureau and will be approved by the division/bureau
commander/administrator

Designed to provide a method of issuing permanent written orders and
instructions and for implementing verbal instructions from supervisors

Field Training Officer
(FTO) Manual

Proponent: Training Bureau

Contains information regarding the operation and management of the
Department’s FTO program

The manual is maintained by the Field Training Unit located in the
Training Bureau.

D.

Mobile Data Computer
(MDC) Manual

Proponent: Information
Technology Bureau ITB

Acquaints personnel with the use and operational capabilities of the
MDC

inPursuit Records
Management System
(RMS) User Manual

Proponent: Strategic
Information Bureau (SIB)

Acquaints personnel with the use and operational capabilities of the
Department’'s RMS

Field Based Reporting
(FBR) User Manual

Proponent: SIB

Contains information of an operational nature regarding the creation,
processing, and approval of many reports/forms used by the
Department

3. REVISIONS TO WRITTEN DIRECTIVES

A. Revisions to Operations Orders

(1) When an employee determines a revision is necessary, a memorandum will be forwarded
through their chain of command to the Policy Unit.

(2) City employees, other law enforcement agencies, citizens, and organizations such as
Phoenix Law Enforcement Association (PLEA), Phoenix Police Sergeants and Lieutenants

Association (PPSLA),

and American Federation of State, County, and Municipal

Employees (AFSCME), may submit policy revisions in a letter to the Police Chief or

designee for review.
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3. A (3

(4)
©®)

(6)

The memorandum or letter will describe the proposed revision in detail and should include
the following information:

Reasons for the proposed revision

Completed research, if necessary, in support of the proposed revision
Where the revision should be located in the Operations Orders

A preliminary draft outlining the proposed revision

The proposed revision must be endorsed by an assistant chief prior to any consideration.

Proposed revisions with unresolved issues past 60 days will be closed and it will be the
responsibility of the originator to submit a new memorandum once the issue is resolved.

EXAMPLE: One bureau wants to change responsibilities in Operations Order 5.3 and
another disagrees with the proposal. If the two bureaus cannot come to a
consensus within 60 days, the proposed revision will be closed. The original
bureau may obtain consensus later and submit a new memorandum through
their assistant chief noting the resolution between the two bureaus.

Exceptions to this section (3.A) may be made for emergency revisions, law changes, or at
the direction of the Police Chief or designee.

B. Revisions to All Other Department Written Directives - Proposed revisions to division/bureau

manuals, the MDC and FTO manuals, and the inPursuit RMS and FBR User manuals will be
forwarded to the affected assistant chiefs and/or bureau commanders/ administrators.

(1)

The policies outlined in these manuals will not conflict with existing Operations Orders.

(2) Affected assistant chiefs and/or bureau commanders/administrators will be responsible for
making the necessary revisions to manuals when procedures have changed or been
implemented.

(3) Divisions/bureaus are responsible for staffing revised policies to the Policy Unit and the
appropriate employee association/s prior to finalizing.

e This is to ensure there are no conflicts with Operations Orders and/or memoranda of
understanding (MOUs)/memoranda of agreement (MOAS)

(4) Assistant chiefs and/or bureau commanders/administrators will indicate a policy has been
approved by signing their name or placing their initials in the “Name of Division/Bureau”
block.

(5) All divisions/bureaus will forward a copy of all new/revised policies to the Policy Unit.

C.  Written directives will be reviewed and approved in accordance with the following:
WRITTEN DIRECTIVE REVIEWED BY APPROVED BY
(1) Operations Orders All Department employees Police Chief/executive staff
Employee associations

(2) MDC Manual MDC Users Committee ITB administrator or designee

(3) Division/Bureau Affected division/bureau staff Affected assistant chief and/or
Manuals Appropriate employee associations bureau commander/administrator

(4) FTO Manual FTO Committee FTO Committee chair

(5) inPursuit RMS User RMS/FBR Users Committee SIB commander/administrator
Manual or designee

(6) FBR User Manual RMS/FBR Users Committee SIB commander/administrator

or designee




WRITTEN DIRECTIVES Operations Order

2.5

PHOENIX POLICE DEPARTMENT Rev. 10/17 PAGE 3

3.

(1)

()

D. Policy Staffings

Policy revisions required due to law changes, omissions, other agency influence, such as
the Motor Vehicle Department (MVD) or Probation Department, or administrative changes,
such as phone number changes or bureau name changes, may or may not be staffed at the
discretion of the PSB commander/administrator.

Executive staff, commanders/administrators, administrative sergeants/staff, Department
legal advisors, and employee associations will receive policy staffings by email.

(a) The administrative sergeants/staff will be responsible for emailing policy staffings to all
employees within the bureau/precinct.

(b) All employees are encouraged to respond to any proposed policy revisions.

. Deadlines for staffing responses will be strictly adhered to.
. Responses will be in memorandum or email form addressed directly to the Policy
Unit officer responsible for the staffing.

E. Distribution Responsibility

(1)

()

(©)

(4)

Operations Orders will be available electronically to all employees through PolicePoint and
considered distributed when uploaded.

Revised Operations Orders/policies will normally be uploaded to PolicePoint on the first of
each month by the Policy Unit.

(a) Employees will be required to view the revised Operations Orders on or after the first
of each month but no later than the 15t of the month.

(b) A screen listing the included revisions will appear only one time after an upload has
occurred.

(c) A list of the revised Operations Orders to be uploaded will be announced in the
Department Newsletter prior to distribution.

When necessary, policy revisions requiring immediate implementation, such as law changes
or emergency revisions, may be uploaded on a day other than the first of the month and/or
published in the Department Newsletter.

o If uploaded on a day other than the first of the month, employees will have two (2)
weeks to view the revised Operations Orders.

The revised/new policy will become effective upon electronic distribution and receipt by
Department employees or publication in the Department Newsletter.

. Employees will be required to retain the Department Newsletter until the policy is
electronically distributed.

It will be the responsibility of the affected precinct/bureau commander/administrator to
ensure employees view the electronic Operations Orders when revisions are uploaded.

(a) Bureau/precinct commanders/administrators or their designee will run two Ops Orders
Audit reports on the 15" of every month:

e Viewed - to be retained (electronic or hard copy) by the bureau/precinct
. Not viewed - distribute to the affected supervisor
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3. E. (5 (b) The Ops Orders Audit viewed or not viewed report will be inspected monthly by the
inspections lieutenant/designee.

(6) Electronic Download Prohibited -- Employees will not download the Operations Orders
from PolicePoint or Phoenix Police Online (PPOL) onto any storage device, such as
compact discs (CDs), flash drives (jump drives), or secure digital (SD) cards.

NOTE: Employees may download Operations Orders from the www.phoenix.gov/police
website which contains only the non-restricted policy.
4. DISTRIBUTION OF WRITTEN DIRECTIVES
WRITTEN DIRECTIVES DISTRIBUTION
A. Operations Orders All Personnel
e All personnel will have access to an electronic copy of the Operations Orders
via a link on PolicePoint and will be required to access the link for revisions.
e All supervisors will ensure personnel under their direction read Operations
Orders and understand the policies contained therein.
B. MDC Manual e All sworn employees and any other employees who utilize an MDC will have
access to an electronic copy available on PolicePoint under the
Resources/Document Center tab.
C. Division/ Bureau e All affected employees as determined by the assistant chief and/or bureau
Manuals commander/administrator
D. FTO Manual e Allfield training officers/sergeants
E. inPursuit RMS User | o All affected employees will have access to the manual via the “Help” icon within
Manual the RMS.
F. FBR User Manual e All affected employees will have access to the manual via the “Help” icon within
the FBR.
5. ACKNOWLEDGMENT OF RECEIPT OF OPERATIONS ORDERS WRITTEN DIRECTIVES -
Employees will be required to acknowledge receipt of the Department’s electronic written directives.
e  This receipt will automatically occur when employees select the “View PPD Operations Orders”
link on PolicePoint and click “Yes” when prompted to continue.
e  Thereceipt information will be captured by ITB and displayed in the Ops Orders Audit and/or Ops
Order Audit by Employee ID report/s on PolicePoint.
6. EMPLOYEE RESPONSIBILITY
A. Employees are responsible for keeping up to date on written directives by accessing monthly the

Operations Orders link on PolicePoint.

B. Employees will learn and thoroughly understand the laws and ordinances they are charged with
enforcing and will have a working knowledge of the Operations Orders.

C. Employees will have access to the Operations Orders on PolicePoint.

D. Employees will have any applicable division/bureau manuals readily accessible at all times while
employees are on duty, unless employees are relieved of this responsibility by their supervisor.

E. ltis the responsibility of the bureau/precinct to maintain an accessible hardcopy of the Operations
Orders for all employees, in the unlikely case of power failure.

7. CONTRADICTION BETWEEN WRITTEN DIRECTIVES

A. If contradictions occur between written directives, the Operations Orders will take precedence
over all other manuals.

B. Any contradictions will be submitted to the Policy Unit, via memorandum through the chain of

command, for clarification and correction.
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PURPOSE - Establish procedures for development, modification, approval, and control of

Department forms.

GENERAL INFORMATION

A. Department Form - Definition

(1) A Department form is any official/authorized document that is issued a Department form
number.

e A document which is to be used by more than one bureau/precinct or by the public
should be issued a Department form number.

(2) Any other form developed and unique to an individual bureau/precinct, such as a routing
slip or equipment inventory form, is not considered an official Department form and should
not be issued a Department form number.

B. Department Form Numbers - Department forms are numbered as follows:

TYPE OF FORM DESCRIPTION EXAMPLE
“80” e Forms which may provide information and/or require | ¢ 80-18DB
completion (have blank spaces for insertion of required | ¢  80-533D

information)
“PPD” e Forms providing information and do not require completion e PPD #33
PPD #54

C. Forms Control Officer - The forms control officer of the Policy Unit is responsible for:

Designing new Department forms

Revising existing Department forms when necessary
Administering Department print requests

Maintaining files on Department forms

Uploading forms to PolicePoint

D. “Public Use” Statement - All forms for public use should contain a statement of reasonable
accommodation by providing alternate formats.

EXAMPLE: This document can be made available in alternate formats to accommodate
individuals with disabilities by using 7-1-1.

3. DEVELOPMENT AND REVISION OF DEPARTMENT FORMS

A. Routing of Proposal

(1) When an employee determines a new Department form or revision to an existing
Department form is necessary, a memorandum will be forwarded through the employee’s
chain of command to the Policy Unit.

(2) A proposal for a new or revised Department form must be endorsed by an assistant chief
before the form will be considered for implementation or revision.

B. Staffing of Proposed New Forms or Form Revisions

(1) The Policy Unit will determine if the proposed changes are major or minor.

(a) Major changes to stocked forms are those that involve significant expenditure or must
be accomplished immediately, causing existing form stock to be discarded.



DEPARTMENT FORMS Oerations Order

2.6
PHOENIX POLICE DEPARTMENT Rev. 10/17 PAGE 2
3. B. (1) (b) Major changes to forms uploaded to PolicePoint are those that involve significant
changes to a form which may impact Department procedures.

(c) Minor changes may be authorized by the Policy Unit commander/administrator or
designee and, if a stocked form, will usually not be accomplished until the next
scheduled reprint of the particular form.

(2) Any new Department forms or major revisions to existing Department forms will be staffed
to assistant chiefs and all affected bureau/precinct commanders/administrators for review
and approval.

C. Notification of New Forms and Form Revisions - The forms control officer will notify Department
personnel of new forms and major form revisions through the Department Newsletter.
4. PRINTING OF FORMS
A. Routine printing services for stocked forms can be obtained from the City Print Shop through the

Department forms control officer.

(1) Special printing requirements not available through the City Print Shop will be subject to
stipulations in Administrative Regulation (AR) 3.10 regarding purchasing of services.

(2) Department units with printing needs that cannot be met using City resources may consult
with the Department forms control officer for further information.

B. The Department uses a number of documents, such as the Arizona Traffic Ticket and Complaint

(ATTC) and Notice of Violation (NOV), that are printed by outside vendors.

e Information concerning these documents is available through the Department forms control

officer.

C. Only City forms and forms found on PolicePoint may be printed using City printing resources: for
example, copy machines.
5. DISTRIBUTION OF STOCKED FORMS
A. Police Supply of the Property Management Bureau, stores, distributes, and maintains an
inventory of stocked Department forms used by more than one (1) work unit.
B. When the ATTC or other number-controlled forms are revised, it is necessary for previously
issued forms to be returned to Police Supply.
6. DELETION OF FORMS - Forms will be deleted from the Department’s inventory/files when good
cause has been shown.
A. Employees will forward a memorandum suggesting form deletions through the chain of command
to the Policy Unit.
B. The approval of affected assistant chief/s is necessary to delete a Department form.
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1. LOCATION OF FACILITIES

FACILITY

LOCATION

Police Headquarters (PHQ)

620 West Washington Street

Property Management/Communications

100 East Elwood

Police Academy

10001 South 15th Avenue

Northern Command Station

302 East Union Hills Drive

Southern Command Station

3443 South Central Avenue

Deer Valley Facility

102 East Deer Valley Road

Black Mountain Precinct

33355 North Cave Creek Road

Cactus Park Precinct

12220 North 39th Avenue

Central City Precinct

1902 South 16th Street

Desert Horizon Precinct

16030 North 56th Street

Estrella Mountain Precinct

2111 South 99th Avenue

Maryvale Precinct

6180 West Encanto Boulevard

Mountain View Precinct

2705 East Maryland Avenue

South Mountain Precinct

400 West Southern Avenue

Ahwatukee Foothills Substation

17010 South 48th Street

Paseo Highlands Park/Goelet A. Beuf Community Center

3435 West Pinnacle Peak Road

South Mountain Neighborhood Resource Center Substation

2405 East Broadway Road

Sunnyslope Neighborhood Police Station

750 West Peoria Avenue

Code Enforcement

1717 East Grant Street

2. SECURITY OF POLICE FACILITIES

A. Identification of Employees

(1) All Department employees, volunteers, student interns, temporary employees, and other
City employees regularly requiring access or work within police facilities will obtain

appropriate identification/access cards.

(2) Identification must be worn at all times while in police facilities.

B. Visitors to Police Facilities

(1) Civilian visitors to any police facility will use public entrances and lobby areas to conduct

any business.

(2) Accessibility to the lobby areas will be ensured.

(3) If entry to other areas of buildings is permitted, the following policy will be adhered to:

(a) The visitor's log will be completed by personnel at the front desk of each facility.

(b) The appropriate visitor’s pass and/or escort will be provided to the visitor.

(c) Each police facility will be responsible for outlining security procedures specific to their

facility.

(d) See Operations Order 2.17, Police Headquarters Security and Parking, for details on

visitor procedures at Police Headquarters.

C. Law Enforcement Personnel - Law enforcement personnel visiting or conducting business within
a precinct, station, or resource bureau will identify themselves to front desk personnel

immediately upon entering the building.

D. Employee Lockers - Employees with assigned lockers will keep all Department and personal

property secured when not in use.
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2. D. (1) Inthe event a locker is found unsecured, a supervisor will identify to whom the locker is

assigned

(2) If the employee is unavailable, a Department-owned padlock will be placed on the locker.

(3) At the beginning of the assigned employee’s next shift, an inspection of the locker will be

performed in the employee’s presence.

(4) A bureau/precinct commander/administrator may order a lock broken to enter employees’

lockers when necessary.

3. THREATS TO POLICE FACILITIES

A. Appropriate reports will be completed on all incidents that threaten a police facility (bomb threat,

demonstration, etc.).

B. A copy of the report will be submitted to the responsible commander/administrator as soon as

possible.

4. EMERGENCY EVACUATION, FIRE PREVENTION, AND FIRE SUPRESSION PLANS FOR POLICE

FACILITIES

A. All precinct/bureau commanders/administrators who are responsible for physical facilities are
required to develop plan/s for fire prevention, fire suppression, and emergency evacuation for

those facilities.

(1) Emergency Evacuation - Each plan will contain information reference the evacuation of
citizens and/or employees with special needs, such as mobility, hearing, seeing, etc. and

will include a map of emergency evacuation routes.

. For facilities containing holding rooms/juvenile interview areas, see Operations Order

7.3, Holding Rooms, for other necessary information.

e A copy of the facility’s map of emergency evacuation routes will be forwarded to the

Police Safety Unit.

(2) FEire Prevention - Each plan will contain fire safety practices which can prevent fire and
reduce injuries and losses. Examples of fire safety practices include but are not limited to:

. Keep your workplace clutter free.

. Unplug or turn off all appliances including coffee makers, hot plates, and burners at

the end of each day.

o Allow air to circulate around heat producing equipment such as photocopiers,

computer terminals, and heaters.
e  Smoke only where permitted.

(3) Fire Suppression - Fire extinguishers and/or sprinklers will be located in areas approved

in writing by state or local fire officials.

B. The emergency evacuation, fire prevention, and fire suppression plan/s will be posted in
accessible areas for employees and visitors to the facility and placed in the appropriate

bureau/patrol manual.

5. CONSERVATION OF RESOURCES - To conserve resources, employees are encouraged to comply
with the recommendations outlined in this section whenever possible.

A. Facility Energy Conservation

(1) Keep doors and windows closed, and close blinds and drapes to improve insulation.
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5. A. (2) Use minimum lighting for the accomplishment of tasks.
(3) Turn lights and other non-essential equipment off when not in use, and use energy-saving
settings.
e  Computers will not be turned off but will be “logged off” when not in use.
(4) During summer months (June through September) keep thermostats set between 76 and
78 degrees.
(5) During winter months (December through March) keep thermostats set between 66 and 68
degrees.
B. Personal Energy Conservation
(1) Turn all personal electrical devices off when out of the office, including fans, radios, etc.
(2) Rather than adjusting thermostats to fit comfort needs, dress accordingly, within established
Department guidelines.
(3) Immediately report all power problems to a supervisor.
C. Water Conservation

(1)

()

©)

(4)

Report leaky faucets, pipes, water coolers, etc., inside and outside Department facilities as
soon as possible.

In existing or newly designed Department facilities, install low volume toilets with automatic
flushing devices and touch free automatic faucets.

When designing or refurbishing facility landscaping, use drought resilient plants and trees
in desert-type landscaping (do not plant grass lawns), and utilize drip irrigation systems
whenever possible.

Additional water conservation information will be provided by the City.

6. MAINTENANCE OF POLICE FACILITIES

A

Responsibility for Maintenance

(1)

Joint-Use Facilities

(a) Maintenance of joint-use facilities, where two or more City departments are quartered,
is the responsibility of the Facilities Management Division of the Public Works
Department.

(b) Any questions with regard to maintenance or repairs at these facilities should be
directed to the Facilities project manager or Fiscal Management Bureau (FMB)
administrator.

Sole-Use Facilities

(@) Commanders/administrators of bureaus/precincts that are the sole occupant of a
facility are responsible for the management and maintenance of that facility.
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6.

A (2)

®)

(b) Bureau/precinct commanders/administrators are responsible for the normal operation
and budgeting of:

Housekeeping services (liaison with Facilities Maintenance)
Equipment maintenance

Building maintenance

Building, roof, and parking lot repair

Leased Facilities

(a) Commanders of units that occupy a leased facility will comply with all the terms of the
lease and the covenants, conditions, and restrictions (CCRs) applicable to the facility.

e This will be in addition to the procedures detailed in this policy.

e Any requests for deviations from these documents will be forwarded, in writing, to
the executive assistant chief.

e Requests must be approved by the affected assistant chief before any work is
started.

(b) The administrator of FMB will ensure commanders of those bureaus/units occupying
leased facilities receive copies of the lease agreements, CCRs, and any
maintenance/operations manuals.

(c) The administrator of FMB will serve as the Department’s liaison between the occupying
bureau/unit, other City departments, and the lessor regarding any questions or
interpretations of lease documents.

B. Construction/Remodeling of Facilities

(1)

(2)

®)

Remodeling is defined as any change which permanently affects any portion of the police
facility infrastructure, including repositioning of modular furniture.

Requests for construction and/or remodeling (including modular furniture moves) will be
documented on a memorandum and forwarded through the chain of command to the
executive assistant chief for review and approval.

(a) If the executive assistant chief determines the project is feasible, it will be forwarded to
FMB for coordination/commencement.

(b) After review of the project’'s scope, the administrator of FMB, in conjunction with the
Facilities project manager, will determine the extent of the Facilities Unit's involvement
in the project.

(c) No construction/remodeling project may commence prior to review and approval from
the Facilities Management Unit of FMB.

Role of the Fiscal Management Bureau

(a) The Facilities project manager or designee will review all construction/remodeling
projects.

(b) The FMB Facilities project manager’s role may include that of technical advisor and/or
complete project coordinator.

(c) In the case of complete project coordination, the FMB Facilities project manager or
designee will be the Department’s liaison between the affected bureau/precinct, the
contractor, City Engineering, and/or the Public Works Department.
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6.

B. (3)

(d)

(e)

The Facilities project manager or designee is available for consultation and technical
advice on projects sent back to the originator for completion.

Exceptions to this policy may be made by an assistant chief after consultation with the
executive assistant chief.

C. Equipment Maintenance/Repair

(1) Egquipment Maintenance Schedule

()

(@)

(b)

(c)

The Facilities Management Division of the Public Works Department has established
a maintenance schedule to ensure all equipment maintenance is performed properly
and according to specifications.

If maintenance is not performed according to schedule, the facility commander or
designee will contact the Facilities Maintenance Division of the Public Works
Department and request immediate service.

The Public Works Department should be called for routine maintenance on such things as
furnace filter changes, parking lot lighting issues, window washing, or janitorial services.

Problems with equipment or needed equipment repairs should be reported to the FMB
Facilities project manager or designee by the affected bureau/precinct commander/

administrator or designee.

Manufacturer’s Maintenance Manuals

(a)

equipment.

(b)

e  Each respective facility
e FMB

Manufacturer’s maintenance manuals should be consulted as an aid to operating the

Maintenance manuals will be located at the following locations:

° Facilities Maintenance, 2631 South 22nd Avenue

D. Resources and Phone Numbers

(1)

Fiscal Management Bureau
602-262-6131

Facilities project manager

()

Police Safety Unit
602-201-1766 (duty pager)

)

Communications Bureau
602-262-6474

Station Interior Radio Monitoring System
Fire alarms
Burglar alarms

(4)

Public Works Department/Facilities Management

Air conditioning

Division/Work Control Section Heating

602-262-6732 Roof repair
Electrical maintenance
Carpenter Shop

()

Public Works Department/Fleet Services Division
602-262-6841

Generator mechanical maintenance
Fuel service

(6)

Public Works Department/Solid Waste Division/
Sanitation Section
602-262-7251

(7)

Parks and Recreation Department
602-262-6861

Landscaping
Irrigation/sprinklers

()

Street Transportation Department
602-262-6441

Parking lots
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6.

E. Reporting Damage to Police Facilities Due to Fire, Storm, or Other Perils

(1)

)

Normal Business Hours - If damage occurs during normal business hours (8 a.m. to 5
p.m.), the commander/administrator of the affected bureau/precinct will notify the assistant
chief.

(a) The affected bureau/precinct commander/administrator will immediately telephone a
report to the Facilities project manager in FMB and the Police Safety Unit’s duty pager.

(b) The assistant chief of the affected bureau/precinct will notify the Police Chief.
Other Than Normal Business Hours - If damage occurs after normal business hours (5

p.m. to 8 a.m.), the ranking supervisor of the affected bureau/precinct will notify the duty
commander.

(a) The duty commander will determine if the nature of the damage is such that reporting
of the incident can wait until the following workday.

(b) If immediate temporary repairs are required, the duty commander will report the
damage to the following:

e  Appropriate assistant chief
. FMB Facilities project manager
. Police Safety Unit

(c) Home telephone numbers for the FMB Facilities project manager or designee are on
file at the Communications supervisor.

F. Environmental Citations, Notice of Violations, and Intent to Sue

(1)

The Department is required by Administrative Regulation (AR) 1.134 to have an internal
notification procedure when a police facility receives an environmental inspection, citation,
Notice of Violation, or intent to sue.

(a) This also applies to consultants or contractors conducting environmental work on
behalf of the City.

(b) Affected programs:

Hazardous waste

Solid waste management

Air quality

Asbestos

Water quality

Underground storage tanks

Polychlorinated biphenyls (PCBs) in electric transformers
Pesticides

Notification Procedure

(a) The FMB Facilities project manager will be immediately contacted by telephone.

(b) If the FMB Facilities project manager is unavailable, the commander will be
immediately contacted.

(c) Telephone/pager numbers for both of these individuals are available from the
Information Desk or the Communications supervisor after business hours.
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6. F. (2) (d) The FMB Facilities project manager will immediately notify the following:

Police Safety Unit
Environmental Programs Manager or designee, Office of Environmental
Programs, 602-256-5669

e  Assistant Chief Counsel, Natural Resources Section of the Law Department,
602-495-5910

7. HAZARDOUS MATERIAL STORAGE

A. General Guidelines

Police facilities and personnel who are responsible for the purchase,

storage, transportation, use, or disposal of hazardous materials will do so in compliance with the
Occupational Safety and Health Administration (OSHA) Hazard Communication Standard
(HAZCOM) 29 Code of Federal Regulations (CFR) 1910.1200, Administrative Regulation (AR)

2.314, and the Department’s Hazard Communications Program.

. Evidence items are exempt from HAZCOM regulations pertaining to storage and

transportation.

. Employees must still exercise due care regarding the handling of these types of items.

B. Definitions

(1) Exposure or
Exposed

When an employee is subjected in the course of employment to a chemical
that is a physical or health hazard and includes potential (accidental or
possible) exposure

“Subjected” in terms of health hazards includes any route of entry (inhalation,
ingestion, skin contact, or absorption)

(2) Hazardous
Material

Any chemical product that is a potential health or physical hazard
Many common supply and cleaning items

(3) Health Hazard

Any material that may be toxic, irritant, corrosive, carcinogenic, a sensitizer, a
reproductive toxin, or has some other adverse health effect

(4) Safety Data

Written or printed material concerning a hazardous chemical that is prepared

Sheet (SDS) in accordance with 29 CFR 1910.1200

(5) Physical Any material that may be flammable, combustible, explosive, unstable, water
Hazard reactive, an oxidizer, or a compressed gas

(6) Precautionary A phrase describing recommended measures to be taken to minimize or
Statement prevent adverse effects resulting from exposure to a hazardous chemical or

the improper storage or handling of a hazardous chemical

C. Chemical Inventory

(1) The City maintains a citywide chemical inventory list in the Safety Data System (arranged
by City departments and facilities/locations within a department) which lists all the hazardous
chemicals used throughout the City and provides access to a chemical’'s SDS.

e  The Safety Data System is available through the City’s intranet at http://phoenix.online-
msds.com/index_phoenix.php (the link is also available on the Inside Phoenix and

PolicePoint intranet sites).

* If access to the intranet is not available, SDS information can be retrieved by
calling the SDS 24/7 emergency hotline at 866-737-6747.

e  The Safety Data System also provides access to the global warehouse for SDSs.

(2) The Police Safety Unit will maintain the Department’s master chemical inventory list.
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7.

D.

C.

@)

(4)

If applicable, each police facility/location will maintain the chemical inventory list of the
hazardous chemicals used on the premises and determine one or more employees
responsible for the maintenance of the list.

e The employee/s responsible for the maintenance of the list must attend training
presented by the Office of Environmental Programs (OEP) and coordinated by the
Police Safety Unit.

If an employee: for example, a crime scene specialist, transports hazardous chemicals from
one workplace to another, the chemicals’ SDSs may be kept at the primary workplace facility
provided the employee can immediately obtain the required information in an emergency.

Non-Routine Tasks

(1)

)

Prior to performing non-routine work/tasks requiring the use of new hazardous chemical/s or in
a new area where hazardous chemicals are used or stored, employees will be provided with
information, from their supervisor or the Police Safety Unit, about the hazardous chemical/s.

. The hazardous chemical/s information will include, but is not limited to:

* Specific hazards associated with the chemical/s

*  Protective measures (personal protective equipment, work practices, engineering
controls, etc.)

* Emergency procedures

An employee shall not place himself/herself at risk while using any chemical or performing
any chemical related task.

Hazardous Materials Labeling

(1)

()

@)

(4)

©®)

Each container containing a hazardous chemical will be labeled, tagged, or marked with the
following:

Product identifier

Signal words

Hazard statement
Pictogram
Precautionary statement
Chemical manufacturer

Labels on incoming containers of hazardous chemicals will not be removed or defaced
unless the container is immediately marked with the required information.

Labels or other forms of warning will be legible, in English, and prominently displayed on
the container.

It is the responsibility of all employees to ensure the identity and hazard warnings of a
hazardous chemical are placed on all containers that have been transferred from the original
drum or container.

Employees will notify a supervisor when unlabeled potentially hazardous material or
hazardous material stored in an unsafe manner is discovered at a police facility.

e  Employees will not attempt to identify the material by smell, touch, or taste.
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7.

8.

F. Hazardous Material Spillage

(1)

()

©)

The spillage or unintended release of a known or unknown hazardous material will be
reported to a supervisor immediately.

Information regarding the proper action to be taken may be obtained from the following
sources:

The SDS on file

Emergency Response Guidebook published by the U.S. Department of Transportation
Phoenix Fire Department

Police Safety Unit

The Police Safety Unit is available to provide guidance and information regarding hazardous
material laws and regulations and may be contacted for assistance as needed.

G. Multi-Employer Workplaces

(1)

()

When it is necessary for an outside contractor to perform work at any police facility, it will
be the responsibility of the requesting entity: for example, the Public Works Department,
Police Facilities Unit, and/or facility manager or designee (commander, administrative
sergeant, etc.), to inform the contractor of any hazardous chemicals to which the contractor
may be exposed. The procedures for informing the contractor will include the following:

. For any designated work area where contract work is to be performed:

*  Ensure the hazardous chemicals inventory is made available to the contractor (or
provide a contact person with access to the intranet/Safety Data System) and
advise the contractor of the labeling system.

*  Ensure the identified hazardous chemicals’ SDSs are made available to the
contractor (or provide a contact person with access to the intranet/Safety Data
System).

*  Ensure the contractor is aware of any necessary protective measures regarding
the hazardous chemicals.

It is also the responsibility of the requesting entity to determine if the contractor will be using
any hazardous chemicals and, if so, take appropriate actions to ensure the protection of
Department employees.

(a) Each contractor who brings a hazardous chemical on site shall provide a hazardous
chemical inventory list and the associated SDSs to the facility manager or designee
before bringing the chemicals on site.

(b) Each contractor who brings hazardous chemicals on site shall ensure all containers
are labeled, tagged, or marked with the following information:

Identity of the hazardous chemical

Appropriate hazard warnings

Name and address of the manufacturer

Contractor’s name for containers five gallons or larger

ELECTRICAL POWER PROBLEMS

A. When an electrical power problem such as, a power outage or equipment failure, occurs after
5 p.m. on weekdays, on weekends, or on holidays, the responsible supervisor of the affected
location will call the Communications Bureau shift supervisor and provide a detailed explanation
of the problem.
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8. B. The Communications Bureau shift supervisor will contact the on-call electrician through the City
operator.

C. The supervisor of the area where the problem is located will be contacted by the Communications
Bureau shift supervisor and will be advised of appropriate actions and estimated arrival time of
repair personnel.

D. The supervisor of the affected area will also notify the FMB Facilities project manager.

9. SMOKING GUIDELINES - See Administrative Regulation (AR) 2.63, Smoke and Vapor Free

Workplace Policy, for more detailed information and guidelines.

A

General Guidelines

(1) Smoking is prohibited inside all City buildings (which includes all police facilities) and all
City-owned vehicles in accordance with Arizona Revised Statutes (ARS) ARS 36-601.01(B).

(2) Posting of Signs

(a) Bureau/precinct commander/administrators are responsible for posting Smoking or No
Smoking signs in accordance with the Smoke Free Arizona Act, ARS 36-601.01(B)
within their bureaus/precincts so as to gain compliance with the City and State smoking
ordinances.

(b) Each commander/administrator responsible for a police facility will post signs within 20
feet of all entrances/exits, courtyards, windows that are able to be opened, and
ventilation intakes.

(c) Each commander/administrator is also responsible for posting signs in accordance
with the Smoke Free Arizona Act, ARS 36-601.01(B), in all City vehicles on a vehicle
door window, dashboard, and any other area in the vehicle visible to each occupant of
the vehicle.

10. FLAG PROTOCOL

A

Responsibility - Proper display of the flag is the responsibility of the bureau/precinct
commander/administrator of the facility where the flag is flown.

(1) Authority and responsibility may be delegated to the administrative supervisor of the facility.

(2) In facilities where more than one administrative supervisor is assigned, responsibility will
rest with the person responsible for maintenance of the facility.

Procedures

(1) Bureau/precinct commanders/administrators are encouraged to ensure the flag is displayed
on the exterior of their facility from sunrise to sunset, weather permitting.

e  The flag should not be displayed when the weather is inclement.

(2) Flags flown during the hours of darkness must be illuminated by floodlights or other
appropriate light sources trained on the flag.

(3) Flags in poor condition will not be flown and will be replaced through Police Supply.
(4) Additional direction may be found in the Official Guidelines for the Use and Display of the

United States Flag (excerpt from Chapter 10, Title 36, U.S. Code) included in AR 5.12, Flag
Protocol.




POLICE FACILITIES Oerations Order

2.7

PHOENIX POLICE DEPARTMENT Rev. 10/18 PAGE 11

10. C.

Displaying the Flag at Half-Staff

(1)

()

@)

All occasions of flying flags at half-staff at any police facility will be governed by AR 5.12.

. The Public Works Department director or designee will advise when special
presidential, gubernatorial, or mayoral proclamations are issued.

The Public Works Department will verify with the issuing authority all proclamations or
orders to fly flags at half-staff and disseminate the flag protocol details to the appropriate
City facilities.

For any other occasions, when the U.S. Flag is to be flown at half-staff, the Public Works
Department will initiate the appropriate action after requesting clearance or receiving
instruction from the proper authority.

11. NON-CITY EMPLOYEE CONTRACT AND SERVICE WORKERS AT POLICE FACILITIES

A

The administrator of FMB or designee (Facilities project manager) will be the liaison between the
contract custodial service and all service/contract workers for all police facilities.

The Criminal Justice Information Services Division (CJIS) of the U.S. Department of Justice
requires “support personnel, contractors, and custodial workers who access computer terminal
areas shall be subject to a state of residency and national fingerprint-based record check, unless
these individuals are escorted by authorized personnel at all times” [(4.5.1(h)].

(1)

()

®)

All requests for background checks for custodial or contract workers at any police facility
will be routed to the Strategic Information Bureau (SIB) for processing.

(a) SIB will conduct a full fingerprint-based records check as required by CJIS.
(b) The results will be forwarded back to the requestor for information and filing.

(c) Per CJIS, “if the person appears to be a fugitive or appears to have an arrest history
without conviction for a felony or serious misdemeanor, the computer security officer
(CSO) or his/her designee shall review the matter to determine if systems access is
appropriate” [4.5.1(d)].

. The administrators or designees of SIB and the Information Technology Bureau
(ITB) are the Department’s systems security officers (SSO), and will confer when
issues arise regarding adverse criminal history information for contract workers.

The requesting bureau/precinct should provide the following information in a memorandum
to SIB:

Name

Race and gender

Date of birth

Place of birth

Physical description

Social Security number

Address and telephone number

The capacity in which this person/s will be working

The requesting bureau/precinct should also attach a copy of the applicant’'s photo
identification and Social Security card, if available.

C. Upon a successful background check, photo identification cards will be issued by SIB, depicting
the contract worker’s role such as, Consultant, Custodial, or Construction.
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11. D. PHQ building occupants should refer the following matters to the Information Desk:

(1) All requests for special services not expressly written in the Custodial Maintenance
Contract.

(2) All complaints concerning custodial services.

(3) All problems involving contract janitorial employees who are the subject of pending criminal
investigations and/or when the employee's presence in the PHQ building may adversely
affect an investigation or case outcome.

. Problems, complaints, or special requests need to be forwarded, in writing, to the
Information Desk for filing and appropriate action.
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1. PURPOSE
A. To establish guides for the use, care and management of cellphones, smartphones, mobile

B.

devices, or mobile technology provided by the Department.

The use of Department-issued cellphones or mobile devices for any purpose other than in
accordance with City and Department policy is prohibited.

Administration

(1)

()

®)

(4)

®)

(6)

Department issued cellphones or mobile devices are for official city business and shall be
used responsibly.

. Phone calls, texts, or any other method of communication made from Department
devices will only be made for official City business.

Use of Department cellphones or mobile devices to correspond, purchase, search or for
any use of personal services not specifically authorized for City business is prohibited.

Employees using Department-issued devices or equipment have no expectation of privacy
in the use of the devices/equipment.

Employees shall only use Department-issued cellphones or mobile devices in accordance
with this policy, as well as applicable City Administrative Regulations (ARs) and all other
applicable City policies (security, computer use protocols, social medica, code of conduct,
use agreements, etc.).

Information generated on, processed by, or stored in a Department’s cellphone or mobile
device used to conduct official City business, as well as all related billing records, may be
required to be produced to a member of the public pursuant to Arizona public records laws
(Arizona Revised Statue (ARS) 39-121 through 39-122), a prosecuting agency request, or
court order.

Evidentiary recordings, such as photographs, audio or video recordings, and defense
interviews, shall not be captured or stored on a personal mobile device.

2. OPERATIONAL GUIDELINES

A

Equipment - Cellphones and related equipment will be issued at the Police Chief's discretion
and will remain in an employee’s possession until turned in or reissued.

(1)

()

Users shall not alter (including the color of the cellphone), remove, dismantle, or tamper
with any hardware or software component.

Only approved or issued cases for cellphones by the Department will be utilized.

Equipment Inspection - Prior to use each shift, employees will:

Ensure their cellphone is adequately charged.
Inspect the cellphone and accessories to ensure there is no visible damage and the
device is in good working order.

*

Any Visible damage or concerns about the functionality of the equipment will be
brought to the attention of the user’s/employee’s immediate supervisor as soon as it
is practical.
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2. B.

NOTE: In the event the cellphone or mobile device is lost or stolen, the employee will
notify their supervisor and shall call the Information Technology Bureau (ITB)
helpdesk, as soon as practicable, to report the loss in order to preserve the
security of the data and resources.

3. CELLPHONE PROCEDURES

A

Employees will review Administrative Regulation (AR) 1.64, City Policy on Cellular Equipment
and Service and will sign the City of Phoenix Policy on Cellular Equipment and Service
Employee Receipt located in the back of the AR.

The original will be filed in the employee’s division file, and a copy will be given to the
employee.

Rules Governing Use of City and Personal Cellular Phones While On Duty - In addition to the

policies outlined in AR 1.64 the following will apply to Department personnel:

(1)

(4)

(®)

(6)

While on-duty, personal calls will be limited to matters that require immediate attention;
these calls will be brief, kept to a minimum, and will not distract employees from their
assigned duties.

e  On-duty use of cellphones or mobile devices must not interfere with the completion of
the employee’s job responsibilities.

Employees will not use cellphones or mobile devices on duty to conduct off-duty,
business-related activity.

Employees are required to supply their immediate supervisor with the phone number of all
cellphones and/or mobile devices carried on duty.

Any employee assigned a City cellphone or mobile device will turn their phone/device in to
their immediate supervisor upon transfer to another squad/detail not currently issued
cellphones or upon separation from the Department.

e Supervisors will ensure issued City cellphones and their accompanying accessories
are accounted for and are in proper working order.

e Supervisors will also be responsible for securing returned cellphone or mobile device
equipment until re-issued to an incoming employee or forward the cellphone or mobile
device to the appropriate personnel assigned to inventory the devices and oversee
accounts.

Cellphones or mobile devices are issued to individual employees and are associated with
the employee’s City e-mail, calendar, and other applications approved by ITB.

. Each cellphone or mobile device is configured with the City’s authorized mobile
device management (MDM) application.

The following general rules for the use of cellphones or mobile devices shall be adhered to
(specific units may require modifications to the below due to the performance of their
assigned duties as approved by their supervisor):

(@) The mobile device management (MDM) application will not be removed from any
Department-issued cellphone or mobile device

. Removal of the application may result in the smartphone being wiped and
disabled.
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3. B. (6) (b) Employees shall not access the manufacturer's application store or download
applications, free or paid, from any public accessible application store or site on the
internet.

NOTE: Employees may download approved applications from ITB.
(c) Employees shall reimburse the Department for all unauthorized toll calls
(international, collect, etc.) made and received on Department-issued cellphones or
mobile devices.

(d) All terms and conditions set forth by the City, Department, wireless carrier, and
manufacturer shall be abided by.

(7) Use of Mobile Electronic Devices While Operating a Motor Vehicle

(a) Employees shall only use hands-free mobile electronic devices while operating a
motor vehicle.

e Use of such devices in and outside the scope of official duties shall be in
accordance with applicable laws and sound judgement.

(b) Emergent situations may occur which do not allow for hands-free communication, in
these instances caution and good judgement should be exercised.

C. Billing and Inspection

(1) The Fiscal Management Bureau will distribute monthly cellphone bills to the
bureau/precinct commanders/administrators to review and ensure each cellphone and
mobile device is assigned to the appropriate user ID/employee and cost center.

(2) Upon request, monthly cellphone bills will be forwarded to the division chief for periodic or
random inspection.

D. Digital Evidence Collection and Storage

NOTE: Specific units may require modifications to the below due to the performance of
their assigned duties as approved by their supervisor.

(1) Cellphones will not be used for evidentiary photography, or audio and video recordings.

(2) Only cameras or digital audio recorders authorized by the Forensic Imaging Unit are
permitted to be used for evidentiary purposes.
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1. COURT APPEARANCES
A. Notification of Court Appearance Request

(1) Employees will attend court or other quasi-judicial hearings, such as Motor Vehicle Division
(MVD) hearings, when notified to do so.

(2) Employees may be notified of a required court or other quasi-judicial proceeding by
subpoena, hearing notice, magistrate, or prosecutor.

(3) Supervisors will review all subpoenas with their employees on a weekly basis during

briefing.

. For work units that do no hold briefings, supervisors will conduct the weekly subpoena
review anytime during their regularly scheduled work week.

EXCEPTION: Laboratory Services Bureau (LSB) supervisors are exempt from the

weekly subpoena review.

Confirmation of Court Appearances - Employees will confirm the necessity of attending court

or quasi-judicial hearings by complying with the instructions on the subpoena and the
information in this order.

(1) Justice
Court/Superior
Court Subpoenas
(Including
Juvenile Division)

o Employees will comply with confirmation instructions on the subpoena.

e |f the subpoena does not contain confirmation instructions, employees will
be responsible for contacting the court the afternoon or morning prior to the
scheduled appearance to confirm the necessity to attend court.

e Officers may contact Juvenile Court Center (JCC) Intake after normal
business hours to confirm court for the following day. If officers are advised
they are not on the calendar, the intake officer will be asked to verify the
information via computer.

NOTE: See section 4.D of this order for further instructions.

(2) City Court
Subpoenas

General Information

e Employees will normally be subpoenaed into City Court by computer
notification lists, which will be honored as any other subpoena.

o Employees subpoenaed into City Court by an individually issued subpoena
will comply with confirmation instructions on the subpoena.

Morning Appearances

e Verification will be made by calling the Court Services Detail between 1600
hours and 1630 hours on the day before the scheduled appearance or after
0700 hours on the day of the scheduled appearance.

e The Information Desk may be contacted between 1700 hours to 0630
hours, to verify the need for morning City Court.

Afternoon Appearances

o Verification will be made by calling the Court Services Detail on the morning
of the scheduled appearance.

(3) Police Officer
Hearing Notices
Executive Hearing
Office
602-255-7737

e MVD issues Police Officer Hearing Notices to request the presence of
Department employees at Implied Consent Hearings and will be obeyed as
if they were subpoenas.

¢ Employees will comply with confirmation instructions on Police Officer
Hearing Notices.

e When employees are unable to appear as requested, they will notify MVD
as soon as possible.

e  Officers will submit court information and leave schedules, when requested,
to insure the MVD hearing can be scheduled so as not to conflict with any
other situations.
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1. C. Personal Appearance of Employees Attending Court

(1)

When appearing in court in a capacity related to official duties, employees will wear either
the official uniform or plain clothes conforming to the standards outlined in Operations
Order 3.15, Uniform Policy.

e  This does not include apparel worn in undercover assignments.
Employees will present a neat and clean appearance.
When appearing in court as litigants or witnesses in personal matters not related to official

duties, such as divorce or child custody hearings; no identifiable part of the uniform will be
worn.

D. Court Sign-In Procedures

(1)

ALL employees appearing in City Court will use the City Court Attendance Tracking
System on the computer terminal, located in the officer’s waiting room in the basement of
the Court building, in order to sign in and out of court.

e This procedure will be followed whether the employee is on or off duty.

Employees will enter their serial number in the field provided on the City Court's Check-
in/Check-out screen and click the “check-in” icon upon their arrival at court.

Employees will enter the courtroom number/s in which they will be appearing.

Any time employees are not in a particular courtroom as entered in the City Court
Attendance Tracking System; they will remain in the waiting room and inform the Court
Services Detail of their location.

Once employees are dismissed from court, they will log out of the City Court Attendance
Tracking System by entering their serial number into the computer terminal, and clicking
the “check-out” icon before leaving the Court building.

E. Employee Conductin Court

(1)
()

©)

(4)

®)

(6)

Employees will be on time for court sessions.

Employees will avoid any mannerisms that might imply disrespect to the Court or bring
discredit to the Department.

Employees will remain in the courtroom while Court is in session, unless otherwise
directed by the Court, giving their undivided attention and respect.

Employees will not smoke, indulge in private conversations while Court is in session, loiter,
or make unnecessary noise in the hallways or waiting room of the Court building.

Employees will have cases properly prepared for prosecution and be responsible for
obtaining related evidence from the Property Management Bureau (PMB) for presentation
to the court.

On duty employees will not linger in Court when it becomes apparent there will be a
lengthy delay in the proceedings and the employee’s presence is not required, such as
extended lunch recesses.

. Employees will return to service during such periods, if practical.
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1. F. Access to Traffic Court Bailiff Areas

(1)

()

(6)

Employees will not enter or remain in bailiffs’ rooms at City Traffic Court unless directed to
do so by court staff.

Employees directed into bailiffs’ rooms will use assigned public seating rather than Court
staff seating.

Employees will enter courtrooms only through the main public hallway.
Employees will not leave equipment in the bailiffs’ area.

Employees will not review citations or files in the bailiffs’ rooms.

. This can be done in the courtroom immediately preceding the hearing.

Court telephones are for use by Court staff.

. Employees will use the telephone in the police lounge or the pay telephone in the
Court lobby.

G. Testifying

(1)
()

Employees will be truthful at all times while under oath.

Testifying for the Defendant

(a) Employees subpoenaed or otherwise requested to testify or give a deposition for the
defense or plaintiff in any action against or involving the City or any government entity,
will notify their supervisor by memorandum upon receipt of the subpoena or request.

(b) The memorandum will include:

Date and time of appearance

Type of court and trial, such as civil, criminal, or traffic

Name of person on whose behalf the employee is to appear

Whether subpoenaed or requested due to knowledge of the case or as an
expert withess

(c) The memorandum will be forwarded to the Legal Unit.

H. Supervisor Verification of Employee Court Attendance

(1)

()

Supervisors will conduct a weekly City Court attendance verification by accessing the City
Court Attendance report on the Phoenix Police Department Information (PPD Info) Center.

EXCEPTION: LSB supervisors are exempt from the weekly City Court attendance
verifications.

To access the City Court Attendance report on the PPD Info Center, follow the below
steps:

(a) From the Home page, click on the “Report Center” tab at the top of the page.

(b) Under the Administrative Reports section on the upper left side of the page, click on
“City Court Attendance”.

(c) Enter all pertinent information in the fields provided and click “View Report”.
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1. H.

©)

Supervisors will document on the supervisor’s copy of the City Court Computer Notification
List whether or not the employee was on the City Court Attendance report for his/her
scheduled Court appearance.

. If the employee was scheduled for Court but was not on the City Court Attendance
report, supervisors will conduct follow-up to determine if the employee did not sign
in/out of the City Court Attendance Tracking System.

*  Appropriate action will be taken based on the supervisor’s findings.

2. CARRYING WEAPONS IN COURT

A

B.

Phoenix Municipal Court

(1)

()

©)

For the safety and protection of police employees, victims, withesses, spectators, judges,
and Court personnel, officers may carry their primary weapon while attending a City Court
proceeding.

EXCEPTION: At the request of the Court in a jury trial, officers will conceal their weapon
to preclude claims the jury was intimidated by the visible presence of a
weapon.

Armed, non-uniformed officers and plainclothes detectives entering the Court complex will
wear a clearly visible, Department-approved identification card or flat badge at all times
while in the Court complex. All officers will show their commission card and badge to
Court security upon entering the Court complex.

Armed undercover officers will display their Department-approved identification card and
badge to the security guard posted at the metal detector; thereafter, they are not required
to visibly display their flat badge while in the Court complex.

Superior Court

(1)

()

(%)

Officers in uniform or with visibly displayed law enforcement identification who appear in
Court as a witness pursuant to a subpoena issued in accordance with the officers official
duties, or for official business such as seeking a search warrant, may keep possession of
their weapons in the courthouse unless they are attending Court for any of following:

Family court case (child custody, divorce actions, etc.)

Criminal case (as a defendant)

Order of protection (either as a defendant or plaintiff)

Injunction against harassment (either as a defendant or plaintiff)

Eviction proceeding

Pre-disciplinary or disciplinary proceedings under which A.R.S. 38-1101 applies
(internal interviews an employer believes could result in dismissal, demotion, or
suspension)

e A party to any case (officer subject to civil litigation, jury duty, etc.)

An officer who is not readily identifiable as a law enforcement officer, either by reason of
uniform or a visible display of law enforcement identification, will not bring a weapon into
the courthouse.

Officers will not by-pass security sign-in, check-in, or screening by showing a police
identification badge.

Officers will follow the policy of each Judge as to whether weapons may be brought into a
particular courtroom or placed in a gun locker prior to entering a courtroom.

Officers on personal business may not retain their weapon or bypass security screening.
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2. B. (6)

(7)

(8)

The Court may suspend or terminate by-pass privileges for any police department which
has an officer violate Maricopa County Superior Court Administrative Order No. 2004-122

policy.

When an officer is escorting a protected witness to Court, the court will be informed and
the officer may bypass the security screening station and proceed to the appropriate Court
after the Court makes advance contact and arrangements with the security office.

When an officer receives an emergency radio request for service to Superior Court:

e  The radio supervisor will contact Maricopa County Sheriff's Office (MCSO) dispatch
by telephone to advise them of the request.

. MCSO dispatch will be responsible for notification of MCSO personnel assigned to
Superior Court and the Superior Court Security Office, allowing Phoenix officers
appropriate passage through the security screening station.

C. Federal Courthouses

(1)

Weapons in the Courthouse

(a) Officers are prohibited from carrying their firearm into the Sandra Day O’Connor
Federal Courthouse.

e Only U.S. Marshals are authorized to carry firearms in the Federal Courthouse.

(b) Officers will enter through the public entrance and secure their firearms in gun lockers
which are provided at the main entrance.

(c) Officers will pass through the magnetometer and continue to their destination.

(d) Officers with prisoner/s will enter the Federal Courthouse through the basement at the
Washington Street entrance and park in the sally port.

o Officers will secure their firearms in gun lockers located in the sally port prior to
removing their prisoner/s from their vehicle.

(e) Officers responding to an emergency situation; will be allowed to retain their firearms
when entering the Federal Courthouse, but may be escorted by security staff and/or
U.S. Marshals.

3. EMPLOYEES UNABLE TO ATTEND COURT

A. lliness or Other Emergency Situations

(1)

()

©)

Subpoenaed employees who cannot attend court or quasi-judicial hearing due to an illness
or other emergency situation must notify the appropriate prosecuting agency as soon as it
is evident they will not be able to appear.

. Employees unable to attend City Court will contact the Court Services Detail.

Employees will provide this information to their supervisor by memorandum at the
beginning of their next scheduled shift.

e  Supervisors will retain the information for a period of no less than four months.

If the illness or emergency precludes the employee from making this notification, the
employee’s supervisor must do so.




COURT APPEARANCES Operations Order

2.9

PHOENIX POLICE DEPARTMENT Rev. 06/13 PAGE 6

3. B. Employees on Industrial Leave

(1) Notification

(@)

(b)

When employees are injured and placed on industrial leave for an extended period of
time, they will submit the following documents to the Court Services Detail:

. Memorandum including the anticipated date when the employee will be able to
appear in court
. Court Continuance Request Form 80-87D

If employees are unable to complete the required documents, their immediate
supervisor will be responsible for submitting the memorandum and Court
Continuance Request form.

(2) Routing of Notification Paperwork - The information will be forwarded to the County

Attorney and the City Prosecutor by the Court Services Detail.

(@)

(b)

The prosecuting authority may request the affected cases be continued or dismissed
without prejudice.

Employees may, when available for appearance, request the prosecuting authority to
re-file the affected cases dismissed without prejudice.

C. Employees on Authorized Leave

(1) Definition

(@)

(b)

Authorized leave includes:

e  Approved vacation and compensatory leave
e  Approved training

Authorized leave may include an employee’s N-days when, in the judgment of the
employee’s supervisor, the reasons for requesting court leave on N-days are
legitimate.

(2) Court Continuance Request Form 80-87D

(a)

(b)

Employees will submit a Court Continuance Request form whenever they will not be
available for court because of approved vacation, training, or other types of
authorized leave.

. Employees will fill out the Court Continuance Request form completely, providing
all necessary information in each applicable section.

. Employees are reminded court attendance supersedes training and they are
expected to attend Court when subpoenaed.

The Court Continuance Request form will be reviewed by the employee’s immediate
supervisor for completeness and accuracy prior to being forwarded to the Court
Services Detail.

. Supervisors will review the subpoena list to determine if the employee is
scheduled for Court during the requested leave.

. Leave that is requested over a scheduled “date certain” (DCJT) case will not be
approved by the employee’s supervisor with the exception of emergency
situations.
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3. C. (2

(c)

The Court Services Detail must receive the approved Court Continuance Request
form 30 days in advance of the requested leave.

. If employees believe the Court Continuance Request form may not be received
by the Court Services Detail 30 days in advance of the leave, they may
telephone the detail.

. Employees will immediately notify the Court Services Detail when incorrectly
subpoenaed.

(3) Leave Requests Less Than 30 Days in Advance - City Court

(4)

4. SUBPOENAS

(a)

(b)
(c)

(d)

Requests for City Court continuances less than thirty (30) days prior to the court date
may only be requested in emergency situations or when there is a court conflict, such
as Superior Court or Justice of the Peace (JP) Court, for the same date and time.

. Employees will not contact the City Prosecutor’s Office to request a continuance.

e  Employees will submit a Court Continuance Request form to be considered for
approval by their immediate supervisor.

¢ A memorandum must be attached to the form detailing the emergency and will
have the approval of the employee’s bureau/precinct commander/administrator.

e  Court Continuance Request forms submitted less than 30 days before the leave
date will be considered on a case-by-case basis.

The Court Services Detail will log the request and notify the City Prosecutor’s Office.
The employee will be notified by the Court Services Detail if the request is granted.

. If the employee is not notified, they are expected to appear in court.

. MVD hearings do not take precedent over any criminal court in which the

employee has been subpoenaed to appear.

Continuances requested less than 30 days in advance should not be granted when
the employee is scheduled for training on the same date as the subpoena.

. This applies for City Court, Superior Court, JP Court, and MVD hearings.

Leave Requests Less Than 30 Days in Advance for All Other Courts - When requesting a

Superior Court, JP Court, or MVD hearing continuance less than 30 days prior to the court
or hearing date, the request may be made directly to the County Attorney’s Office or MVD.

A. Employee Responsibilities

(1) Employees will accept all subpoenas legally served and make every effort to be available
at the designated time.

()

Suspended employees are required to testify when subpoenaed and are entitled to
compensation at straight time, or overtime compensation if the subpoenaed court time by
itself or combined with the employee’s regular duty hours exceeds a 40 hour work week.
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4. B. City Court Computer Notification List

(1) Designated personnel will distribute City Court computer notification lists as follows:
(a) The original will be placed in the squad sergeant’s in-basket.
(b) A copy will be placed in the appropriate lieutenant’s in-basket.

(c) The subpoenaed employee will be given a copy of the list and initial and date the
original subpoena.

(2) The City Court Computer Notification List does not require return of service.

C. Service of Criminal Subpoenas

(1) Court Services Detail Responsibilities

(@) The Court Services Detail will accept delivery of subpoenas for service upon
Department employees only if there is sufficient time prior to the date of appearance
to arrange service upon the individual/s named in the subpoena.

e Three (3) business days are considered a sufficient amount of time prior to the
date of the appearance.

. Subpoenas will be accepted for service in connection with criminal cases and
MVD administrative hearings only.

. Subpoenas for non-employees will be handled by the Judicial Process Detail.

(b) The Court Services Detail will forward the original subpoena to the appropriate
bureau/precinct for service by the employee’s supervisor or, if the supervisor is not
available, any Department supervisor.

(c) Inthose instances where (3) business days’ advance notice is not possible, or where
in-person service upon the employee is requested, the Court Services Detail will
provide information regarding the work site/hours of the employee to be subpoenaed.

(2) Bureau/Precinct Responsibilities - Each bureau/precinct commander/administrator will
designate specific personnel as the reception point for subpoenas.

(a) These designated personnel will be responsible for the following:

e  Receiving and distributing subpoena

. Establishing procedures to ensure subpoenas requiring the completion of a
certificate of service are served in person on the subpoenaed employee

. Maintaining a log for individually issued original subpoenas, and after logging
each subpoena, designated personnel will initial and date the subpoena

. Ensuring subpoenaed employees receive subpoenas prior to the court date

(b) Designated personnel will check employee duty hours to determine if the employee is
scheduled to work prior to the court date.

(c) If the subpoenaed employee is scheduled to work prior to the court date, the
subpoena will be placed in the appropriate supervisor’s in-basket.
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4. C. (2) (d) Ifthe employee is not scheduled to work prior to the court date, designated personnel
will make two attempts to contact the employee at the employee’s residence
(consideration will be given to the employee’s duty hours so as not to unduly disturb
the employee).

. Upon notification of the employee, the Employee Notification portion of the
Subpoena Notification Form 80-220D will be completed and placed in the
employee’s supervisor’s in-basket with the subpoena.

. If the employee cannot be contacted, an on-duty supervisor will notify the Court
the employee cannot be contacted prior to the court date.

. The on-duty supervisor will complete the Court Notification Non-Attendance
portion of the Subpoena Notification form and place it in the employee’s
supervisor’s in-basket with the subpoena.

(e) If designated personnel receive information by telephone an employee is subpoenaed
for Court, they will record this information on the Subpoena Notification form and
follow the procedures outlined in section (2)(d) above.

(8) Supervisor's Responsibilities

(a) Supervisors will serve affected employee/s with the subpoena and provide copies if
desired.

(b) Following service of the subpoena, the supervisor will complete the Certificate of
Service, normally located at the bottom of the subpoena, and route the original
subpoena back to the Court Services Detail.

e When a supervisor finds a subpoena with an attached Subpoena Notification
form, the supervisor will complete the notification for service and return the
subpoena to Court Services.

e |f the subpoena is a Duces Tecum for evidence only that is not available, the
supervisor will document the reason for non-service on a Subpoena Notification
form and return the subpoena to Court Services.

(c) If the employee is off duty, on a special detail, or temporary transfer and will not return
to work prior to the court date, the supervisor will ensure the employee is properly
notified of the impending court case.

e Supervisors will complete the Certificate of Service on the original subpoena, with
a notation of how and when the employee was notified, and return it to the Court
Services Detail.

e If an employee cannot be reached prior to a scheduled court appearance, the
supervisor will notify the Court of the employee’s absence, reflect the appropriate
information on the Subpoena Notification form, and return the subpoena to The
Court Services Detail.

(d) Each bureau/precinct commander/administrator will be responsible for establishing
measures to ensure subpoenas are served during a supervisor’s absence.

D. Criminal Subpoenas From Other Jurisdictions (FOJ)

(1) Out of State Subpoenas

(a) City business time may be allowed.

(b) The requesting agency will pay for travel and lodging costs.
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4. D. (2) In State Subpoenas Outside of Maricopa County

(a) City business time may be allowed; any overtime needed is at the discretion of the
employee’s assistant chief.

(b) No city vehicle will be allowed for travel.

(c) If there are travel related costs, the employee’s supervisor will contact the Fiscal
Management Bureau (FMB) administrator. The FMB administrator will contact the
other agency to negotiate any shared costs.

(d) These incidents will be reviewed on a case-by- case basis.

(3) Inside Maricopa County Subpoenas
(a) City business time may be allowed.
(b) City vehicles may be allowed.

(4) Documentation of Subpoenas

(@) For all FOJ subpoenas employees will complete a memorandum regarding the

subpoena which will include the following information:

. Synopsis of the case, including the employee’s involvement.

. The number of days the employee will be required to be away from work.
e A point of contact with the prosecuting authority.

. Travel arrangements with transportation and lodging information.

(b) Forward the memorandum through the chain of command for approval by the

employee’s division commander.
E. Civil Subpoenas
(1) Any process server attempting to serve a subpoena that is not directed to a specific
individual for a civil action will not be accepted.
(2) All civil subpoenas naming a specific individual must be served on that individual.
. Civil subpoenas may not be accepted by any other person.
F. Grand Jury Appearances

(1)

()

©)

(4)

The Grand Jury process used in Maricopa County does not allow for notification of officers
by use of a subpoena.

Notification by telephone from the County Attorney’s Office regarding Grand Jury
appearances are made with as much as a week’s natification to as little as 12 hours.

Employees must be notified by telephone.

(a)

(b)

Designated personnel will follow the procedures contained in the section titled
“Supervisor's Responsibilities” of this order to notify officers when testimony is
requested before a Grand Jury panel.

A Subpoena/Jury Notification Form 80-220D will be completed.

Officers will accept the telephone call or message and honor it as if it were a subpoena.
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5. EMPLOYEES REQUIRED TO APPEAR AS WITNESSES

A. Leave From Duties - Employees will normally be allowed leave from their duties without loss of

pay for the time actually required to serve as a witness in answer to a subpoena or summons.

(1) Relating to Official Duties

(a) If an employee is out of town for more than one day in response to a subpoena, and
they are not listed in LOTS, then the employee will complete a Leave Request
Form 80-80D.

(b) This type of leave is permitted with pay as City business time.

(2) Not Relating to Official Duties

(a) Employees must request leave for this witness service.

(b) When this type of leave request is submitted, it will be the responsibility of the
employee’s immediate supervisor to review the subpoena, prior to granting
permission.

(c) Leaves will be granted; however, employees must take vacation time, compensatory
time, or leave without pay to honor these subpoenas.

Witness Service Fees - Employees receiving a fee as the result of being subpoenaed for
witness service (including travel expenses and subsistence) relating to their official duties or
status as a Department employee will comply with the following procedures:

(1) Employees will complete a memorandum notifying their supervisor of their receipt of the
fee and its purpose.

e The fee (cash or endorsed check) and a copy of the subpoena will be attached to the
memorandum.

(2) The supervisor will then forward the memorandum with the attachments (cash or endorsed
check, subpoena, etc) to the FMB.

Reimbursement for Travel - If the subpoena and fee are for an appearance outside the City
relating to their official duties, involving expenses for travel, food, and lodging, the employee will
comply with the procedure outlined in this section.

(1) A memorandum will be forwarded through the proper channels to FMB two weeks in
advance to receive funds for travel, food, and lodging (which will be paid in advance if
necessary) from the City.

(2) Within (3) days of their return from witness duty under these conditions, employees will
submit their expense receipts for the trip and complete the necessary travel report forms at
FMB.

Expert Witnesses - When employees are subpoenaed into court as expert withesses, they will
be subject to the following regulations:

(1) If the information or knowledge to be used as testimony has been gained through any
investigation conducted while on duty (including any investigation performed during
overtime), employees will not be allowed to retain any fees for testimony.

(2) Payment of fees will be handled as directed in section 5.B of this order.
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6. DEFENSE INTERVIEWS

A. Cases Under Jurisdiction of City Prosecutor

(1) Scheduling Procedures

()

(@)

(b)

(c)

(d)

Employees receiving requests for defense interviews will contact the defense
attorney’s office by telephone or email within 24 hours of receiving the request to
schedule the interview.

Employees will schedule the interview at a mutually agreed upon location,
coordinating the date and time with their supervisor.

. The interview may be conducted by telephone if approved by a supervisor and it
is mutually agreeable with the attorney.

. If the telephone call is conducted while employees are off duty, overtime is
authorized pursuant to the conditions of the Memorandum of Understanding
(MOU).

If the employee and the attorney are unable to establish a mutually acceptable time
for the interview, the attorney will be referred to the employee’s supervisor.

e  The supervisor will take the necessary steps to schedule the interview, such as
authorize overtime.

If employees are unable to contact the defense attorney by telephone, an interview
time suitable to employees and their supervisor will be selected.

. Employees will complete the second portion of the Letter of Confirmation Form
80-221DA.

e The form will be placed in an addressed envelope and forwarded to the
Information Desk for mailing within one working day after the employee has
attempted to contact the attorney’s office.

Appropriate Times to Schedule Defense Interviews

(@)

(b)

(c)

Employees assigned to Shift | and Shift Il will schedule the interviews between the
hours of 0800 and 1800, Monday through Friday, during their regular work hours.

Employees assigned to Shift 11l will also schedule interviews between 0800 and 1800
hours at a mutually agreed upon time and location.

Overtime for Shift | and Shift Il employees will be authorized only when the
employee’s supervisor approves overtime scheduling prior to the interview and only
when the interview cannot be scheduled on duty.

Letter of Confirmation Form 80-221DA

(@)

(b)

Within one working day after scheduling the interview, employees will prepare and
email a Letter of Confirmation form to the attorney.

Employees will forward a copy of the Letter of Confirmation form to the City
Prosecutor’s Office through inter-Department mail or by email.

. Employees will provide a copy to their supervisor.
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6. A. (4) Cancellation of the Interview

(®)

(6)

(@)

(b)

If the defense attorney cancels the interview, the interview will be rescheduled
following the procedures in sections 6.A.(1) through 6.A.(3) of this order.

If an employee must cancel an interview, the employee or the supervisor will contact
the defense attorney’s office as soon as possible to reschedule the interview.

Audio Recording Interviews

(@)
(b)

(c)

Employees may audio record interviews at their discretion.

If an employee decides to record the interview, it will be their responsibility to obtain
an audio recorder (employees will not provide an audio recorder for the defense
attorney).

Employees will indicate on the Defense Interview Form 80-221D whether or not the
interview was audio recorded.

Defense Interview Form 80-221D

(a)

(b)

(c)

(d)

The top portion of the Defense Interview form will be properly completed at the time of
the interview.

Employees are expected to comply with directions printed on the middle portion of the
form.

Upon conclusion of the interview, employees will complete the bottom portion of the
Defense Interview form.

e |[f the interview was recorded, the case number and the defendant’s full name will
be recorded on the audio.

o The Defense Interview form and the audio recording will be placed in an envelope
with the case number and the defendant’s full name written on the front.

e The envelope will be forwarded to the City Prosecutor’'s Office through inter-
departmental mail.

o Employees will provide a copy of the Defense Interview form to their supervisor.

If the defense attorney fails to attend the interview within 15 minutes of the scheduled
time, employees will document this fact on the bottom portion of the Defense
Interview form and forward the form to the City Prosecutor’s Office.

B. Cases Under Jurisdiction of the County Attorney, Attorney General, or U.S. Attorney

(1) Defense interviews involving cases under the jurisdiction of the County Attorney, Attorney
General, or U.S. Attorney will be scheduled with the assistance of the prosecutor assigned
to the case.

()

(@)
(b)

The prosecutor will normally attend the interview.

The prosecutor will be allowed to set the date, time, and location of the interview with
consideration given to the employee’s work hours and days off.

For cases under the jurisdiction of the County Attorney, employees may contact the
prosecutor assigned to the case for assistance.

The name of the specific prosecutor can be obtained by calling the County Attorney’s
Office at 602-506-3411.
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6. B.

(3) Employees will provide advance notification of interviews to their supervisor for information
and scheduling purposes.

7. OTHER INTERVIEWS AND DEPOSITIONS

A

B.

Interviews

(1) The granting of interviews with attorneys involved in civil litigation, or insurance
investigations, will be at the discretion of individual employees when requests for
information are received other than by lawful subpoena.

(2) When the City is a defendant in civil litigation, employees will coordinate all interviews
regarding the case with the City Attorney’s Office.

(3) Interviews not involving the City as a defendant will be scheduled in accordance with
section 6.A. (1) of this order.

Depositions

(1) When an employee receives a subpoena to be present at any type of deposition, the
employee will appear as directed by the subpoena.

(2) If a conflict exists (training, vacation, etc.), the deposition may be rescheduled if involved
attorneys agree.

(3) If the deposition cannot be rescheduled, the employee will appear as directed.

8. BRADY DISCLOSURE PROCEDURES - Brady v. Maryland and a series of court decisions that

require prosecutors to inform a defendant of potentially exculpatory information, including any
conduct or information that concerns the credibility of an employee’s testimony.

A

Potential Brady disclosure material may deal with issues of honesty, integrity, bias, and/or moral
turpitude.

It is the responsibility of all Department employees who may be potential withesses to notify the
prosecutor immediately of their status, if:

e  The Department and/or the Maricopa County Attorney’s Office have notified an employee
that they have had material from the employee’s file sent over for review as to whether
their names should be added to the Law Enforcement Integrity Database (LEID).

*  This notification will be made unless the Maricopa County Attorney’s Office has
notified the employee of the results of their file review and they are not on the LEID.

) The employee is aware of potential exculpatory information that the Department is not.

o This notification will be made upon a request for court appearance, testimony, or interview
by a prosecutor’s office which includes Federal, State, County and/or Municipal courts.

o Notification made to an employee may include but is not limited to telephone, letter,
subpoena, and other written or electronic communication.

Failure to comply with the aforementioned notification may result in disciplinary action (see
Operations Order 3.18 for more information).

Employees should be aware the Department may forward allegations or other types of
information to a prosecutor that is not necessarily covered under these requirements.

Employees with questions about Brady disclosure procedures who are aware of potential
exculpatory information that the Department is not aware of may contact the Legal Unit for
advice.
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1. NON-CITY CASH FUNDS
A. Definition - Any continuing fund established for more than 30 days collected from and
maintained for the convenience of police employees.
B. General Guidelines

(1) A non-City cash fund is intended to take care of coffee purchases, etc.

(2) The Chief of Police will be responsible for ensuring proper procedures are followed in
reporting non-City cash funds.

(3) Non-City cash funds will be kept separate from any City funds.

(4) The operation of non-City cash funds will not provide distribution of any profits or income
to the participants.

(5) Advances on pay or other similar loans to employees will not be permitted from any non-
City cash funds.

(6) Department bureau/precinct non-City cash fund account balances will not exceed $5,000
at any given time throughout the calendar year.

(7) Bureau/precincts will abide by IRS tax code 501(c)(4), Publication 557, regarding “Local
Employee Associations,” in order to maintain tax exempt status for their respective
“cantinas.”

C. Responsibility

(1) Funds are the responsibility of employees and may be maintained for the convenience of
employees.

(2) Employee participation in any such fund is strictly voluntary.

(8) The City assumes no responsibility for fund losses.

D. Non-City Cash Fund Committee

(1) All work units with non-City cash funds will establish a committee representing the
employees of the work unit.

(2) The committee will make decisions affecting the fund.

(3) Iltems other than normal supplies will require committee approval if the cost is more than
$50.

E. Accountability for Funds

(1) Bank Accounts

(a) Bank accounts containing non-city cash funds should neither reference the name of
the City of Phoenix nor use the City’s tax identification number.

(b) A bank or credit union account for a non-City cash fund may be opened at the
discretion of the bureau/precinct using an employer identification number (EIN) or an
individual’'s social security number (SSN).
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1. E. (1)

(2)

(c) To obtain an EIN, go the IRS website, IRS.gov.

Maintaining Records

(a) Non-City cash fund records will itemize each transaction with corresponding receipts.

(b) These records will be kept on a computer spreadsheet or written in ink in a ledger
book.

(c) Any corrections require a single line through the error and the proper amount written
beside the error with the initial of the person making the correction.

F. Non-City Cash Fund Reports

(1)

(2)

©)

(4)

The Compliance Unit will report each non-City cash fund to the City Treasurer:

¢ Annually by July 315t of each year.
e At the time any new non-City cash fund is established

Forms used for reporting this information will be distributed to all bureaus/precincts at the
first of the fiscal year.

All required reports will include:

Purpose for which the fund is maintained
Name of individual responsible for the fund
Account number, if the fund is kept in a bank
Location of the fund (bureau/precinct unit)
Dollar amount of the fund

Units will submit reports of non-City cash funds by July 10" of each year to the
Compliance Unit, and they will prepare a consolidated report for the Department.

2. REIMBURSEMENT FOR EXPENSES INCURRED WHILE ON CITY BUSINESS

A. Purpose

(1)

()

©)
(4)

To establish Department procedures for reimbursement to police employees for expenses
incurred in the conduct of City business.

This includes small expenses for one-day activities such as business lunches, meetings,
conferences and conventions conducted within the county.

Travel expenses and alcoholic beverages are specifically excluded.

Administrative Requlation (AR) 2.28 governs these expenditures.

B. Expenditure Account

(1)

()

The reimbursement will be charged to the general ledger account number that is
appropriate for the item/service purchased.

General ledger account numbers can be obtained from the bureau/precinct administrative
sergeant or their civilian equivalent, or by calling FMB’s accounting section.
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2. B. (3) Reimbursements may not exceed the budgeted amount without written approval by the
City Manager’s Office.
(4) No advance payment will be made to an employee.
C. Approval Guidelines
(1) The bureau/precinct commander/administrator who is delegated as the authority in writing
must approve all expenses to be reimbursed under this regulation.
(2) Prior verbal approval from a division commander will be noted on the Employee Expense
Reimbursement Form 150-11D.
D. Procedures

(1)

()

©)

After incurring the expense, the Employee Expense Reimbursement will be completed
and receipts or other proof of expense will be attached.

The completed form will be routed through the approving division commander for
signature.

The completed form will be sent to FMB.

o FMB will review and approve the reimbursement request and forward the form to the
finance department for processing.

3. PURCHASE REQUESTS - This policy applies to all Department employees making Department

purchases and establishes the method for requesting approved budget expenditures.

A

Supply Requests - are for usual commodities such as film, forms, and other office materials

stocked at Property Management Bureau/Police Supply.

(1)

()

©)

Office supplies not normally stocked at Police Supply can be ordered from the contract
vendor.

Orders for supplies may be made to Police Supply via e-mail using the Police Supply
Request format or by sending a Police Supply Requisition Form 80-199D.

e These requests require the approval of the bureau/precinct administrative sergeant.

Purchases from the contract vendor require approval of the bureau/precinct administrative
sergeant on the order form provided by Police Supply.

Petty Cash Purchases

(1)
()

@)

Petty cash is to be used only for infrequent unanticipated expenditures.

Petty cash for commodities can only be requested if the item cannot be obtained through
police supply, the contract vendor or the warehouse stock of the City of Phoenix Division
of Purchases and Stores.

The cost of the item cannot exceed $100, including tax.
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3. B. (4)

®)

(6)

(7)

(8)

9)

A purchase cannot be made from the same vendor or for like items more than once every
seven days.

Employees must write a memorandum that includes:

Explanation of the need for the item

Name of the vendor where the item may be purchased

Cost of the item, to include sales tax

Proper cost center and general ledger account numbers from which the purchase will
be made

Cost center and general ledger number are available from the bureau/precinct
administrative sergeant, or civilian equivalent, or the FMB accounting section.

Petty cash purchases must be approved by the bureau/precinct commander/administrator,
or lieutenant level designee (the Acting Bureau Commander), within the employee’s chain
of command.

Once the purchase is approved, the employee will take the memorandum to FMB, where
the employee will obtain a petty cash receipt book.

The employee will carry the petty cash receipt book to the vendor where the purchase is
to be made.

. The employee will have the vendor sign the petty cash receipt book once the
purchase is made.

° The employee will also sign the book in the space provided.

. A receipt for the purchase will be obtained from the vendor.

C. Departmental Purchase Orders - Will not exceed $1000, including tax, shipping and handling.

(1)

()

@)

(4)

(®)

The Request for Departmental Purchase Order Form 80-534 requires price estimates
from three vendors that meet the City’s Affirmative Action guidelines.

At least one of the three vendors contacted should be from the M/W/DBE Directory and
should be highlighted on the Request for Departmental Purchase Order.

Employees will complete a Request for Departmental Purchase Order.

. If the item is not budgeted, a memorandum must accompany the form explaining the
need and providing the source of funds for the purchase.

The Request for Departmental Purchase Order must be approved by the bureau/precinct
commander/administrator.

Purchases exceeding $1000 cannot be made from the same vendor or for like items more
than once every 30 days.

D. Department Purchase Requisition (DPR) - Required for purchases of items that exceed a

value of $1000.

(1)
()

A memorandum detailing description, cost, and need will accompany the form.

Requests for computer equipment/software must be approved by the Computer Services
Bureau (CSB).
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3. D. (3) A DPR requires the approval of a bureau/precinct commander/administrator (with the
exception of previously delegated expenditures).
4. PURCHASE OF SERVICES
A. The selection process for the purchase of services is described in
Administrative Regulation 1.74.
B. Professional services or projects that will exceed $5,000 in one fiscal year are required to
follow a formal selection process.
e FMB’s accounting section can provide guidelines and assistance with the selection
process.
C. All service contracts must be in writing and contain a dollar amount as well as a completion
date.
D. Contracts will be monitored for performance by the bureau/precinct, and FMB will monitor
contract payments.
E. FMB’s accounting section can provide assistance with the completion and formal execution of

service contracts.
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1. PURPOSE
A. Establish procedures to be used by all personnel when accounting for undercover fund activity
in order to ensure a clearly defined audit trail

B. Establish a procedure to obtain funding

C. Ensure the physical safekeeping of disbursed funds

D. Ensure expenditures are legitimate and appropriate

2. UTILIZATION OF UNDERCOVER FUNDS

A

The United States (U.S.) Department of Justice Asset Forfeiture and Money Laundering and
Asset Recovery Section establishes directives that participating agencies must follow to obtain
and use equitably shared (asset forfeiture) funds.

Work units utilizing undercover funds should refer to the Guide to Equitable Sharing for State,
Local, and Tribal Law Enforcement Agencies for further information regarding permissible and
impermissible uses of these funds.

3. OBTAINING UNDERCOVER FUNDS

A

Availability of Funds - Funds for undercover purposes are available from the following sources:

. Fiscal Management Bureau (FMB) through the chain of command
e  Other justice system agencies in the form of project grants

Procedures - An undercover fund may be maintained in any bureau or precinct with the approval
of the respective assistant chief.

(1) Money for all undercover funds will be disbursed by FMB’s administrator.

(2) FMB’s administrator will maintain the checking account from which undercover funds are
disbursed.

e Anyrequested withdrawals from this account will require two signatures.

(3) A memorandum or email will be submitted to FMB’s administrator when requesting funds
from this account.

(@) The memorandum or email request will be approved by the commander/administrator
of the requesting bureau/precinct and forwarded to FMB.

(b) The requested amount shall be disbursed to an individual designated by the
bureau/precinct commander/administrator.

(4) Lieutenants will be responsible for disbursing funds to members of their work unit as
necessary.

4. RESPONSIBILITY FOR UNDERCOVER FUNDS

A

Bureau/precinct commanders/administrators will be responsible for the expenditure of
undercover funds within their respective bureau/precinct.

It will be the responsibility of each police employee to whom money is disbursed to provide
adequate safekeeping to avoid loss or theft of funds.
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4  C. Officers will not use personal funds to make controlled purchases of illegal drugs or any other
items that may be of evidentiary value for investigative purposes.

o  Officers will, with a supervisor’s approval, request undercover funds for such purchases.

5. EXPENDITURE LOG

A

B.

Definitions:

(1) Disbursement | ¢ Transfer of money from one person to another within the Department

(2) Expenditure ¢ Use of money for the purchase of evidence, investigative travel, or for community

relations purposes

(3) Advance e Use of undercover funds for purposes for which reimbursement will be received

in the future
e Normally authorized only when there is insufficient time to obtain funds through
normal procedures

(4) Advances e Reimbursement of advanced funds
Reimbursed

EXAMPLE: An officer or supervisor receives a City warrant to replenish work
unit funds that were used as an advance.

Criteria for Use of the Expenditure Log

(1) All police personnel involved in receiving, disbursing, or expending undercover funds will
use the Expenditure Log Form 80-136D.

(2) Exceptions to utilizing the Expenditure Log to record all activity involving undercover money
may be obtained through a chain of command memorandum.

(a)
(b)

A copy of the approval will be forwarded to FMB.

The memorandum will explain why the waiver is sought and will provide explanatory
information reference the accounting methodology to be used that will replace all or
part of the Expenditure Log and related authorized forms.

Completion of the Expenditure Log

(1) General Information

(a)

Personnel will record all monetary transactions on the Expenditure Log on the date of
occurrence.

e  This includes all monies received

. The transaction must also be recorded in the Disbursed To block on the left side
of the Expenditure Log.

. The transaction will not be recorded on the worksheet side of the Expenditure Log.

Personnel will complete all applicable spaces in ink on the front of the log.

. Entries must coincide with the explanations and amounts listed on the back of the
Expenditure Log.

. White-out or scratch-outs are not acceptable on the Expenditure Log.

. If an error is made, a single line will be drawn through the error and will be initialed
by the person completing the log.

(2) Worksheet Side of Expenditure Log

(a)

The worksheet side of the Expenditure Log will show detailed data for future reference
and accountability.




UNDERCOVER FUNDS ACCOUNTABILITY

Operations Order

2.11

PHOENIX POLICE DEPARTMENT

Rev. 12/19 PAGE 3

5.

C. (2) (b)

(c)

(d)

(e)

Explanations should be concise but complete.

. Explanations must be complete enough to be clear in any future review of the
Expenditure Log.

Whenever an expenditure is connected with a specific case, the officer will include the
Incident Report (IR) number on the log.

. In the case of a sting operation, the project case number can be used on the log.

All personnel will recap their expenditure activity according to the Expenditure Symbol
and Definition Summary (section C.(3) below).

The Expenditure Log will serve as a receipt for funds spent.

. If receipts are received, they will be stapled to the Expenditure Log.

(3) Expenditure Symbol and Definition Summary

Beverages - Officer

TYPE SYMBOL DEFINITION
(@) Pornography P Amount of money spent on pornographic material purchased in
conjunction with an investigation or amount spent on movies in
bookstores
(b) Gambling G Funds spent of bets and wagers in conjunction with gambling
investigations
(c) Narcotics NR Funds spent by officer or Information Source on reliability buys
Reliability Buy
(d) Narcotics Case NCB Funds spent on drugs purchased for case or “no prosecution
Buys case” buys
(e) Evidence EP Funds spent on the purchase of stolen property or contraband
Purchases other than narcotics
(f) Alcoholic AB Funds spent on alcoholic beverages purchased for self or other

officer

(g) Alcoholic ABO Funds spent on alcoholic beverages for others (bar patrons,
Beverages - Other etc.) but noton an IS
(h) Cover Expenses CE Funds spent in order to gain admittance to nightclubs, social
clubs, etc.
(i) Investigative - IF Funds spent on food, soft drinks, and tips directly relating to an
Food, Soft Drinks investigation, checking activities at a bar, etc.
(J) Investigative - 10 Funds spent on pool games, video games, hotel rooms used for
Other surveillance, etc.
(k) Information ISP Funds paid to an IS for information or services rendered, record
Source Payment related IR number or IS number.
() Information ISO Funds paid to or on behalf of an IS for alcoholic beverages,
Source - Other food, cigarettes, lodging, etc., unless the IS is a protected
witness
(m) Witness WP Funds spent on behalf of witnesses relocated for their
Protection protection, including travel, food, and incidentals
Receipts must be attached to Expenditure Log with related IR
number, etc.
(n) Special Program SP Funds spent on community relations programs
(o) Food - Official FOB Funds spent on coffee, lunches, etc., in conjunction with City
Business business or connected with an investigation
(p) Massages/Table M Funds spent for massages and/or table dances during
Dances investigations involving such activities
Tips paid out in this category will be listed separately: for
example, massage $40/Tip $10, Table Dance $15/Tip $5.
() Investigative IT Expenses related to investigative travel: for example, per diem,
Travel transportation, and lodging outside of Maricopa County
(r) Investigative IE Purchase of items needed to further criminal investigations: for
Expenses example, computer storage devices and tools and other

unforeseen items needed to process crime scenes
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5. C. (3) Expenditure Symbol and Definition Summary (Continued)
TYPE SYMBOL DEFINITION
(s) Other Expenses OE Funds spent for expenses not covered by above categories: for

example, VITALE (reversal)

Explanation must be provided.

List any lost or stolen funds here with IR number and copy of IR
attached.

D. Information Source (IS) Expenditures

(1) General Information

(a) Ifthe expenditure is related to the use of an IS, the 1S’s identification number is required
on the Expenditure Log.

(b) As a general practice, an IS should only be paid after either a service has been
provided (introduced an officer to a narcotics dealer, burglar, fence, etc.) or intelligence
information has led to the making of a case.

(c) Advance payments will not be made unless the matter is first approved by a supervisor
of the rank of lieutenant or above.

(d) The amount paid to an IS will vary based upon the importance of the case and the
relevance of the information or service provided by the IS in making a case.

(e) Payments up to $500 must be approved by the bureau supervisor at the rank of
sergeant or above.

(f) Payments of more than $500 and up to $3000 must be approved by the bureau
commander or designee.

(g) Payments of more than $3000 must be approved by the Police Chief or designee.

(h) Information expenditures should be based primarily upon defined objectives outlined
in Operations Order 4.22, Information Sources.

(2) Receipts - Receipts will be used for all information source payments.

(a) Each IS payment will be witnessed by a backup officer.

. The backup officer will sign the receipt and note the transaction on the
Expenditure Log.

The original receipt will be paper-clipped to the money sheet.

The reviewing supervisor will transfer this receipt to the respective source’s file.
A copy of the receipt will be stapled to the disbursing officer's Expenditure Log.
A copy of the receipt also will be sent to the Intelligence and Investigations Unit
lieutenant of the Homeland Defense Bureau (HDB).

(b) A notation of the payment will be made on the Expenditure Log.
(c) The following information will be included on the Expenditure Log:

Date and location of the payment transaction

A brief explanation

IS’s identification number

Type of transaction (purchase of information, narcotics, etc.)
IR number
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5. D. (2) (d) The reviewing/approving supervisor will initial the entry next to the listed transaction
on the log.
E. Inspection of Expenditure Logs

(1)

Submission of Logs to Supervisors

(@) Weekly o Officers assigned to the below listed bureaus/units will submit their Expenditure

Logs to their supervisor every week.

*  Drug Enforcement Bureau (DEB)
*  Fugitive Apprehension Investigations Detail (FAID)

(Monday being the first day of the new week).

(b) Monthly [ e Officers assigned to other bureaus will submit their Expenditure Log to their

immediate supervisor on a monthly basis.

(2) Review of Expenditures

@)

(a) Expenditures incurred as noted will be reviewed and approved at the bureau or unit
level.

(b) All units and bureaus will summarize the appropriate data as follows:

The information in the upper-right box of the Expenditure Log will be placed in the
Summary of 80-136D Section A Form 80-136DA.

The information from the lower left boxes of the Expenditure Log will be placed in
Section B of the Summary of 80-136D Form 80-136DB.

(c) The information from section 5.D.(2)(b) of this order may be summarized on a
computer-generated report that satisfies the requirements of FMB.

Audits of Undercover Expenditures

(a) Submission of Statement to FMB

(b)

DEB and FAID will submit a weekly financial statement cover letter to FMB for
examination.

All other units will submit a monthly financial statement cover letter to FMB.
Expenditure Logs and other supporting documentation should be retained at the
bureau/work unit and made available to FMB personnel upon request.

Review of Undercover Expenditures by FMB

The financial statement cover letter will not be accompanied by the Expenditure
Logs.

This financial statement cover letter must be reconciled with the weekly/monthly
Expenditure Logs at the bureau or unit level.

The financial statement cover letter will not be returned to the originating
bureau/unit.

FMB will perform periodic and systematic reviews of Expenditure Logs, money
sheets, and surprise cash counts.

e The cut-off day for weekly Expenditure Logs will be the end of shift each Sunday
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1.  PLANNING PROCESS/POLICING PLAN

A

Developed to establish the overall focus of the Department’s planning efforts as directed by the
Police Chief.

(1)

()

©)

(4)
(®)

The strategic direction and priorities of the Department are outlined in the Phoenix Police
Department (PPD) Policing Plan that is published every two years in an even-numbered
year.

The Strategic Management Team (SMT) of the Planning and Research Bureau (P&R) will
facilitate, coordinate, and monitor the planning process from development through
evaluation.

The planning process does the following:

(a) Provides clarity and direction by providing a common understanding about top
priorities as the Department moves into the future.

(b) Identifies major issues and focuses collective energies on those issues.
(c) Promotes the Department’s Purpose Statement and Guiding Values.

(d) Allows the Department to ask our internal and external customers for input that
defines issues and provides direction.

(e) Analyzes crime trends, Department workload, capital improvement needs and other
factors as directed by the executive assistant police chief.

(f) Develops the Policing Plan that encompasses a two-year period.
The Policing Plan will be flexible and modified as needed to address change.

Department-wide planning activities for future plans will commence in the spring of
even-numbered years.

(a) High priorities are identified and pursued.

(b) Common agreement about which areas of concern should be emphasized in day-to-
day and longer-range decision making.

Maijor Steps in the Policing Plan Process

(1)

Step | - Identify and Prioritize Issues

(a) Develop and disseminate a survey instrument for Department employees and the
community.

¢ Both surveys will be conducted in the fall of odd-numbered years.

(b) Compile, interpret, and disseminate results from surveys in a timely manner.
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1. B. (2) Stepll - Goal Setting

(@)

Bureau/Precinct commanders/administrators will convene personnel from all levels
and areas of the organization to establish Department goals for their specific area.

Each set of goals will define the overall direction to be pursued.

Department goals will be presented at the Spring Planning Conference for final
approval.

Department goals and strategies are established by bureau/precinct
commanders/administrators and approved by executive staff for the two-year
Policing Plan.

(3) Steplll - Development of Performance Achievement Plans (PAPs)

(@)

(b)

(c)

(i)

)

The PAP represents the single-most effective tool available for establishing goals.
e |tis the chain that connects the Department’s purpose and values.

The PAP is the primary, but not the only, vehicle for implementing strategic and
tactical plans.

Each bureau/precinct commander/administrator will direct the appropriate personnel
to design bureau/precinct PAP strategies that will contribute to achieving goals
approved at the Spring Planning Conference.

SMT may be used as a resource to facilitate further development of PAP strategies.
PAP strategies should reflect employee input, support goal achievement, and identify
specific results sought, not just activities, such as the percent of accident reduction

versus the number of citations issued.

Emphasis will be on integrated, creative approaches that may cross organizational
lines and shift resources or restructure within divisions, bureaus, or precincts.

Division commanders will review plans developed by each commander/administrator
for feasibility and conflicts relating to resources or Department priorities.

Department goals and strategies will be placed in the Mid-Year Reporting book of the
PAP Excel document provided by the City for all executives and middle managers.

Policing Plan PAP goals will be worded identically to ensure focus on the same
issues across division lines.

PAP points will be developed according to the following standard, City and
Department goals will be included in each of the areas:

e 25 Points - Customer Perspective

o 25 Points - Internal-Business-Process Perspective
e 25 Points - Learning and Growth Perspective

e 25 Points - Financial Perspective

The executive assistant police chief will review PAP goals and strategies for all
identified Policing Plan issues to identify and correct conflicts or contradictions.
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1. B. (3) (I) Once approved, PAPs will be distributed through their respective lines of authority.

(m) All personnel will have access to and be briefed about the contents of the PAP in
effect for their division/bureau/precinct.

(n) Commanders/administrators will facilitate development of new Performance
Management Guide (PMG) Goal Setting Worksheets for all employees in their span
of control, to include goals related to current Policing Plan issues.

(4) Step IV - Publication, Monitoring and Evaluation of the Plan

(a) SMT will coordinate the design, publishing, and distribution of the Policing Plan.

(b) PAP results will be gathered and submitted mid-year (mid-January), and at the
conclusion (mid-July), and submitted to SMT for processing and submittal to division
commanders.

(c) Division commanders will be responsible for reviewing and evaluating these reports
with middle managers in a timely manner and making adjustments as needed.

(d) SMT will coordinate the Department’'s PAP reporting and submittal to the City
Manager’s Office.
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1. OFFICE RECYCLING

A. This policy applies to all Department units where office paper is used and recycling of paper and
other material is practical.

B.

Confidential records are not included in this policy.

The Facilities Project manager will act as coordinator for the Department, and will be
responsible for administering the Recycling Program.

(1)

()

®)

Program monitors will be selected from each participating unit by the bureau/precinct
commander/administrator.

Monitors are responsible for making sure the recycling containers are relatively free of
non-recyclable trash.

Each employee will be responsible for depositing their own recyclable products into the
recycling bins.

Recyclable Products

(1)

()

Paper (blue bins)

e Paper with white backing e Typing paper

e Copy machine paper e Colored printer/copier paper
o Letterhead e Newspapers

e Stationary e Magazines

Other materials

. Plastic (numbered 1, 2, and 6)
e  Aluminum cans

Sensitive Documents

(1)

()

©)

All documents determined to have information of a sensitive nature will be shredded before
being disposed of or it will be placed in a receptacle marked for its contents to be
shredded.

(a) Sensitive documents include, but are not limited to:

. Incident Reports (IRs), record management system (RMS) queries, investigatory
information, or arrest records

. Any document or report that contains citizen or City employee personal
information

e Anyitems labeled as Law Enforcement Sensitive or Confidential

. Photographs and documents determined not to have any evidentiary value

(b) The lids to the large containers for shredded documents will be locked at all times,
except when a bulk amount of items to be shredded are placed inside.

e The key to the lock on the lid will be in the control of the bureau/precinct
administrative sergeant or their designee.

It is the responsibility of each bureau/precinct to make arrangements to have sensitive
documents shredded.

All costs incurred are the responsibility of the bureau/precinct.
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1. D. (4) For a list of contracted shredding vendors contact the Facilities Detail in the Fiscal
Management Bureau (FMB).

E. Collection - The recycling contractor will collect the recycling bins on a periodic basis according
to the contract and each facility will be notified of the collection schedule.

F. Assistance - The bureau recycling monitors will be responsible for contacting the Recycling
Contractor when special pickups are needed or a recycling program problem arises.

2. RELEASE OF EMPLOYEE INFORMATION

A. Employees will not provide any information regarding the employment record of any past or
present employee to any individual or agency outside the Department.

e  All requests for such information will be referred to FMB.

B. Employees will not release personal information (home address, phone number, birth date,
social security number, or pager/cellular phone number) of any employee except to a member
of the Department.

(1) If an employee requests personal information about another employee by telephone, the
person taking the call will take the name and telephone number of the requester, put the
caller on hold, call the employee about whom the information is being requested, and give
them the name and phone number of the person requesting the information.

(2) The person requesting the information will be advised the contact information was passed
on and the requester will be contacted by the employee.

(3) If a message was left for the employee about whom the information was being requested,
the requester will be advised a message was left.

3. PHOTOGRAPHS OF DEPARTMENT EMPLOYEES

A. All Department employees and others as designated by the Police Chief will have their
identification and publicity photographs taken by the Strategic Information Bureau (SIB) upon
initial hiring, promotion, and at five year intervals thereafter.

B. An employee from the Public Affairs Bureau (PAB) will photograph sworn personnel the rank of
commander or above and civilian bureau administrators.

C. All sworn personnel and uniformed civilians will have four pictures taken as follows:

° Two with number board
. Two without number board

D. Non-uniformed civilian employees and those persons designated by the Police Chief for
honorary identification cards will have two pictures taken as follows:

. One with number board
. One without number board

E. Number Boards

(1) The number board that is used will indicate the individual's serial number and the date the
photograph was taken.

(2) Individuals who have no serial number and are designated for an identification card by the
Police Chief will have their last name and first initial placed on the board.
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3. F. ltwill be the responsibility of each bureau/precinct commander/administrator to schedule suitable
times with SIB for their personnel to be photographed.
4. PHOENIX POLICE MUSEUM
A. The Phoenix Police Museum is supported by private funds and given overall direction by its board
of directors.
B. Museum Rules and Regulations
(1) All rules and procedures currently used by prominent museums and historic societies will
be followed and copies of these rules and procedures will be retained by the Museum board
of directors.
(2) The Museum will adhere to all current Department policies and procedures.
5. CONDUCTING STAFF MEETINGS - The following guidelines are recommended to standardize
procedures for conducting Department staff meetings.
A. The Enlightened S.A.R.A. (scanning, analysis, response, assessment) model should be used for
all Department staff presentations and meetings.
e  The template with instructions for use can be found on the Department’s web site.
B. Meeting Procedures - The following procedures apply to all divisions, bureaus, and precincts.
. The meeting should have a designated leader.
e An agenda should be prepared and followed.
e  The agenda should include the approximate time allowed for each item.
. Minutes should be taken in decision-making meetings.
. When minutes are taken, copies of the minutes should be sent to each attendee and to the
next higher level of command.
6. CORRECTION MEMORANDUMS
A. The purpose of the Correction Memorandum Form 80-6D is to provide supervisors with
documented information on errors made by employees in the completion of IRs.
B. This information will be used to improve performance and to provide a source for determining
individual and Department training needs.
C. The memorandum will be initiated by a supervisor, or an employee designated by a supervisor,

to review reports and will be forwarded through normal paperwork channels to the employee’s
supervisor.

(1) The employee’s supervisor will review the memorandum to verify the error.

(2) Once an error has been verified, the supervisor will review the memorandum with the
employee, enter the action taken to correct the error on the memorandum, and have the
employee sign the form.

(83) When a verified error points to a training need, a copy of the memorandum listing the
corrective action taken will be sent to the Training Bureau for review, analysis, and
appropriate action.

. Problems noted by the Training Bureau relative to form construction and use will be
referred to the Policy Unit.
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(4) The memorandum will be kept by the employee’s immediate supervisor and forwarded with
the employee when a transfer occurs.

(5) The memorandum will be purged following the employee’s next Performance Management
Guide (PMG).

7. RESTITUTION FROM SUSPECTS

A

E.

The Department will attempt to recover the cost of damages from persons known to have
damaged or destroyed property belonging to, or reimbursed by the Department, when the amount
of damage exceeds $100.

This procedure will be handled as a civil matter and will not serve as a substitute for criminal
prosecution.

Restitution for accidental or intentional damage/destruction of police vehicles and radios is the
responsibility of the Equipment Management Division of the Public Works Department.

Restitution from known suspects for accidental or intentional damage/destruction of Department
property and reimbursable employee-owned property will be accomplished as listed below, and
includes property of a third party damaged/destroyed by a suspect if the third party was
reimbursed by the City.

(1) When Department or employee-owned property is damaged or destroyed by a known
suspect, a supervisor will be called to the scene.

(2) The supervisor will:

(a) Assign an officer to write the appropriate IR, such as criminal damage, aggravated
assault, or resisting arrest.

(b) Review the report for completeness and determine whether or not the suspect should
be held financially responsible for the damage.

(c) If Department property is damaged or destroyed, obtain from the follow-up detective
the value of the damage/destruction.

(d) If employee-owned property is damaged or destroyed, ensure that the provisions of
Operations Order 3.15, Uniform Policy, are followed.

(e) If property owned by a third party is damaged or destroyed, ensure a Damaged
Property Report is completed via BlueTeam, and details of what, and how, the property
was damaged are documented in the incident summary section of the report.

(f) Photographs of the damaged property will be taken and processed/stored as outlined
in Operations Order 8.1, Evidence, Impounding, and Property.

. Link photographs of the damaged property, in the BlueTeam report, using the
URL from WebXtender.

If employee-owned property is damaged or destroyed and the amount of damage is $100 or less,
the provisions of Operations Order 3.15, Uniform Policy, will be followed so the employee can be
reimbursed by the Department.
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8.

CHANGE OF STATUS TO DRIVER LICENSE

A

When employees receive notice that their driver license status has been restricted, cancelled,
disqualified, suspended, revoked, or refused by a court of law, an authorized law enforcement
officer, or a state agency that regulates motor vehicles and/or driver licenses (State of Arizona
Motor Vehicle Division), they will immediately notify a Department supervisor and forward a
memorandum indicating the details during the next scheduled shift.

Employees who are unable to perform their normally assigned duties because the status of their
driver license has been changed (as noted in section 9.A of this order), will not be allowed to
drive a vehicle under any circumstances.

(1) Ifthe license status change is for 30 calendar days or less, the employee may be considered
for assignment to an existing non-driving position provided the assignment does not
involuntarily displace any other employee.

(2) Ifthe license status change is for 31 calendar days or more, the employee will be placed on
a leave of absence at the discretion of the Police Chief.

(a) If the leave of absence (previously accrued vacation, compensation time, and/or
unpaid leave) is approved by the Police Chief, the employee will have up to 60 days to
seek a transfer to an existing non-driving position.

(b) If the leave of absence is not approved by the Police Chief or the employee fails to
secure a non-driving position at the end of the 60 days, the employee will be
terminated.

EMPLOYEES SUBJECT TO ORDERS OF PROTECTION OR OTHER COURT ORDERS

A

Employees will notify their supervisor immediately if they are served with any court order or have
another party served with a court order: for example, Order of Protection or Injunction Against
Harassment.

o This applies to court orders that are issued based on domestic violence, harassment,
stalking, or any other similar misconduct.

Employees who have been served with an Order of Protection must abide by the provisions of
the court order until the order is quashed, modified, or expired.

Employees will provide their supervisor with a copy of the court order and a memorandum
providing information surrounding the service of the order:

. Date . Location
. Time . Method of service

The supervisor will forward the memorandum and a copy of the court order through the chain of
command to the Legal Unit.

Based on the severity of the situation, an investigation may be initiated by the Professional
Standards Bureau (PSB) or the employee’s supervisor.

After consultation between the Department’s legal staff and the employee’s chain of command,
decisions regarding the Department’s actions concerning the court order will be taken on a case-
by-case basis.
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9. G. Order of Protection - Arizona Revised Statute (ARS) 13-3602 - (Prohibited Possessor)

(1)

©)

(®)
(6)

(7)

(8)

States any person who has been served with an Order of Protection may be prohibited from
possessing or purchasing a firearm for the duration of the order and may be ordered to
transfer a Department-issued firearm to the appropriate law enforcement agency for the
duration of the court order if the court finds the person may inflict bodily injury or death on
the plaintiff.

If an employee (sworn or civilian) has been served with an Order of Protection and the
issuing court indicates the employee will be prohibited from possessing a firearm, the
employee will not be allowed to possess a firearm on or off duty for the duration of the order
unless the employee obtains a modified order permitting possession of a firearm.

e  The exceptions set forth in the Federal Crime Control and Law Enforcement Act of
1994, which allows an officer to possess a firearm on duty, do not apply to this law.

The employee will be assigned to a non-enforcement position for a 14-day period to appeal
the order or to have the order amended.

An employee submitting an appeal on an Order of Protection should act promptly in order
to resolve the situation within 14 days.

Once an appeal has been filed, the court must schedule a hearing within ten days.

If the employee cannot resolve the situation within 14 days, the employee will be required
to use vacation and/or compensatory leave time after the 14-day grace period.

e Compensatory time will only be used upon the employee’s request.

The supervisor will take possession of any City-issued weapons that employees have in
their possession.

Weapons will be returned to Police Supply until the order has been amended or has expired.

10. FEDERAL LAW - 18 USC 922(G)(8) - (PROHIBITED POSSESSOR)

A. The Federal Violent Crime Control And Law Enforcement Act of 1994 prohibits any person from
possessing, receiving, transporting, or shipping a firearm or ammunition if such person has been
served with an Order of Protection or other court order.

B. This law applies only if:

(1)

()

©)

The court order was issued after a hearing and the person subject to the order received
actual notice of the hearing and the person had the opportunity to participate in the hearing.

The court order specifically restrains the person subject to the order from harassing,
stalking, or threatening an intimate partner of the person, the intimate partner’s child, the
person’s own child, or specifically restrains the person from engaging in conduct that would
place an intimate partner in reasonable fear of bodily injury to the partner or child.

The court order includes a finding that the person subject to the order represents a credible
threat to the physical safety of the person’s intimate partner or child, or by the order’s terms
explicitly prohibits the use, attempted use, or threatened use of physical force against the
person’s intimate partner or child that would reasonably be expected to cause bodily injury.
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10. C. This law affects police officers subject to Orders of Protection while off duty, including working

off-duty.

(1) Sworn employees who are subject to an Order of Protection, or other court orders that meet
the criteria in section B above, will not work off-duty when it is required they be armed.

(2) The employee’s supervisor, in consultation with the Legal Unit, will review the order to
determine if all three of the above listed conditions exist and whether the employee’s
privileges to work off-duty are suspended.

(38) Affected employees will, at the end of their assigned shift, give to their immediate supervisor
any Department-issued weapon/s they are authorized to carry while on duty.

(@) The supervisor will take possession of the weapon/s and secure and retain the
weapon/s until the start of the employee’s next assigned shift when the weapon/s will
be returned to the employee.

(b) Each bureau/precinct will be responsible for a safe and secure location for the
temporary storage of the weapon/s.

(c) Employees will only be allowed to possess weapons while on duty during the period of
time the Order of Protection remains in effect.

11. EMPLOYEE INVOLVED MISDEMEANOR DOMESTIC VIOLENCE - Employees will notify their

immediate supervisor as soon as possible when they have been arrested or become a suspect in a
misdemeanor domestic violence incident.

A. Employee
Disposition

Administrative Leave

o Employees may be placed on paid or unpaid administrative leave.
Work Assignment - Depending on the severity of the crime, employees may:

o  Work the same position until the investigation is concluded, or
* Be reassigned to a non-enforcement position for the duration of the investigation

B. Notification
Responsibilities

If Convicted of Misdemeanor Domestic Violence:

o The employee will submit a memorandum through their chain of command to the Legal
Unit explaining the circumstances, even if the employee is unsure whether they have
been convicted.

e The employee will attach a copy of the judgment of conviction to the memorandum, if
available.

e The compelled information or evidence gained from a memorandum prepared by an
employee for the purpose described above cannot be used against them in a criminal
action.

C. Prohibited
Possessor

e Employees will submit a memorandum through their chain of command to the Legal
Unit explaining the circumstances that cause them to believe they are a prohibited
possessor under the Order of Protection ARS 13-3602 law, the Federal Violent Crime
Control Act of 1994 (see sections 10 and 11 of this order), or ARS 13-3101.

D. Department-
Issued
Firearms,
Badge,
Commission
Card

Depending on the severity of the crime or if the employee becomes a prohibited possessor:

e The employee will immediately relinquish their Department-issued firearm/s,
ammunition, and badge/commission card to their immediate supervisor.
Firearm/s will be returned to Police Supply pending resolution of the employee’s status.
e If the employee is reinstated to full duty status, Department-issued firearm/s,
ammunition, and badge/commission card will be reissued to them.
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11. EMPLOYEE INVOLVED MISDEMEANOR DOMESTIC VIOLENCE (continued)

E. Duty Status/
Resolution of
Conviction

A person will not be considered to have been convicted of a misdemeanor domestic
violence offense for the purposes of federal law if the conviction has been expunged or set
aside, oris an offense for which the person has been pardoned, unless the pardon expressly
provides the person may not ship, transport, possess, or receive firearms and/or
ammunition.

o Employees will have no more than six months from the date of conviction to resolve
their case.
If the case is not resolved in this time period, termination will be mandatory.

e  Employees who become prohibited possessors per ARS 13-3101 will not be allowed to
work until they have exhausted all of their existing compensatory and vacation leave hours.

o Upon exhausting all available leave time, the affected employee may be considered for
assignment in an existing non-enforcement assignment, provided the assignment does
not displace any other employee.

e If job placement is not possible, the Police Chief may approve an unpaid leave of
absence request based upon work demands of the Department.

e Ifleave is not possible, the employee will be terminated.
This includes all employees (sworn or civilian) convicted of a misdemeanor domestic
violence crime, where handling firearms and/or ammunition is part of their job duties.

12. EMPLOYEE INVOLVED MISDEMEANOR CRIME - Employees will notify their immediate supervisor

as soon as possible when they have been arrested or become a suspect in a misdemeanor criminal

incident.
A. Employee Administrative Leave
Disposition

o Employees may be placed on paid or unpaid administrative leave.
Work Assignment - Depending on the severity of the crime, employees may:

o  Work the same position until the investigation is concluded, or
e Be reassigned to a non-enforcement position for the duration of the investigation.

B. Notification
Responsibilities

If Convicted of a Misdemeanor Crime:

e  The employee will submit a memorandum through their chain of command to the Legal
Unit explaining the circumstances, even if the employee is unsure whether they have
been convicted.

e The employee will attach a copy of the judgment of conviction to the memorandum, if
available.

e The compelled information or evidence gained from a memorandum prepared by an
employee for the purposes described above cannot be used against the employee in
a criminal action.

C. Prohibited
Possessor

o Employees will submit a memorandum through their chain of command to the-Legal
Unit explaining the circumstances that cause them to believe they are a prohibited
possessor under ARS 13-3101.

D. Department-
Issued
Firearms,
Badge,
Commission
Card

Depending on the severity of the crime or if the employee becomes a prohibited possessor:

e The employee will immediately relinquish their Department-issued firearm/s,
ammunition, and badge/commission card to their immediate supervisor.

e  Firearm/s will be returned to Police Supply pending resolution of the employee’s status.

e |If the employee is reinstated to full duty status, Department-issued firearm/s,
ammunition, and badge/commission card will be reissued to them.
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12. EMPLOYEE INVOLVED MISDEMEANOR CRIME (continued)

E. Duty Status/
Resolution of
Conviction

Employees will have no more than six months from the date of conviction to resolve
their case.

If the case is not resolved in this time period, termination will be mandatory.
Employees who become prohibited possessors per ARS 13-3101 will not be allowed
to work until they have exhausted all of their existing compensatory and vacation leave
hours.

Upon exhausting all available leave time the affected employee may be considered for
assignment in an existing non-enforcement assignment, provided the assignment does
not displace any other employee.

If job placement is not possible, the Police Chief may approve an unpaid leave of
absence request based upon the work demands of the Department.

If leave is not possible, the employee will be terminated.

This includes all employees (sworn or civilian) convicted of a misdemeanor crime,
where handling firearms and/or ammunition is part of their job duties.

13. EMPLOYEES INVOLVED FELONY CRIME - Employees will notify their immediate supervisor as

soon as possible when they have been arrested or become a suspect in a felony criminal incident.

A. Employee
Disposition

In serious situations, the Police Chief or his designee may terminate the employee
immediately.

Administrative Leave

Employees may be placed on paid or unpaid administrative leave.

Work Assignment - Depending on the severity of the crime, employees may:

Work the same position until the investigation is concluded, or
Be reassigned to a non-enforcement position for the duration of the investigation.

B. Department-
Issued
Firearms,
Badge,
Commission
Card

If the employee is placed on administrative leave (paid or unpaid), or reassigned to a non-
enforcement position:

The employee will immediately relinquish their Department-issued firearm/s,
ammunition, and badge/commission card to their immediate supervisor.

Firearm/s will be returned to Police Supply pending resolution of the employee’s status.
If the employee is reinstated to full duty status, Department-issued firearm/s,
ammunition, and badge/commission card will be reissued to them.

C. Duty Status/
Resolution of
Conviction

The employee will submit a memorandum through their chain of command to the Legal
Unit explaining the circumstances, even if the employee is unsure whether they have
been convicted.

If convicted of a felony crime the employee will be terminated.

14. EMPLOYEES SUBJECT TO CHILD SUPPORT PAYMENTS - Employees required to pay child

support must abide by the terms of the issuing court as set forth in the terms of the child support

agreement.

A. Sworn employees receiving notification from a court of a hearing date to suspend their Arizona
Peace Officer Standards and Training Board (AzPOST) certification due to non-compliance with
a child support agreement will notify their supervisor immediately.

(1) Employees will provide their supervisor with a copy of the following:

. Child support agreement
e  The notification of hearing
. Memorandum explaining why the employee is not in compliance with the order

(2) The supervisor will forward these documents through their chain of command to the Legal

Unit.
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(3) An investigation of the situation may be initiated by PSB or the employee’s supervisor
(depending upon the severity of the situation).

. Decisions regarding actions taken by the Department in these matters will be made on
a case-by-case basis after consultation with the Legal Unit and the employee’s chain
of command.

ARS 25-517 and 25-518 allow for the suspension of a driver license, recreational license, or
professional or occupational license (including AzPOST peace officer certification) for persons
who are at least two months behind in making child support payments.

(1) If an employee’s AzPOST peace officer certification has been suspended pursuant to ARS
25-517 and ARS 25-518, the employee will not be allowed to work as a police officer (on or
off duty) until their certification has been reinstated.

(2) The employee will be assigned to a non-enforcement position for 14 days to allow for the
employee’s appeal of the suspension.

o  After 14 days the employee will use vacation and/or compensatory leave time at the
employee’s request.

. The supervisor will return the employee’s Department-issued weapons to Police
Supply pending reinstatement of AzZPOST certification.

(3) If the employee’'s AzPOST certification is not reinstated, their employment will be
terminated.

15. AzPOST CERTIFICATION

Definitions
(1) Revocation - The permanent withdrawal of certified status.
(2) Suspension - The temporary withdrawal of certified status not to exceed one year.

(3) Termination - Means the end of employment or service with an agency as a peace officer,
either through removal, discharge, resignation, retirement, or otherwise.

AzPOST may suspend or revoke peace officer certification independently of any action taken by
an officer’'s employing agency.

The procedures listed below will be used in the event of a proactive suspension or revocation of
an employee’s peace officer certification by AzPOST.

. Upon a proactive de-certification and/or revocation by AzPOST, the officer will be terminated
or may be provided an opportunity to seek a transfer to a non-sworn position.
e  This applies to all AzZPOST certified personnel.

If the AzPOST action is a retroactive suspension for only the time the officer served their
disciplinary suspension, no action will need to be taken.

Notification Requirements - The termination of employment of any certified police officer,
whether voluntary or involuntary, must be reported to AzPOST within 15 days of the officer’s
termination date.
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15. F.

Termination Procedures - Bureaus/precincts will initiate the following procedures in a timely
manner to comply with AzPOST rules as listed above.

(1) Voluntary Termination - The separating officer's bureau/precinct will forward the
employee’s memorandum to the Department’s human resource officer in FMB.

(2) The memorandum will include the circumstances of the resignation, such as:

. Resignation in lieu of termination or discipline

. Resignation to pursue outside business interests

. Resignation to transfer to another law enforcement agency
. Other pertinent information

(3) Involuntary Termination

(a) FMB will review the case with the executive assistant chief and, upon approval, will
draft a letter to AzZPOST recommending revocation of certification as required by
AzPOST Rule 13-4-108.

(b) The letter, the completed AzPOST Peace Officer Termination Report (AzPOST Form
TM), and a separation/discipline notice, if applicable, will then be forwarded to the
executive assistant chief.

(c) Probationary employees will meet with the executive assistant chief to review the
documents and be given the opportunity to dispute the information contained in them
prior to forwarding them to AzPOST.

(4) The AzPOST form must include:

. The nature of the termination and effective date.
Detailed description of any termination for cause.
Detailed description of and supporting documentation for any cause existing for
suspension, denial, cancellation, or revocation.

. Statement recommending the revocation of peace officer certification.

. Last known address of the individual.

16. FEDERAL BUREAU OF INVESTIGATION (FBI) SECURITY CLEARANCES

A

Employees will meet with their immediate supervisor regarding the need for an FBI security
clearance.

A memorandum will be submitted through the chain of command indicating the reasons for the
employee to apply for the security clearance, and to include job duties and responsibilities.

(1) The cost of a security clearance is prohibitive ($30,000 to $80,000) and should be a
consideration when determining the need for a clearance.

(2) An additional factor for determining the need for a security clearance would be how long the
employee will occupy the position requiring the security clearance: for example, transfers in
the works, promotion, or retirement.

Once approved by the employee’s commander, the memorandum will be forwarded to the
Homeland Defense Bureau (HDB) assistant chief for final approval.

Employees will not contact the FBI directly to request security clearances.
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17. OUTSIDE AGENCY REQUEST FOR GUEST ASSESSORS

A. All outside agency requests for employee participation in assessment center/promotional
examinations will be forwarded to the Office of Administration (OOA) for coordination of executive
approval and scheduling.

(1)

()

The executive assistant chief will review the request for approval to schedule a Department
employee with an outside agency for assessment purposes.

The OOA will coordinate with the requesting agency, contact potential employees to request
assistance, and track both the number of assessment requests, approvals, and denials.

18. ADMINISTRATIVE ASSIGNMENTS

A. For purposes of this policy, an employee under an internal investigation may be designated to
an administrative assignment and assigned to their permanent residential address listed in the
Department’s employee roster.

(1)

(@)

(®)

(6)
()
(8)

The employee’s bureau/precinct administrative sergeant/supervisor will become the
employee’s immediate supervisor.

The employee’s designated duty hours will be 8 a.m. to 4 p.m. with Saturday and Sunday
as non-work days (‘N’-days).

Employees are not subject to call on designated City holidays or ‘N’ days.

. If an employee desires additional holiday pay, a completed holiday sell slip must be
submitted to FMB within the time limits.
Work assignments will be at the employee’s primary residence.

(a) The employee is not permitted to leave the primary residence during designated duty
hours unless prior supervisory approval has been granted by the immediate
supervisor.

(b) Personal medical appointments and/or other personal business will be charged to the
employee’s appropriate leave bank.

Employees will honor all court subpoenas.

. In the event the employee is needed in court, the immediate supervisor will be advised
prior to the appearance.

Sworn employees will not be permitted to work off-duty in a police capacity.
Employees will surrender their Department-issued firearm, flat badge, and commission card.
At the time an employee is assigned to their primary residence on administrative leave, they

will be issued a Notice of Administrative Assignment Form 80-571D detailing their work
assignment and restrictions.




INFORMATION MANAGEMENT PLAN (IMP) Operations Order

2.14

PHOENIX POLICE DEPARTMENT Rev. 09/18 PAGE 1

GENERAL INFORMATION

A

The Department collects sensitive information to include personal identifying information (Pll),
such as private information, government-issued identifiers, financial account information as well
as restricted City information (RCI) as defined by Administrative Regulation (AR) 1.90,
Information Privacy and Protection.

The Department is committed to protecting the confidentiality, integrity, and availability of
information collected, stored, maintained, and used in carrying out its efforts to protect the public
and suppress criminal activity.

This policy establishes procedures for Department personnel in order to comply with departmental,
city, state, and federal requirements which govern information privacy and protection.

All Department personnel play a critical role in maintaining the Department’s information privacy
and protection standards as well as the highest degree of public trust.

ACCESS CONTROLS

A

Authorization

(1) Sensitive information should only be accessed by authorized personnel in order to perform
specific job-related responsibilities or assignments.

(2) Each work unit is responsible for restricting and controlling access to Department computing
systems and hard copy information based on a need-to-know basis.

(3) Sensitive information should only be accessed by authorized third parties in order to perform
specific job-related responsibilities or assignments.

. Each work unit is responsible for ensuring all third party verifications, data security
agreements, and required contract provisions have been completed prior to sharing
PIl and/or RCI with a third party.

Physical Security - Each work unit is responsible for managing physical access to Department
computing systems and hard copy information.

Network Security - Each work unit is responsible for managing microcomputer access to
Department computing systems.

COLLECTION AND USE OF PIl AND/OR RCI

A

Sensitive information should only be collected for its stated purpose and must be directly related
to the carrying out of the Department’s authorized activities.

The storage of Pll and/or RCI on any unencrypted storage device, such as universal serial buses
(USBs), compact discs (CDs), or external hard drives, is prohibited.

e  Work units having a legitimate business need to store PII and/or RCI must use encrypted
USBs, CDs, external hard drives, etc.

Work units will exercise the utmost precaution when collecting full social security numbers (SSNs)
and take appropriate measures to restrict disclosure of full SSNs unnecessarily.

Work units which accept credit/debit cards are responsible for ensuring reasonable steps are
taken to comply with payment card industry (PCI) standards.
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3. D

Record Management - Each work unit is responsible for collecting and maintaining sensitive
information in accordance with A.R. 1.61 Records Management Program.

. Department designated records control officers (RCOs) will assist work units to:

* Conduct periodic reviews in order to limit or eliminate collection and/or storage of
redundant or unnecessary PIl and/or RCI

*  Adhere to City retention schedules

*  Dispose of sensitive information that is deemed no longer necessary

Secure Transmissions - Work units will exercise the utmost precaution when transporting or
transmitting PIl and/or RCI and take appropriate measures to restrict transporting of paper format
and transmitting of electronic format Pll and/or RCI unnecessarily.

4. TRAINING

A

Each work unit is responsible for ensuring authorized personnel receive training regarding
information privacy and protection that corresponds to specific job-related responsibilities or
assignments.

(1) City of Phoenix Information Security Awareness Training - Awareness training to instruct
City personnel on how to protect City data and prevent information security breaches.

(a) Required training by all City personnel at time of hire and annually thereafter

(b) Provided by the City Information Security and Privacy Office (ISPO) in accordance with
A.R. 1.84, Information Security Management

(2) Criminal Justice Information Services (CJIS) Training - Awareness training to instruct
authorized personnel on CJIS security policy requirements for handling criminal justice
information (CJI).

(a) Required training by all authorized personnel whose job duties require access to CJI
at time of hire and bi-annually thereafter

e Should be completed at the same time as bi-annual Terminal Operator
Certification (TOC)

(b) Provided by the Arizona Department of Public Safety (DPS) and the Federal Bureau
of Investigation (FBI) Criminal Justice Information Services (CJIS) Division

e TOC and CJIS Training are overseen by the Strategic Information Bureau’s Data
Integrity Unit

(3) 28 Code of Federal Reqgulations (CFR) Part 23 Guidelines Training - Introductory level
training which provides an understanding of privacy and civil liberties concerns related to
multijurisdictional criminal intelligence systems.

5. INFORMATION SECURITY AND PRIVACY ASSESSMENT (ISPA)

A

In order to comply with A.R. 1.90, Information Privacy and Protection, the Department will
develop, assess, and document all PIl and RCI collected, stored, maintained, and used, as well
as, the security measures used to protect this information.

The Department’s designated information security liaison will implement and oversee an annual
assessment to include:

(1) Identification of all Department Pll and RCI, regardless of format
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5.

6.

B.

(2) Identification and review of current Department security measures which ensure information
privacy and protection regarding authorized use:
. Within the Department
¢  Within the City
o  With authorized third party external businesses and law enforcement partners

(3) Identification and review of current Department policies which address information privacy
and protection

(4) Identification and review of current records management procedures to eliminate the
collection and/or storage of redundant or unnecessary information

(5) Identification and review of current Department training which focuses on information
privacy and protection

(6) Completion of an annual IMP Report to be presented to executive staff for review and

submission to the ISPO

listed section/s of this order.

RELATED POLICIES AND STANDARDS - The below related policies and/or standards apply to the

RELATED POLICY OR STANDARD

SECTION/S OF THIS ORDER

AR 1.61, Records Management Program

3.D — Record Management

AR 1.63, Electronic Communications and
Information Acceptable Use

2.E — Network Security

AR 1.64, City Policy on Cellular Equipment and
Service

2.E — Network Security

AR 1.73, Control of Communications Services and

Systems

2.E — Network Security

AR 1.84, Information Security Management

2.A — Authorization

2.B — Third Party Authorization

2.E — Network Security

3.A — Collection and Use of PIl and/or RCI
5 — Information Security and Privacy
Assessment (ISPA)

AR 1.90, Information Privacy and Protection

2.A — Authorization

2.E — Network Security

3.A — Collection and Use of PIl and/or RCI
5 — Information Security and Privacy
Assessment (ISPA)

AR 1.91, Information Privacy and Protection
Supplement — Data Shared with Third Parties

2.A — Authorization

2.E — Network Security

5 — Information Security and Privacy
Assessment (ISPA)

AR 1.95, Privacy Program

2.A — Authorization

5 — Information Security and Privacy
Assessment (ISPA)

AR 3.96, Merchant Accounts (Payment Card
Processing)

3.C — Collection and Use of Pll and/or RCI

AR 4.44, Access Controls, Badging, and Key
Access

2.D — Physical Security

AR 4.45, Contract Worker Background Screening

2.A — Authorization

Information Technology (IT) Standard b1.4,
Information Management Plan

5 — Information Security and Privacy
Assessment (ISPA)
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6.

RELATED POLICIES AND STANDARDS - (Continued)

SECTION/S OF THIS ORDER

RELATED POLICY OR STANDARD

IT Standard s1.12 — Handling Confidential

Information

2.A — Authorization

2.D — Physical Security

2.E — Network Security

3.A — Collection and Use of PIl and/or RCI
3.E — Secure Transmission

IT Standard s1.7, Media Retention and Removal

3.A — Collection and Use of PIl and/or RCI
3.E — Secure Transmission

Operations Order 2.7, Police Facilities

2.A — Authorization
2.D — Physical Security

Operations Order 2.15 & 2.15 Addendum A,
Microcomputers

2.E — Network Security

Operations Order 2.17, Police Headquarters
Security and Parking

2.D — Physical Security

Operations Order 2.22, Records Management
System (RMS) Access

2.A — Authorization

Operations Order 2.23, Computer Aided Dispatch
(CAD) System Access

2.A — Authorization

Operations Order 8.6, Criminal Intelligence Files

2.A — Authorization
4.A — Training
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1. RESPONSIBILITIES

A. Information Technology e  Microcomputer consulting
Bureau (ITB) e Technical support
e Training assistance
e Application development within the Department
B. User Bureau and e Justifying, budgeting, operating, and maintaining microcomputer
Precincts resources
C. User e Training and use of specialized non-standard equipment or software
packages

2. ACQUISITION OF MICROCOMPUTER EQUIPMENT AND SOFTWARE

A

Bureaus and Precincts - Each bureau or precinct with an information processing requirement

they believe may be satisfied through the use of microcomputer hardware or software, needs

to:

(1)

()

@)

Submit a proposal to ITB outlining the requirement and the expected benefits to be
gained.

e The purpose of the proposal is to obtain:

*  Atechnical review of the proposal.
* A suggested configuration.
* A cost estimate.

Follow established Department procedures to obtain budget approval based on costs
provided by ITB.

Provide a copy of ITB’s technical review and the pertinent budget request to the Fiscal
Management Bureau (FMB).

Fiscal Management Bureau Responsibilities

(1)

()

Ensure all budget submissions and purchase requests involving microcomputer
equipment or software are supported by an ITB technical review.

Route a copy of the purchase documentation for all microcomputer software purchases to
ITB to comply with Administrative Regulation (AR) 1.86.

(a) A copy of the dated sales receipt or invoice is preferred for purchase documentation
however any purchase documentation submitted must contain:

e Vendor name

o Software package purchased

e Purchase date

e Purchase price

(b) If these documents are not available, a copy of the Purchase Order Originating
Report, Departmental Purchase Order, or Petty Cash Receipt will be routed to ITB.
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2. B. (3) In case of any external audit, FMB and City Accounts Payable will assist in the audit
process by tracking the vouchers payable associated with Purchase Orders and
Departmental Purchase Orders to the appropriate canceled checks held by City Accounts
Payable.

C. Information Technology Bureau - Will be responsible for the following tasks in the acquisition
process:

(1) Reviewing user requirements to determine those that can be effectively satisfied through
microcomputer hardware and software acquisitions.

(2) Determining the technical and operational feasibility and providing the user with
recommendations for system configuration and a cost breakdown.

(8) Ensuring the proposed systems comply with City and Department guidelines regarding
the use of standardized system components to ensure connectivity, compatibility, and a
standard approach to applications.

(4) Ensuring adequate justification exists if non-standard system components are proposed
and/or recommended.

. If non-standard components are required, ensure the user is aware of their increased
responsibility for training and operation of the system and the potential lack of ITB
support.

(5) Assisting users in the preparation of purchase documentation in compliance with City
regulations.

(6) Providing assistance and recommendations to Department users concerning replacement
and/or upgrade of existing hardware and software.

3. SYSTEM INSTALLATION

A. Responsibility - ITB will perform initial system installation including the installation and
configuration of software packages.

B. Computer Documentation

(1) General Information

(@) ITB will complete and submit any required licensing agreements or warranty
registration material.

(b) The components of all purchased software packages will be handled to comply with
AR 1.86.

(c) Only properly obtained, authorized copies of software will be installed on Department
microcomputer systems.
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3. B. (1) (d) Information on each purchased software package will be entered into a tracking
database maintained by ITB.

(e) Upon installing or adding equipment to a Department network, ITB will document and
provide each participating user with appropriate operating procedures for their
participation in the network.

(2) Personally Owned Software/Shareware

(@) Any public domain, shareware, or personally purchased software must be
pre-approved by ITB before its installation and appropriate user fees must be paid for
the use of shareware products.

(b) The user is solely responsible for all training, troubleshooting, and/or maintenance
required to operate such software.

(3) Maintenance of Documentation - Computer documentation will be maintained as follows:

(a) ITB

A physical copy of the completed registration form
The original software licensing agreement

The original software distribution diskettes or media
A copy of the purchase documentation

(b) Bureau/Precinct

Original software manuals, templates, and any other materials

4. TRAINING

A. Initial Training

(1) ITB will provide initial familiarization training on new equipment and standard software
packages to key users within the acquiring organization.

(2) Training required for non-standard systems or 