Simi Valley Police Department
PROCEDURES

BUREAU ORDERS AND PROCDURES
The procedures in this Manual are intended to supplement the Department's Policy Manual and

guide members of the agency in the completion of their job duties. This Procedures Manual is a
living document open for review and modification as deemed necessary.
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100 PROCEDURES

Department Administration

100.1 PURPOSE

The Department Administration is comprised of senior level executives whose mission is to guide
its various bureaus, units and individual members by providing a clear vision and direction for the
agency through principled leadership and effective planning,

100.2 STAFFING

A. Chief of Police - The principle leader of the Department responsible for planning, directing
and overseeing the activities and operations of the Department including law enforcement,
crime prevention and crime suppression programs; coordinating assigned activities with other
departments and outside agencies; and providing highly responsible and complex administrative
support to the City Manager.

B. Deputy Chief - Under the supervision of the Chief of Police is responsible for directing,
managing, and coordinating the activities of Bureaus within the Department; assisting in criminal
investigations and crime prevention; and providing complex administrative support to the Chief
of Police.

C. Deputy Director of Critical Support and Logistics - Under the supervision of the Chief of
Police is responsible for directing, managing, supervising and coordinating the activities of the
Critical Support and Logistics Division within the Department, including the Records Bureau,
Communication Bureau, Maintenance Unit, Fiscal Services Unit; supervising and directing
assigned supervisory and professional staff; coordinating assigned activities with other areas of
the Department and outside agencies; and providing complex administrative support to the Chief
of Police.

D. Executive Officer - Under the supervision of sworn Executive management and holding the rank
of commander, is responsible for a range of high level executive, staff, and project support services
to Executive management including providing strategic advice,managing communications and
implementing strategies to support the achievement of the Department's strategic and operational
objectives.

E. Administrative Assistant - Under general direction, performs a wide variety of responsible and
complex administrative, secretarial and clerical support duties in support of the Administration of
the Department and the Chief of Police; and provides information and assistance to the public
regarding departmental policies and procedures.

F. Office Specialist Il - Under the supervision of the Administrative Assistant, performs a wide
variety of clerical and administrative duties in support of the Administration of the Department,
responds to requests from the general public; and types various documents and verifies data for
accuracy.
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Chaplain Program

101.1 PURPOSE
The Simi Valley Police Department is committed to providing members at all levels with access to

the clergy and to provide necessary support and comfort to the community in times of emotional
and spiritual crisis. Police Chaplains are available to assist members of the department and the
community in any of the variety of situations in which a religious counselor would be of benefit
(e.g., death notifications, serious injury notifications, intra-family crisis situations, death of injury
of members, etc.).

101.2 PROCEDURE
A. Requirements for Appointment to the Chaplain Program

1. All Chaplains shall be ordained or licensed members of the clergy in good standing or
retired in good standing. Withdrawal of a religious organization's endorsement of a Chaplain
brings immediate separation from duty with the Simi Valley Police Department.

2. All Supervising Chaplains shall possess a Master of Divinity Degree (or its equivalent) from
an accredited university or seminary (this requirement does not apply to Assistant Chaplains).

3. Relates easily to people.
4. Maintains high spiritual and moral standards.

5. Manifests a broad base of experience and professional maturity, emotional stability, and
personal flexibility.

6. Willing and able to respond to situations where a Chaplain's presence is needed.
7. Demonstrates a willingness to ride with field personnel.
8. Never convicted of a felony or offenses involving moral turpitude.
9. Successful completion of a background investigation.
10. Has a broad understanding of religious traditions and cultures.
B. Duties and Responsibilities of Supervising Chaplains

1. The Police Department will maintain at least one Supervising Chaplain whose responsibility
will be to supervise and administer the Chaplain Program. All requests for a Police Chaplain
will be made through the Supervising Chaplain or the Watch Commander. This directive does
not apply to personnel requesting Chaplain services for personal needs. The responsibilities
of the Supervising Chaplains are as follows

a. Make notification to families of citizens suffering serious injury and/or death.
Department personnel will assist as needed.

b. Assist department officials in making notifications to families of officers who have
suffered serious injury or death.
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c. Respond to the Hospital emergency room and render needed assistance when an
officer, other department member, or member of the community has been seriously
injured or has died.

d. Visit sick and injured department personnel and members of his/her family, either at
their home or in the hospital.

e. Assist in the planning, attend, and participate in funerals of active as well as retired
members of the department.

f. Conduct memorial services.

g. Counsel department personnel with personal problems.

h. Be willing to enter into training courses to enhance his/her effectiveness.
i. Participate in public relations efforts.

j. Schedule and attend staff meetings with the Assistant Chaplains to discuss mutual
issues and programs.

k. Provide liaison with other religious leaders in the City, including Hospital Chaplains.
I. Make proper referrals in unigue cases which require specialized attention.
m. Complete a minimum of four (4) hours of ride alongs each month.

n. Comply with the provisions of the Penal Code governing mandated reporting (11166
PC).

C. Duties and Responsibilities of Assistant Chaplains

1. The Police Department will endeavor to recruit and maintain up to five (5) Assistant
Chaplains who will operate under the direction of the Supervising Chaplain. The duties and
responsibilities of the Assistant Chaplains are as follows

a. Meet at least quarterly with the Supervising Chaplain to discuss program status and
accountability.

b. Ride-along at least quarterly with field personnel.

c. Agree to be on-call as needed.

d. Be willing to meet with department personnel as requested.

e. Maintain logs of all Chaplain activity relating to the department.

f. Be willing to respond as requested by the Supervising Chaplain for the Watch
Commander.

D. Chaplain Training

1. Within the first year of assignment, Chaplains shall attend and complete an accredited
Police Chaplain Seminar or course of instruction.
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2. Chaplains are to also remain involved in ongoing continuing education programs as
identified by the Supervising Chaplain.

3. Chaplains shall also read and study prescribed Police Chaplaincy textbooks as identified
by the Supervising Chaplain.

4. As soon as practical after appointment as a non-sworn Police Chaplain, the new Chaplain
shall ride-along with a Senior Police Officer for a period of twelve (12) hour, to be broken up
into three (3) four-hour shifts.

E. Program Management

1. The Deputy Chief has functional supervision of the Chaplain Program: however,
Supervising Chaplains will have direct access to the Chief of Police when necessary.

2. The Deputy Chief will appoint one Chaplain as the Supervising Chaplain and another as
Assistant Supervising Chaplain.

a. The Supervising Chaplains will be responsible for the supervision of the Assistant
Chaplains.

b. The Supervising Chaplains will maintain a current roster of the department's
Chaplains, as well as a call-out rotation list and Chaplain Activity Log. They will make
certain that the Watch Commander's Office is provided with all updates to the call-out
rotation list.

c. The Supervising Chaplains shall conduct an annual performance evaluation for
each of the non-sworn Assistant Chaplains, using the Police Chaplain Performance
Evaluation Form. The Supervising Chaplains will receive an annual performance
evaluation from the Deputy Chief.

3.The Supervising Chaplain and the Deputy Chief shall meet on a periodic basis for the
purpose of coordinating and guiding the activities of the program.

F. Regulations and Procedures

1. Supervising Chaplains have the authority to charge telephone calls to the Department in
cases where long distance calls are necessary in connection with Department business.

2. Chaplains shall not publicly criticize the action of any law enforcement officer, department
official, fellow Chaplain, or departmental policy or action. Any Chaplain having a grievance is
expected to take up the matter through proper official channels starting with the Supervising
Chaplains.

3. Chaplains shall not release any information to the news media, insurance agencies, or
attorneys regarding any case.

G. Chaplains' Roles

1. Counseling - Counseling is an important part of the Chaplains's work. When requested,
the Chaplains are encouraged to provide counseling and consultation (according to their
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training, skills and time available) for department personnel and their families in personal,
marital, family, job-related, and other problems. It is understood that such counseling will be
on a short-term basis.

2. Confidentiality - Department employees who come to Chaplains for counseling should
clearly understand that this is an "off the record" and privileged communication which will not
be reported to Department Administration or have any bearing on his or her job status. This
element of confidentiality is crucial to the overall effectiveness of the Chaplains in their rapport
with department personnel. Confidentiality does not include information communicated by
department employees to the Chaplains that employees may be a danger to themselves
or others. In such cases, the Chaplains are to immediately report this information to the
Administration or the Watch Commander.

a. A non-sworn Chaplain can assert the confidentiality privilege over confidential
communications; however, he or she is not required to do so. In order for a statement
to be privileged, the following elements must be met

1) A statement must be intended to be in confidence; and

2) A statement must be made to a member of the clergy who, in the course of his
or her religious discipline or practice, is authorized or accustomed to hear such
communications; and

3) Such member of the clergy has duty under the discipline or tenets of the church,
religious denomination, or organization to keep such communications secret.

b. Unlike non-sworn Chaplains, a sworn Chaplain does not have the confidentiality
privilege. Sworn Chaplains are law enforcement officials and their primary duty is to
enforce the law. When members of the department disclose or admit to felony or
misdemeanor crimes or serious mis conduct, the sworn Chaplain, as required by law
and/or department policy, must immediately report the incident. Failure to do so shall
result in immediate removal from the Chaplain Program and/or discipline.

c. Prior to appointment to the Chaplain Program, sworn Chaplains shall read and sign
the "Sworn Police Chaplain Participation Agreement" indicating that they understand
their obligation to report misconduct in accordance with department policy.

3. Referral - If, in a Chaplain's opinion a long-term counseling program is desirable for a
particular department employee or family member, that individual may be referred to an
appropriate community agency, to a therapist in private practice, or to the City's Employee
Assistance Program (EAP).

H. Department Responsibilities
1. Processing

a. Supervising Chaplains are issued police identification, badge, radio set belt holder,
ballistic vest, and a jacket with appropriate insignia.
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b. Assistant Chaplains are issued Police Volunteer identification, radio set belt holder,
ballistic vest, and a jacket with appropriate insignia.

c. The department will maintain a permanent ride-along release form on file for each
Chaplain.

d. Chaplains have authorization to ride at any time desired, provided

1) They are an identified member of the Simi Valley Police Department's Chaplain
Program.

2) A completed ride-along form is on file with the department

3) The Watch Commander is notified and aware that the ride-along is occurring and
Chaplains will be given preference over other citizens in scheduling of ride-alongs.

4) A Patrol officer is available.
e. Chaplains may be issued a portable radio upon request for a tour of duty.
f. Appropriate measures should be taken to not expose Chaplains to danger.
2. Deployment

a. Department Managers and Supervisors are encouraged to involve Chaplains in the
event any of the following:

1) Death notifications
2) Dead body calls

3) Accident fatalities (traffic or otherwise) involving major injuries and/or may
witnesses

4) Serious accident involving minors

5) Suicide attempts

6) Homicides

7) Officer involved shootings

8) SWAT and/or CNT involved situations

9) Situations involving the activation of the Emergency Operations Center
3. Service Requests When No Chaplain is On Duty

a. Approval for call-in of a Chaplain must come from:
1) Watch Commander

2) Sergeant, Commander or Bureau manager of the assigned Bureau where the
need has been established
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b. Once the need for a Chaplain has been established, the Watch Commander/
Supervisor or Dispatcher shall place a call to the next available Chaplain on the rotation
list, maintained in the Watch Commander's Officer, until a Chaplain has been located.

c. In the event officers, department employees, and/or members or their family desire
to counsel with a Chaplain, they should place a telephone call to the Chaplain of their
choice in order to secure an appointment.
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Funeral Policy

102.1 PURPOSE

The Simi Valley Police Department procedures for the management of the funeral of all sworn
and civilian members of this department are outlined herein and through its attachments. These
procedures shall apply to current sworn employees who have suffered an on-duty death or a death
of any other manner. These procedures also incorporate protocols to address deaths of retired
sworn employees, civilian employees as well as the death of an employee's family member. The
department's level of participation in the funeral services or other needed support shall depend
upon the expressed wishes of the family of the deceased.

102.2 PROCEDURE

A. All applicable procedures for handling deaths and funeral arrangements are outlined in the
Ventura County Law Enforcement Funeral Protocol Handbook See attachment: Ventura County
Sheriff Funeral Protocol.pdf .

B. Funerals should be handled using the established Incident Command System as would be
used for any other unusual occurrence.

C. The manner in which the death occurred along with the expressed wishes of the family of the
deceased shall be the determining factor used for planning the details of the funeral.
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200 PROCEDURES

Auxiliary Services Bureau

200.1 PURPOSE AND SCOPE

A. The Auxiliary Services Bureau of the Simi Valley Police Department is the administrative
resource of the department responsible to properly manage and maintain the department's
Property Room and Temporary Holding facilities to eliminate and/or mitigate liability, and to
investigate and recommend technological advancements for department adoption.

B. In order to effectively carry out its tasks, the Auxiliary Service Bureau has formulated Bureau
Orders to establish operational procedures and guidelines, which are to be used in conjunction
with the manuals published by the Simi Valley Police Department and City of Simi Valley.

200.2 RESPONSIBILITIES AND STAFFING
A. The Auxiliary Services Bureau (ASB) responsibilities include:

1. Evidence/Property Room See attachment: Property_and_Evidence.pdf

2. Temporary Holding Facility (Refer to Section 9 of the Simi Valley Police Department Policy
Manual)

3. Technology Research and Development
4. Department Policy and Procedures

5. Special Projects

200.2.1 STAFFING
A. The Auxiliary Services Bureau is led by Commander, reporting to the Deputy Chief, with
supporting personnel as follows:

1. Sergeant
a. Property Officer

b. Property Technician
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Consumable Supplies

201.1 PURPOSE
The Auxiliary Services Bureau through the Property Room Staff is responsible for the receipt

and distribution of consumable supplies (i.e., batteries, drug screen kits) in support of the Patrol
Bureau.

201.2 PROCEDURE
A. Consumable supplies shall be stored in the Patrol Report Writing Room.

1. The Property Officer or designee shall periodically review the quantity of supplies
available and if necessary obtain additional supplies. In all cases, refurbishing supplies
should be done on Fridays.
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Chapter 3 - Communications Bureau
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300 PROCEDURES

Communication Bureau

300.1 PURPOSE
The mission of the Communications Bureau of the Simi Valley Police Department is to provide

communication services and support to the public and the Police Department field personnel with
the following objectives:

1. Timely response to requests for service and assistance.
2. Telecommunications support to Police Department personnel.
3. Dispatching appropriate emergency personnel and equipment to public needs.

4. Monitor and coordinate field operations of Police Department personnel.

300.2 PROCEDURE

In order to effectively perform its mission, the Communications Bureau has formulated Bureau
Orders to establish operational procedures and guidelines which are to be used in conjunction
with the manuals published by the Simi Valley Police Department and the City of SImi Valley.
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301 PROCEDURES

Organizational Structure

301.1 PURPOSE

The Bureau Order shall develop and maintain the organizational structure for Communications,
define job descriptions and responsibilities and establish standards of accountability for
Communication Bureau personnel

301.2 PROCEDURE
A. The Communications Bureau is divided into sections known as "Shifts ". The Shifts for Police
Dispatchers and Communications Supervisors include but are not limited to:

1. Shift | - 2000 to 0600 hours (aka Mornings)
2. Shift 11 -0600 to 1600 hours (aka Days)
3. Shift 11l - 1600 to 0200

301.3 JOB DESCRIPTIONS

A. Communications Manager - Under the direction of the Deputy Director of Critical Support and
Logistics, supervises the operations of the Communications Center, personnel assigned to the
Bureau and performs related tasks as required:

1. The Communications Manager coordinates and oversees day-to-day operations;
supervises and oversees training needs of Communications personnel; prepares work
schedules to maintain sufficient coverage of shifts; monitors effectiveness of current
Communications radio equipment, recommending changes as necessary; schedules
maintenance for Communication radio equipment; and formulates and implements
Communications policies and procedures and other duties as assigned.

B. Communications Supervisor - Under the direction of the Communications Bureau Manager,
functions as the Dispatch Supervisor of personnel on duty in the Communications Center on an
assigned shift.

1. Provide input with regard to training needs of personnel assigned to a shift, train
new Dispatchers, perform as a Dispatcher as needed and assigned, lead the activities of
personnel on an assigned shift, provide input for staff evaluation, and corrective actions,
assist with various administrative tasks such as scheduling and staffing, accuracy of
computer input, review work and work product of personnel on an assigned shift, ensure
compliance with Department and City policies and procedures, local, state, and NCIC laws
and regulations, assist in developing and conducting training programs in topics regarding
Communications, accept and resolve minor complaints from the public, provide overall
administrative assistance to the Communications Manager, operate and lead operation of
the computer aided dispatch system, report equipment malfunctions and other duties as
assigned.
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Organizational Structure

2. Communications Supervisors are administratively assigned to and receive direction from
the Communications Bureau Manager. Operationally, Communication Supervisors respond
to and receive direction from the on-duty Watch Commander/Supervisor.

C. Dispatcher - Under direction of the Communications Supervisor, charged with the responsibility
to perform law enforcement communication support, assist the public and Police Department field
personnel and to perform related work as required.

1. Receive incoming business and emergency telephone calls from the public. Provide
assistance, information and direction to callers, dispatch appropriate law enforcement or
emergency personnel to meet the needs of calls for service, supply telecommunications
support to field and station personnel, maintain resource and support materials, responsible
for Simi Valley Police Department CAD computer input regarding calls for service data
and field activities, respond to requests for CAD information from field personnel, receive
all 9-1-1 emergency requests, and when appropriate, make transfers, respond to field
personnel resource requests, (i.e., emergency notification lists and |,monitor alarms in the
Communications Center, prioritize calls for service, over sees field situations and available
resources and personnel, maintain telecommunication manuals and logs, be familiar with
City geography, landmarks and address numbering systems, map reading, keep Watch
Commander/Supervisor and Field Supervisor informed on field situations and other duties
as assigned.

2. Dispatchers are administratively assigned to and receive direction from the Communication
Bureau Manager. Operationally, Dispatchers respond to and receive direction from the on-
duty Watch Commander/Supervisor and the Communication Supervisor.
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302 PROCEDURES

Watch Guidelines

302.1 PURPOSE

The Communications Bureau establishes guidelines which, in conjunction with the Simi
Valley Police Department Policy Manual, will be adhered to by all personnel working in the
Communications Bureau.

302.2 PROCEDURE
A. Emphasis is placed on the following:

1. Officer Safety.

2. Dispatchers and Communications Supervisors are expected to be courteous to citizens
and fellow employees. They are to treat others with respect.

3. Radio procedures are expected to be professional at all times and comply with FCC
regulations.

4. Dispatchers and Communications Supervisors are expected to respond to the needs of
the public and officers in an expedient and professional manner.

B. Dispatchers and Communications Supervisors shall answer the telephones in a prompt,
professional manner.

C. Dispatchers and Communications Supervisors shall prioritize and respond to calls for service
and requests.

D. Dispatchers and Communications Supervisors shall dispatch appropriate personnel to meet the
needs of the situation promptly, Dispatchers and Senior Lead Dispatchers will monitor in progress
calls for service and field situations.

E. Dispatchers and Communications Supervisors will be on time and prepared to start their
assigned shift.

F. Dispatchers and Communications Supervisors wil keep the Field Supervisors and Watch
Commander'/Supervisor informed of any emergency calls, major field situations or any unusual
occurrence.

G. Dispatcher and Communications Supervisors will remain on-duty and in a working capacity
until relieved by the oncoming personnel. Under no circumstances will they abandon the
Communications Center until properly relieved.

H. The Dispatchers and Communications Supervisors who are completing their shift or working
time on the radio will brief the oncoming personnel as to the status of each officer or field personnel
on -duty, all currently working field situations, as well as background on the pending calls for
service.
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Watch Guidelines

I. Dispatchers and Communications Supervisors are expected to be productively engaged with
the agency's work while on paid time. Dispatchers and Communication Supervisors will display
good work habits essential to achieve and maintain a reasonable focus on getting the work
accomplished.

J. Dispatchers and Communications Supervisors are to leave their work area in a clean, neat
condition free of debris, food and drinks.

K. Dispatchers and Communications Supervisors will attend daily Patrol Briefings as staffing
permits.

L. Dispatchers and Communications Supervisors are expected to conduct their work in a manner
which supports the agency's efforts to serve the public as effectively and safely as possible. When
differences arise, personnel are expected to handle them professionally.

M. Dispatchers and Communications Supervisors will avoid patterns of complaints from personnel
or the public regarding voice intonations, and/or expressions. Communications and interactions
among personnel will be polite and professional. Actions or exchanges which tend to produce
unnecessary stress or which tend to become barriers to the successful exchange of needed
communication or information are prohibited.

N. Dispatchers and Communications Supervisors are expected to conduct their work in a manner
which fosters positive public relations. interactions with the public must be positive and effective.
Dispatchers and Communications Supervisors must avoid behaviors which produce or are likely
to produce complaints.

O. While dealing with the public, Dispatchers and Communications Supervisors will display
genuine interest by using voice intonations usually associated with interest rather than curtness
or disregard.

P. Dispatchers and Communications Supervisors will enforce Policy 801, Communications
Bureau, which limits access to the Communications Center by unauthorized personnel.

Q. Dispatchers and Communications Supervisors will follow the chain of command.
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303 PROCEDURES

Monitoring Alarms

303.1 PURPOSE
The Communications Bureau personnel are required to monitor certain alarm systems in the

Communications Center.

303.2 PROCEDURE
A. Dispatchers and Communication Supervisors working in the Communications Center shall,

monitor the following alarm systems:
1. Fire/Smoke Detectors
2. Jail Alarm
3. Closed Circuit Security Monitors

B. When one of these alarms is activated, Communications Bureau personnel will take appropriate
action to notify personnel to investigate the circumstances surrounding the activation. The Watch
Commander/Supervisor will also be advised of any activation.

C. Communications Bureau personnel will reset the alarm once the incident surrounding the
activation has been identified and resolved.
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304 PROCEDURES

Equipment Failure

304.1 PURPOSE

Communications Bureau personnel are required to monitor certain equipment while working
in the Communications Center. Communications Bureau personnel will report the malfunction
or deficiency of the equipment to the Communications Supervisor overseeing equipment, who
will inform the proper maintenance repair personnel.

304.2 PROCEDURE

A. Communications Bureau personnel will promptly notify the appropriate vendor or responsible
person with respect to any malfunction or equipment failure of the following vital pieces of
equipment in the Communications Center

. Telephones and 9-1-1 equipment

. Radios

. CLETS/VCJIS computer and printer
. CAD computer system and printer

. Alarms

. Play-Back recorders

~N o o~ W N P

. Scanners
8. Dispatch consoles and environment systems

B. Dispatchers and Communications Supervisors are expected to use and maintain agency
equipment in a manner which is most likely to assure good working order and appearance.
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305 PROCEDURES

Uniforms

305.1 PURPOSE

The Communications Bureau shall establish herein the uniform apparel that will be issued and
worn while personnel are working in the Center. Additional equipment, apparel or modifications
not specifically authorized by the Bureau Procedure are prohibited unless approved by the Deputy
Director.

305.2 PROCEDURE

A. Class A Uniform - This uniform is applicable to all uniform personnel. It shall be worn when
directed by the Chief of Police, Deputy Chief, Deputy Director, or Communications Manager. Class
A uniforms may be worn at the Dispatcher's discretion in the following circumstances:

1. Court Appearances
2. Public Events

3. Interagency or Intergovernmental Meetings, Conferences, or Gatherings of an Official
Nature

4. Funerals for Law Enforcement or Fire Personnel

5. The Class A Uniform consists of all of the following items of apparel:
a. Long sleeve uniform shirt with appropriate insignia
b. Uniform tie with tie bar (optional is the female crisscross bow tie)

c. Uniform trousers (wool only) or uniform skirt (hemmed between 1" below the knee
to 1" above the knee)

d. White crew-neck T-shirt

e. With uniform pants, black dress shoes, black socks.

f. With uniform skirt, flesh or back color hose and plain black pumps (heels not to exceed
3)

g. Issued breast badge

h. Issued nameplate over right side breast pocket

i. Black leather belt

j- Service stripe for each five (5) years of service with any law enforcement agency.
Service stripes are mandatory on the long sleeve shirt.

k. Rank insignia for Communications Supervisors will be a three (3) chevron silver pin
to be worn on each collar
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I. Rank insignia for the Communications Manager will be a silver star to be worn on
each collar

B. Class B Uniform - This is the daily uniform while working in the Communication Center.
1. Short sleeve or long sleeve black polo shirt with appropriate insignia
2. Black 5.11 Strike BDU pants
3. Black shoes, black socks
4. Black leather belt

5. Optional wearing: Black wool sweater with insignia, Black hooded sweatshirt with insignia,
Black jacket with insignia

C. All members will follow the department guidelines for grooming standards as detailed in
Policy 1020, Personal Appearance Standards and the applicable sections of Policy 1021, Uniform
Standards.
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306 PROCEDURES

Work Breaks

306.1 PURPOSE

To assure adequate coverage and service to the community and field personnel, the
Communications Bureau regulates the number of personnel that may be away from the
Communications Center during work breaks. Exemptions to this Bureau Order may be authorized
by the Communications Manager, on-duty Communication Supervisor, or Watch Commander/
Supervisor.

306.2 PROCEDURE
A. The specific time limits and availability of meal breaks allowed for Communications Bureau
personnel will be determined by the current Memorandum of Agreement.

B. No more than one Dispatcher or Communication Supervisor will be away from the
Communications Center during a work break, except as authorized.

C. No work break will be authorized in conjunction with the beginning or end of watch.
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307 PROCEDURES

Primary Tasks

307.1 PURPOSE

The Communications Bureau establishes the primary tasks of specific positions within the Center.
Exceptions may be authorized by the Communications Manager, Communications Supervisors,
or the Watch Commander/Supervisor.

307.2 PROCEDURE

A. The primary Dispatcher position will be responsible for the operation of the radio, CAD, CLETS,
and VCJIS computers, monitoring field personnel and situations, dispatching calls for service, and
assisting with the telephones as activity permits.

B. The secondary Dispatcher positions will be responsible for answering the telephones, entering
calls for service into CAD, providing support to the primary Dispatcher by completing requests
from field personnel for auxiliary equipment or services and resource information requests,
recording pertinent information into CAD logs and inputting of calls for service information into the
department CAD computer.

C. The selection of which position will be worked during the shift will be resolved by the Dispatchers
on duty. If the assignment of positions cannot be resolved, the positions will be selected by
seniority or assigned by the Communications Supervisors.

D. The primary and secondary Dispatcher position will always be manned by a Dispatcher or
gualified personnel. The third, and on the occasions when there is a fourth, Dispatcher position
may be filled by members with call-taker abilities and the recognized ability to operate the CAD
computer.

E. All Dispatchers and Communications Supervisors are expected to do their fair share of the work
on the shift without regard for the type of call or assignment.

F. Dispatchers, Communications Supervisors and other members working the Center will come
to one another's aid when assistance is needed or requested.

Copyright Lexipol, LLC 2019/12/11, All Rights Reserved. Primary Tasks - 30
Published with permission by Simi Valley Police Department



Procedure Simi Valley Police Department

308 PROCEDURES

Training New Members

308.1 PURPOSE

The Communications Bureau shall train new Dispatchers or members to work in the Center
through a combination of and on-the-job, hands-on training, combined with a classroom setting.
See attachment: Communications Training Manual 2019 (Master).pdf

308.2 PROCEDURE

A. When requested by the Communications Manager, Communications Supervisors or
Dispatchers will train new Dispatchers or personnel that will be working in the Communications
Bureau.

B. When training new Dispatchers or personnel that will be working in the Communications
Bureau, the assigned Communications Supervisors or Dispatchers will complete a training manual
for the person being trained and complete daily evaluations. If the training Dispatcher must be
absent from the Center, they will reassign the trainee to be overseen by other Communications
personnel. Whoever is overseeing the trainee for that period will complete the daily evaluation.

C. The Communications Supervisors or Dispatcher will complete a status report when requested,
which outlines the progress and assessment of the trainee and forward the report to the
Communications Manager and then to the Deputy Director.

D. The average length of the training period for a new Dispatcher without previous experience will
be approximately eight (8) months. However, the length of the training period may be extended or
reduced depending on the progress and needs of the trainee and the department, with approval
of the Communications Manager and Deputy Director. The average length of the training period
for lateral Dispatchers will be approximately five (5) months.

E. Meeting the needs of the trainees will be second only to the Communications Supervisors or
Dispatcher handling their primary dispatching responsibilities.

F. The Communications Supervisors or Dispatcher's focus will be on training and job-related
issues.

G. Communications Supervisors or Dispatchers will display a positive and professional demeanor.

H. Communications Supervisors or Dispatchers will teach, instruct and carry out department
policies, procedures and orders in a consistent, professional manner.
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309 PROCEDURES

Telephone/Customer Service

309.1 PURPOSE
The Communications Bureau requires members working in the Center to answer the telephones
in a courteous, prompt fashion.

309.2 SECTION TITLE
A. The personnel working in the Communications Center will answer the telephones promptly.

B. The personnel working in the Communications Center will answer the 9-1-1 lines first,
emergency lines to the department second and the business lines as quickly as possible.

C. In an effort to standardize the manner in which the incoming telephone calls are answered,
members will conform to the following greetings as indicated for each set of phone lines:

1. 9-1-1 Lines - "9-1-1 Emergency. What are you reporting?" This language is set by state
guidelines and there is no room for variation.

2. Seven (7) Digit Emergency Lines - "Police Emergency. This is (first name or last name)?"
Providing your name promotes a comfort level and instant rapport with the caller.

3. Business Lines - "Simi Valley Police Department, this is (first name or last name)." You
are the first point of contact on these lines after hours.

4. Inter-Department Extensions - "Police Dispatch, this is (first name or last name)."
5. Ringdown Lines - "Hi Fire, this is Simi PD."

D. The Communications Bureau goal is to provide a pleasant, friendly demeanor while answering
the telephones. Often Center personnel are the only contact a citizen may have with our agency,
or our City. Their opinion and attitude towards the department or City may be based solely on their
contact with Communications Center personnel. Communications Bureau personnel will strictly
adhere to these telephone greetings in a effort to improve our level of customer service and
professionalism.

E. Communications Bureau personnel will make appropriate transfers of calls to be handled by
other agencies or other personnel with in the department. Communications personnel will make
every attempt to assist the callers and provide an answer to their dilemma or question. Bureau
personnel need to be well versed on the multiple resources available for referrals and utilize these
agencies when appropriate. When a caller needs to be referred to another agency, offer your
name and for the caller to call back if they are not successful in reaching the referred resource.

F. Communications Bureau personnel will make every effort to answer all incoming calls as quickly
as possible, checking with the caller to verify whether an emergency exists and if needed, placing
the caller on hold rather than allowing the calls to continue to ring unanswered. When you return
to the line, thank the caller for holding prior to continuing the conversation.
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G. Communications Bureau personnel will make every effort to answer the caller's questions or
requests for information as they apply to law enforcement. Personnel may, as time allows, respond
to unrelated questions or request if they are aware of the information or it is easily obtained.

H. Communications Bureau personnel will, as time allows, educate the callers on what can be
done, by law, Municipal Code, and/or department policy. Taking time to explain things defuses
the situation and usually a callers's anger and/or frustration.

. If a citizen calls in a suspicious vehicle or circumstances call and does not wish to be contacted
by an officer, Dispatchers will offer the caller that they can telephone Communications back in 30
to 45 minutes to check the disposition of the call if they so desire.

J. Communications Bureau personnel will elicit complete information from the callers as needed
for officer effectiveness regarding calls for service and for officer and citizen safety.

K. Communications Bureau personnel will classify calls properly. Misclassification of radio calls
can be dangerous to both officers and citizens.

L. Communications Bureau personnel will transfer work-related telephone calls to voicemail for
personnel not on duty or unavailable at the time of the telephone call.

M. Should Communications Bureau personnel receive a call from an individual identifying
themselves as a family member of a department employee, the Dispatcher will attempt to locate
the employee. If unsuccessful, or the person requested is not on-duty, the call should be directed
to the Watch Commander/Supervisor.

N. If a call for service is held for thirty (30) minutes or more, a Communications Bureau personnel
will call back the reporting party and advise them of the delay. A brief explanation of the reason
for the delay will be provided and and approximation of when it is anticipated and officer may be
available to handle the call for service. Personnel will document the return call in the CAD call
comments.

O. Personal calls are to be kept to a minimum and will not interfere with the performance of
Communication Bureau duties. Personal telephone calls are to placed on the non-recorded,
cordless telephone located at all the Dispatcher desks. Any charge incurred for personal telephone
call must be billed to the employee's home phone number, calling card, credit card, or third number.

P. Communication Bureau personnel will comply with the City's telephone usage guideline
delineated under Administrative Policy and Procedures, #A-009B.
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310 PROCEDURES

CAD Computer

310.1 PURPOSE

The Communications Bureau shall ensure accurate and complete information is recorded in the
department computer aided dispatch system (CAD). The purpose of entering the information into
the computer system is to permanently record official department information. Among other needs,
this information is used for the daily calls for service.

310.2 PROCEDURE

A. Communications Bureau personnel will enter and complete CAD entries with accurate,
complete, and pertinent information reflecting the calls for service and action taken by department
personnel. Communications Bureau personnel will also enter accurate field/radio occurrences and
information in the the CAD system.

B. Communications Bureau personnel will comply with the requirements of completing the
information categories of the department CAD computer system with respect to calls for service
as detailed in Policy 801, Communications Bureau, Section 801.2.1.

C. Communications Bureau personnel will enter the information into the department CAD
computer up to their scheduled end of watch. This information will then be relayed to the oncoming
Dispatchers, including the Communications Supervisors.

D. The Communications Supervisors on duty will review CAD computer input for accuracy and
completeness of records and make modifications if required.

E. Communications Bureau personnel will promptly respond to computer data inquires and
requests. If there is a delay for any reasons beyond the Dispatcher's or Communications
Supervisors control, they will notify the requesting officer of the delay.

Copyright Lexipol, LLC 2019/12/11, All Rights Reserved. CAD Computer - 34
Published with permission by Simi Valley Police Department



Procedure Simi Valley Police Department

31 1 PROCEDURES

Unauthorized Personnel in the Communications
Center

311.1 PURPOSE

The purpose of this Bureau Order is to further detail the basic requirements as set forth in Policy
801, Communications Bureau, Section 801.2, Communications Center Security. This Bureau
Order and Policy 801 are developed to ensure that Communications Bureau personnel can
accomplish their tasks in an orderly fashion by allowing only authorized personnel access to the
Communications Center.

311.2 PROCEDURE
A. Access to the Communications Center is at the discretion of the Watch Commander/Supervisor,
Communications Manager, or on-duty Communications Supervisors, pursuant to the following:

1. The Communications Center is not to be used as an alternate report writing room,
employee break room, or lunch room.

2. Officers in the station shall make records and other computer checks through the Records
Bureau during regular business hours. When the Records Bureau is closed, Communications
will handle such requests. In-house computer checks should be handled by the officer
through the terminals provided outside of the Communications Center.

3. Communications trained personnel will be allowed to enter the Communications Center
to assist the Dispatchers only at the request of the Communications Bureau Manager,
Communications Supervisors, Dispatcher, or Watch Commander/Supervisor. In cases of
overload or emergencies, the Communications Supervisors or Dispatcher may request
assistance from other personnel and authorize their access to the Communications Center.

4. Communications related business should be handled over the telephone if possible. If an
exchange of paperwork or documents is required, this may be accomplished via the Watch
Commander's Office.

5. If an officer is required to make a long distance follow-up phone call, they may place the
call from the Watch Commander's Office, Dispatch, or through their department issued cell
phone.

6. Communications Bureau personnel are to avoid conversations or loud background noises
and other activities that might interfere with safe dispatching.
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312 PROCEDURES

Training of Sworn Officers

312.1 PURPOSE

The Communications Bureau may train selected sworn police officers to work and assist in the
Communications Center. Officers who have completed dispatch training may sign up and work
overtime positions in the Center at the discretion of the Deputy Director, Deputy Chief, and the
Communications Manager pursuant to the needs of the department.

312.2 PROCEDURE

A. When requested by the Communications Manager, Communications Supervisors or
Dispatchers will train selected sworn police officers in the function and procedures of the
Communications Center.

B. When training police officers in dispatch procedures, the trainer will complete a training manual
for the officer being trained. The manual will include daily evaluations for each day of training.
The trainer will complete a more extensive evaluation during the officer's sixty (60) hours of intern
training.

C. Training Senior Lead Dispatchers or Dispatchers are required to keep the Communications
Manager updated with respect to the progress of the officer's training.

D. The officer(s) will train until they have completed the materials and information to be covered in
the training manual and have worked a sixty (60) hour internship with a qualified trainer.The time
worked with each trainer is to be logged in the officer's training manual. The length of the training
period may vary depending on the progress and needs of the officer being trained.

E, Officer training in Communications may be accomplished during their regular working hours, as
time allows and with the approval of the Communications Manager and the Watch Commander/
Supervisor. The training of regular Communications personnel will always take priority over officer
training. Officers will not be allowed to train at the same time a Senior Lead Dispatcher or
Dispatcher has a trainee.

F. Officers on probation will not be allowed to train in the Communications Center.

G. Officers interested in being trained to work in the Communications Center shall submit a memo
of interest to the Communications Bureau Manager for consideration.

H. Once trained, officers will be allowed to sign up for posted Communications Bureau overtime
positions; however, they may be overridden by a regular Dispatcher up to forty-eight (48) hours
before the available shift.

I. Officers who have not completed the training program in Communications, but are familiar with
the Communications Center Intelligent Work Stations and Computer Aided Dispatch system, may
at the discretion of the Communications Manager, work the call-taker position with a fully trained
Dispatcher.
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313 PROCEDURES

Television Use

313.1 PURPOSE

The Communication Bureau shall provide the most current, accurate information to the citizens
of our community, command personnel and field personnel during major events such as natural
disasters or civil unrest. This will be accomplished through the use of a variety of communications
equipment including television monitor.

313.2 PROCEDURE
A. The use and availability of the television equipment will be pursuant to the following guidelines:

1. Communications personnel may, as call and field activity permits, watch television in the
Communications Center. This privilege will be monitored by the on-duty Communications
Supervisors, Communications Manager, and/or the Watch Commander/Supervisor. Subject
matter will be of a general entertainment nature. Subject matter that may be viewed as
offensive or distasteful is strictly prohibited.

2. The viewing and monitoring of programs will not interfere or disrupt the primary
responsibilities of on-duty Communications members.

3. Volume on this equipment is to be at a reasonable level not to interfere with the radio traffic
or telephone conversations.

4. The equipment is to be used by Dispatch and supervisor personnel only.

5. The use and viewing of this equipment must be pre-authorized and/or controlled by the
Communications Manager, on-duty Communications Supervisors or the Watch Commander/
Supervisor.

Copyright Lexipol, LLC 2019/12/11, All Rights Reserved. Television Use - 37
Published with permission by Simi Valley Police Department



Procedure Simi Valley Police Department

314 PROCEDURES

Overtime Procedures

314.1 PURPOSE
A. The Communications Bureau shall maintain minimum deployment standards. When vacancies
arise and posted overtime is not taken voluntarily, the Communications Supervisor will mandate
overtime assignments in a fair and pre-established manner using the guidelines established in
this Bureau Order.

B. The Communications Bureau will fill leave requests in the Communications Center
with personnel assigned to the Communications Bureau. This will include Communications
Supervisors, Dispatchers, Temporary or Part Time Dispatchers and Dispatch Trainees. When not
fully staffed, the use of outside personnel may be considered if there are extended vacancies in the
Communications Center, long term leaves due to illness or pregnancies, emergency situations,
or at the request of the Communications Supervisor, the Communications Manager or Deputy
Director. Every effort will be made to fill leave requests in the Communications Center with
Regular, Temporary or Part-Time Dispatchers, or Dispatch qualified Officers.

314.2 PROCEDURE

A. The Communications Supervisor assigned to manage scheduling shall maintain a list showing
the total number of overtime hours worked by each employee. The list will show a running total
of the amount of overtime worked per deployment period. The list wil be updated every week and
posted In the overtime book. The list will last the duration of the Deployment Period. A new list
will begin with each Deployment Period.

B. Mandatory overtime will be assigned in the following manner:

1. When posted overtime is not voluntarily covered and mandates are necessary, whenever
possible, overtime will be mandated to the Dispatcher or Communications Supervisor who
has worked the least amount of overtime since the beginning of the Deployment Period.
Mandated overtime may be assigned in conjunction with a scheduled shift or on a regular
day off (RDO).

2. Mandated overtime shall be assigned by the Communications Supervisor with the
assignment of scheduling, the on-duty Communications Supervisor or the Communications
Manager at least forty-eight (48) hours in advance, whenever possible. The employee's name
will be placed on the overtime sheet under the "ordered" column. If the employee is on their
day off and will not be working prior to the shift assignment, a phone call and text message will
be made to that employee notifying them of the hours to be worked. The affected Dispatcher
should reply acknowledging the order in.

3. In the case of a Dispatcher or Communications Supervisor calling in unavailable for
their shift, personnel working the current shift may be held over or the next shift called in
early. Whenever possible, the mandated period of time shall not exceed six (6) hours if in
conjunctions with a regular shift however, it could involve a full ten (10) hour or more shift on
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an RDO. If the Dispatcher or Communications Supervisor calls out for their shift, whenever
possible call out four (4) or more hours prior to the start of your shift, so that adequate
coverage may be found.

4. When overtime that is assigned to a Dispatcher or Communications Supervisor is not
worked due to a trade or sick call out, the Dispatcher or Communications Supervisor will
not be credited for those hours. Only actual overtime hours worked in the Communications
Center will be calculated in each individual's total. Holiday overtime is also not calculated
into the total hours worked. Determination of calculated hours will be at the discretion of the
Communications Supervisor responsible for scheduling or the Communications Manager.

5. Overtime will not be mandated to an employee that has taken Annual Leave or Comp Time
for their entire shift on the date coverage is needed. Overtime will not be mandated to an
employee that has taken at least four (4) full days of Annual Leave or Comp Time consisting
of at least one full day on each end of their scheduled days off.

6. Overtime will not be mandated to an employee on their scheduled days off immediately
before or after their work week if they have taken the entire work week off on Annual Leave or
Comp Time. Overtime will not be mandated to an employee who has been out on extended
leave of absence, four (4) months or more for their first two (2) days back, so that employee
can get re-acclimated.

C. Every effort will be made to fill submitted leave requests. Generally speaking requests of four (4)
days or more will not be denied, if at all possible. Requests submitted for one full shift or less may
be denied if adequate coverage cannot be secured. Requests of 40 consecutive hours or more
should be submitted as early as possible but no later than one week prior to the requested time off.

D. The Communications Supervisor assigned scheduling duties or the Communications Manager
may adjust the hours of a dispatcher who is currently working in order to cover Annual Leave
vacancies. These arrangements must be agreed upon by those affected by the change.

E. Dispatchers will have first choice of covering any available posted overtime in the
Communications Center. If the overtime is not taken, Department personnel who are trained to
work in the Communications Center can sign up for the overtime.

F. If an overtime shift is only partially covered by a Dispatcher, Communications Supervisor or
by trained department personnel who are authorized to work in the Center, any dispatch qualified
personnel may sign up for the entire shift provided it is not within ninety six (96) hours of the start
time of the vacancy. Notice will be given to the person who will not be working the shift by the
person taking the overtime.

G.Absent exigent circumstances, personnel who have signed up to fill a vacancy in the
Communications Center will be responsible filling the vacancy unless notification of the
cancellation ninety six (96) hours from the start of the vacancy or longer has been provided. If the
person who has signed up for the overtime would like to cancel within the ninety six (96) hours,
they are responsible for filling the vacancy, not the scheduling Communications Supervisor. If the
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time slot cannot be covered, the Dispatcher will be required to meet their obligation and work the
posted hours they signed up for. As a courtesy, Communications personnel that must cancel after
signing up for an overtime slot with notice of ninety six (96)) hours or longer should notify the
scheduling Communications Supervisor via e-mail of their unavailability. This applies to Dispatch
qualified officers as well.

H. When a Dispatcher or Communications Supervisor on a shift has requested time off, every
effort will be made to fill the vacancy and allow the time off request, with special attention to the
first request submitted and requests of four (4) full consecutive days or more. Should a second
person working the same hours or overlapping hours request time off, the time will be posted and
efforts will be made to comply with the second employee's request; however, personnel will not be
ordered or mandated to fill the second vacancy. The time off request will not be approved unless
the position is filled voluntarily. Additionally, if a Dispatcher or Communications Supervisor on any
other shift requests time off during the same period of time that the other person will be gone,
requests wil be handled on a first request basis. Regardless of which position is signed up for,
the Dispatcher who requested time off first will be given first consideration. Securing one's own
coverage does not guarantee time off under any circumstances.

I. There may be occasion where in only one employee can be absent from the Communications
Center at a given time. Should any vacancy be filled on a voluntary basis by dispatch qualified
personnel the request should be approved as long as the needs of the agency are met. Final
decision will rest with the Communications Supervisor working the affected hours and the
Communications Manager. If Communications Bureau personnel are in doubt as to whether a
request for time off has been approved, the requesting employee is responsible for confirming
with the Communications Supervisor on their shift, the scheduling Communications Supervisor or
the Communications Manager prior to commencement of the time off.

J. When a Dispatcher or Communications Supervisor posts a time off request in the overtime
book, they are to add the date the request was made to allow the determination of who requested
time off first.

K. Every person accepting employment in the Communications Bureau was made aware of the
requirements of working shift work, weekends and holidays. Should a holiday fall on a regular
workday, Communications personnel should plan on working the holiday. If a dispatcher requires
a particular holiday off, they should take that into consideration when selecting their shift at shift
change. Overtime will not be mandated on holidays to cover a requested time off, regardless of
the length of time off requested. For instance, if a Dispatcher submits a request for two (2) weeks
off covering Christmas and New Year's. The dates surrounding the holidays may be approved;
however, unless voluntarily covered three (3) days before Christmas Eve, Christmas Day and
New Year's Day, and three (3) days after Christmas Eve, Christmas Day and New Year's Day, all
recognized City holidays will not be approved if the coverage must be mandated to give a member
the time off. This procedure will apply to recognized City holidays only. The exception to this policy
will be if the holiday falls on a weekend but the City holiday falls on a different day (i.e., Christmas
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on a Saturday, with the City holidays on Friday and Monday). For purposes of this procedure, the
Communications Bureau will recognize the holiday on the day of the actual holiday.

L. Vacancies created by personnel attending Department authorized training or on a leave of
absence will be filled and/or mandated before any other time off requests will be considered.

M. Communications Supervisors are required to routinely check the scheduling book for
scheduling conflicts and/or errors and notify the Communications Supervisor responsible for
scheduling as soon as possible. The Communications Supervisor discovering the problem shall
attempt to remedy the problem.

N. Vacancies on shifts due to lack of personnel will need to be filled prior to time off requests, as
the agency's needs must be met before other vacancies can occur.

O. On occasion, Dispatchers and Communications Supervisors may voluntarily elect to work more
than 16 consecutive hours. Their ability to function, level of alertness and general demeanor will be
monitored and evaluated by the Communications Supervisor on duty or by the Communications
Manager as to whether or not they are fit for duty and may continue working. Obvious fatigue
and/or displays of diminished skill level will result in the affected Dispatcher being relieved and
sent home to rest.

P. No on duty Dispatcher is to arrive late for their shift or leave prior to their EOW without the
approval of the time off from a Communications Supervisor or by the Communications Manager.
End of Watch or beginning of Watch breaks, Code 7's or any other unrecorded absences are
strictly prohibited.

Q. The directions outlined in this procedure are meant to function as guidelines for the more
common situations. Regardless of the procedures in place, we are in an occupation that provides
emergency services to the public, with this in mind the needs of the agency will be met at all times.
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315 PROCEDURES

Dispatching Field Supervisors

315.1
The Co
to spec

315.2

A. Communications Bureau personnel will dispatch a Field Supervisor to high priority radio
calls, including those of the below listed nature. The Field Supervisor will be in addition to the
assigned to handle the call for service. Communications personnel will record which
upervisor was dispatched, the time of their arrival, the time of their clearance and any
other pertinent information they advise regarding the call. If a Field Supervisor has an extended
arrival time or elects not to respond to a call after being advised. Communications personnel will

officers
Field S

PURPOSE

mmunications Bureau will ensure that Field Supervisors are aware of and are dispatched

ific high priority radio calls.

PROCEDURE

document the information in CAD.

1.
2.

© 00 N oo o b~ W

11.
12.
13.
14,
15.
16.
17.
18.
19.

Dead Bodies

Felonies in Progress

. Robbery Alarms

. Scout alarm activations

. Critical Missing Persons (e.g., young children, mental patients, elderly persons, etc.)
. Suicides or Attempted Suicides

. Barricaded Suspects

. Hostage Situations

. Bomb Threats

. All Instances where significant force is known to have been used
Major Disturbances or Fights involving more than two people
Third responses to disturbing parties

Family disturbances involving weapons

On-Duty officer involved traffic collisions

Hazardous Material Incidents

Calls involving off-duty law enforcement personnel

Termination of any pursuit (vehicular or foot)

Any K9 deployment resulting in a bite

Major Traffic Collisions
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20. Officer involved shootings, accidental or otherwise
21. All request for Code 3 assistance
22. Other calls appropriate for a supervisor

B. in addition to the above enumerated calls, if a Field Supervisor responds to any other call
for service or field situation, Communications personnel will record that a Field Supervisor is
responding and any other pertinent information provided by the supervisor regarding the call.
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316 PROCEDURES

Domestic Violence Calls

316.1 PURPOSE

The Communications Bureau shall consider acts of Domestic Violence as a crime, regardless of
the relationship of the parties, to treat Domestic Violence victims with respect and dignity and to
provide victims of Domestic Violence with any available assistance by law enforcement personnel.
Communications Bureau personnel shall in addition to the guidelines established in this Bureau
Order, comply with Policy 310, Domestic Violence and the Ventura County District Attorney's
Domestic Violence Law Enforcement Protocol ( See attachment: DV Protocol Executed Final
Updated 092117.pdf).

316.2 PROCEDURE

A. Communications Bureau personnel who receive a Domestic Violence incident call will dispatch
officers to every reported incident. Communications personnel will, when warranted, give a
Domestic Violence call the appropriate priority and will dispatch the appropriate number of officers
to the scene.

B. When speaking with a victim of Domestic Violence, dispatchers will not discuss the victim's
desire to "press charges" or "prosecute.” Any comment or statement which seeks to place the
responsibility for enforcement action with the victim is inappropriate.

C. During the initial call for assistance, the call taker should ask the following questions to obtain
the circumstances of the call:

1. Where is the emergency? What address? What apartment number? Call back number?
2. Has anyone been injured? If yes, is an ambulance needed?

3. Who is the suspect and is he/she present? If not, a description of the suspect and his/
her whereabouts.

4. Are weapons involved or available? If yes, what kind?

5. Who am i speaking to? Are you the victim? If no, are you a withess?

6. What has happened? What is happening now?

7. Are there any children present? If yes, how many and where?

8. What is your relationship to the suspect?

9. Is the suspect under the influence of drugs or alcohol? If yes, what substance?

10. Does victim have a current restraining order? If yes, has the suspect been served with
the order?

11. If possible, continue to gather additional information such as: Have the police been to the
address before? Have they been involved in prior domestics, etc.?
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12. Communications personnel are not required to verify the validity of a protective order
before responding to a request for assistance (Penal Code § 13702).

13. Obtain information regarding the person calling - name, address, phone.

D. The safety of Domestic Violence victims, whether the threat of violence is immediate or
removed, should be the primary concern of dispatchers. Communications personnel shall advise
victims to protect themselves in any way possible including, but not limited to, waiting for officers
at a friend or neighbor's home or simply leaving the residence if the suspect may return.
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317 PROCEDURES

Wireless 9-1-1 Calls

317.1 PURPOSE

The Communications Bureau shall establish procedures for answering, processing and expediting
calls on the "9-1-1" telephone system. The Communications Center procedure for facilitating the
handling of wireless 9-1-1 calls via cellular phones and Voice Over Internet Protocol (VOIP) shall
be the same as answering priority as wireline "9-1-1" calls.

317.2 PROCEDURE
A. Types of Wireless 9-1-1 Calls

1. Phase | - When a Phase | 9-1-1 call is received in the Communications Center, it will
include the following information:

a. Caller's wireless phone call back number
b. Location of the tower that is handling the call cell site address

c. Identification of the wireless service provider responsible for the tower that is handling
the call and contact number

d. Directional antenna array information
e. Class of service displays W911
f. Thomas Bros map page and coordinates

2. Phase Il - When a Phase Il 9-1-1 call is received in the Communications Center, it will
include the following information:

a. The approximate location of the caller based on the longitude and latitude X, Y
coordinates determined by the system. It can take up to fifteen (15) seconds for the
system to determine the caller's location. If the caller's location is available, it will be
displayed on the ALI screen.

b. The X, Y coordinates are an estimate and the actual location of the wireless caller
may not be exactly as indicated.

c. The Federal Communications Commission requires that when a Phase Il call does
not generate a usable geographic location, the call should be delivered as a Phase |
call and include the Phase | information.

d. In the event Phase Il information is not delivered with the initial data, the call-taker
should wait approximately ten (10) seconds before initiating a re-bid by clicking the re-
transmit key on the VIPER telephone system.

e. When the location data is available, map coordinates of the caller will be displayed
in decimal value.
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f. The location determination system may display the two values that indicate the
"confidence" and "certainty" of the location.

B. Calls for service received via wireless 9-1-1 will be answered, processed and expedited with
the same level of urgency as wire line 9-1-1 calls for service. There will be some distinction when
trying to resolve wireless 9-1-1 disconnects and hang-up calls. Wireless 9-1-1 disconnects and
hang-up calls will be handled in the following manner:

1. Wireless 9-1-1 disconnect or hang-ups with telephone number displayed and no indication
that there is an emergency, (i.e., caller statements, background noise, etc.), the call-taker
will call the wireless telephone number once in an attempt to contact the caller and ascertain
if assistance is needed.

a. If the wireless phone is busy or there is no answer and there is no indication of distress
during the initial hang-up call,the call-taker will not make additional attempts to contact
the caller. If the call back goes to voice mail, the call-taker will not leave a message.

b. If the call-taker makes contact with the wireless 9-1-1 caller, the call-taker will follow
the established call handling procedures to determine whether a public safety response
is necessary and will handle the call accordingly.

2. Wireless 9-1-1 disconnect or hang-ups with the telephone number displayed and an
indication of an emergency (i.e., sounds of duress, etc.) - The call-taker will attempt to contact
the caller twice, if necessary, and determine the nature of the incident and an accurate
location for the appropriate public safety response.

a. If the call-taker makes contact with the wireless 9-1-1 caller, the call-taker will follow
call established handling procedures to determine whether a public safety response is
necessary, and if so, will process the call accordingly.

b. If the call does not require a law enforcement response, the call-taker will complete
the call and disconnect.

c. If the wireless phone is busy or there is no answer and the call-taker does not have
enough information to create a call for service (i.e., location and type of call) the call-
taker is not required to make additional attempts to locate the caller. If the call back(s)
go to voice mail, the call-taker does not have to leave a message.

d. If the call-taker has been unable to contact the caller and believes that there is clearly
an emergency (i.e., background noise, statements, gunshots,etc.) and the situation
requires additional follow-up, the call-taker should pursue additional extraordinary
efforts to contact the caller. The extraordinary efforts may include:

1) Using the latitude and longitude to identify the area that the caller was calling
from and dispatching a unit to that area.
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2) Locating the wireless carrier. The call-taker can go to www.cctec.com/Apps/
NPA-NXX and enter the area code in the NPA field and the prefix in the NXX field.
This will provide the call-taker with the wireless carrier's name.

3) Contacting the wireless carrier via the 24/7 telephone number listed in the folder
located in notepad. If required by the wireless carrier, the call-taker may need to
submit the appropriate form, also located in the file cabinet.

4) Ask the wireless carrier to provide the location of the cell tower that the wireless
caller last used.

5) Creating a call for service and dispatching at least one unit to the area of the
cell tower location, if there is enough information available for the unit to respond
safely and know what to look for (i.e., type of problem, description, etc.).

6) If possible, requesting the subscriber's name, home address, and wireline
telephone number from the wireless carrier and calling the subscriber's number.

7) In extraordinary circumstances, dispatching a unit to the subscriber's home
address.

3. Silent Calls on Wireless 9-1-1

a. In compliance with Public Law §§ 101 - 336 (aka American with Disabilities Act) all
silent calls will be interrogated with a TDD/TYY to determine if the caller is attempting to
report an emergency using a special communications device for hearing and/or speech
impaired individuals.

4. Cancellation

a. Communication Bureau members may disregard a wireless 9-1-1 call if there is
evidence that the call is one of the following situations:

1) Misdial. A call is classified as a 9-1-1 misdial when the caller stays on the line
and admits to a misdial.

2) Unintentional 9-1-1 call. A call is classified as unintentional when the 9-1-1 call-
taker can hear conversation, radio, etc. in the background and listened sufficiently
and checked the TDD/TTY to determine that there is no indication of an emergency
situation.

3) Children playing on the phone or prank 9-1-1 calls

b. It is the Communication Bureau goal to make reasonable efforts to locate a wireless
9-1-1 hang-up caller who is in need of law enforcement assistance, while also assisting
those callers who have called in and stayed on the telephone line to request our
assistance.
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318 PROCEDURES

TTY Calls

318.1 PURPOSE

In order to provide equal service to all members of the community, the Communications Bureau
requires personnel to answer and respond to all hearing and/or speech impaired callers in a
manner that provides equal and direct access to emergency services and assistance as provided
to voice callers.

318.2 PROCEDURE

A. TTY calls from the hearing and/or speech impaired community may be received on any
telephone line in the Communications Center, including 9-1-1 lines. Communications personnel
will become familiar with and easily recognize the transmitted Baudot tones emitted from TTY
devices.

B. Generally Communications personnel or phone equipment will detect Baudot tones from callers
using a TTY device to announce their call.

C. When Communications personnel receive a "9-1-1 disconnect" they will challenge the call with
a voice greeting. If there is no response, they may activate the TTY function on their telephone
equipment to transmit the initial preprogrammed greeting along with the "go ahead" indicator prior
to disconnecting.

D. Communications personnel will then attempt to re-contact the caller at the telephone numbers
displayed on the ANI/ALI by calling back. If the dispatcher is unable to make voice contact, they
will activate the TTY function on their telephone equipment prior to disconnecting. If there is still
no response and the dispatcher is unable to confirm there is not problem at the location, officers
will be dispatched to the location to "check the welfare.”

E. Once Communications personnel have determined they are receiving a call from a TTY
caller, they will activate the TTY function on their telephone equipment and converse with the
caller to determine the need for service. Should the call for service require a transfer to another
agency, such as the Fire Department or emergency medical services, the dispatcher will make
the appropriate transfer by asking the caller to hold, deactivating the TTY function and make the
one-button transfer to the required agency. Once contact has been made with the secondary
PSAP, Communications personnel will make a voice announcement of the nature of the call
and the fact it is a TTY caller. Communications personnel will then confirm contact has been
established and either disconnect if our agency is no longer needed or remain on the line and
create a conference call between the TTY caller, our Communications Center and the other
involved agency to continue questioning the caller and/or monitoring the call.

F. Communications personnel can communicate with TTY callers through the preprogrammed
messages provided at each answering point or type free text through the use of the MAARS
keyboards provided at each dispatch workstation.
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G. Upon receipt of a call for service from a TTY caller, Communications personnel will enter a call
for service into the CAD system. Personnel will indicate in the comment section that the call was
received via a TTY device. This information will be conveyed to any police personnel responding
to the call for service on Code Edward.

H. Communications personnel may continue to receive calls through the California Relay Service.
Communications personnel can place a TTY call from any dispatch workstation or may utilize the
California Relay System to place non-emergency calls to hearing and/or speech impaired citizens.
Communications personnel will be familiar with the procedure on initiating a TTY call through
department equipment as well as using the California Relay System.

I. In addition to the VESTA trouble monitoring capabilities, TTY equipment will be tested and
maintained by Communications personnel, specifically a Communications Supervisor. Testing
and inspection of the equipment will be performed on a monthly basis and test results recorded.
Any problems with equipment or routine maintenance requirements will be promptly reported to the
appropriate vendor for repairs. If Communications personnel become aware of a malfunctioning
or inoperable piece of equipment, they will promptly report the problem to the appropriate vendor
for repairs and/or replacement and notify the Dispatch Supervisor on duty.

J. Communications personnel will be trained and tested on the use and procedures fo receiving
and placinga TTY call. A review will be administered on a tri-annual basis during the course of each
Deployment Period. Communications personnel will be re-tested and must demonstrate the ability
to handle TTY calls and proficiency in use of the equipment required to respond to TTY callers by
the assigned Communications Supervisor. Documentation of this testing will be forwarded to the
department Training Coordinator to be placed in each member's training file. A copy will also be
maintained by the Communications Supervisorassigned to manage the TTY Program.

K. Should the Communication Center have to be evacuated for any reason, Communications
personnelare responsible for transporting the portable TTY device to the alternate PSAP or
relocated Communications Center.
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319 PROCEDURES

Text to 9-1-1

319.1 PURPOSE
To provide a standard and effective method of Text to 9-1-1 call processing.

319.2 PROCEDURE

A. The Communications Bureau will respond to Text to 9-1-1 messages when making a Voice
to 9-1-1 call is not possible due to speech or hearing impairment or when the caller’s physical
safety would be in jeopardy. Text to 9-1-1 callers who are not hearing or speech impaired and
whose requests do not constitute a true emergency will be advised to place a voice call back to
a business line or 9-1-1.

1. Daily Procedure

a. Each dispatcher will log into the EMedia client at the start of his/her shift and remain
logged in for the duration of the shift. At least 2 dispatchers will be logged in to EMedia
per shift.

b. Ensure volume is set to an audible level on the position’s speakers that will alert the
dispatcher of the arrival of an incoming text message. Volume cannot be set to silent.

c. Ensure EMedia is open and operational throughout the shift

d. Each dispatcher will sign out of the EMedia client after confirming they do not have
an active session at the end of the shift.

B. Text to 9-1-1 Interrogation

1. Upon receiving a Text to 9-1-1 call, the dispatcher will use call interrogation methods
in adherence with Procedure 309 (Telephone/Customer Service), Procedure 324 (9-1-1
Telephone System), and Procedure 325 (Wireless 9-1-1 Calls).

2. Multiple text sessions will be prioritized in the same manner as 9-1-1 voice calls. The
highest priority Text to 9-1-1 call will be determined by the nature of the emergency. The
dispatcher will respond to each Text to 9-1-1 message.

3. If the dispatcher is finding that the caller is slow to respond or is not answering questions
fully the dispatcher should note this in the CAD call. If the caller has not made it clear they
are hearing impaired or in danger the dispatcher may ask again to clarify if making a voice to
9-1-1 or voice to business line call is possible. The dispatcher will not provide phone numbers
for non-emergency text to 9-1-1 calls.

4. Prior to a text to 9-1-1 call being released, a message should be sent to the caller indicating
the session will be ended. The caller must text 9-1-1 again in a new session after a call has
been ended. “Ending session, if you need more help contact 9-1-1.”

C. Dispatch of Text to 9-1-1 Calls
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1. Text to 9-1-1 calls will be prioritized and dispatched by nature of the call, not how the call
was received.

2. All scene safety and any other pertinent information will be relayed to responders as
appropriate.

3. Information will be added to a text to 9-1-1 call at a slower pace than a voice call. The
dispatcher will need to decide at what point the call will be dispatched to an officer. In some
instances, a call for service may be dispatched at an earlier send point or with less information
that usual due to the slower call interrogation, lack of information or lack of response from
the caller. The officer should be made aware of this decision when the call is dispatched.

D. Non-English Speaking Callers

1. When a text to 9-1-1 call is received in a different language the dispatcher will attempt to
use the Google Translate website to assist in the call interrogation process. The website is
https://translate.google.com

2. The dispatcher should make every effort to confirm with the text to 9-1-1 caller which
language s/he is using.

3. If unable to confirm the language or communicate effectively, the dispatcher shall utilize
the Voiance Language line to have a translator attempt to place a voice call to the caller. The
dispatcher shall advise the caller that a translator will be calling shortly.

E. General Information

1. If text to 9-1-1 services are down the texter will receive a bounce back message intended
to alert the customer there is no text to 9-1-1 service available at this time and to make a
voice to 9-1-1 call.

D. Responsibility

1. Dispatchers are not to use texting lingo, abbreviations or acronyms. All correspondence
between the dispatcher and the text to 9-1-1 caller should be in full length sentences with
punctuation.

2. The texter should be discouraged from using texting lingo, abbreviations or acronyms to
eliminate any confusion however callers are not required to oblige.

NOTE: Every Text to 9-1-1 scenario cannot be addressed in this policy and dispatchers
should make every attempt to treat text to 9-1-1 calls as any other call for assistance.
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320 PROCEDURES

Significant Incident Notification

320.1 PURPOSE
The Communications Bureau shall establish a procedure for the notifications of Bureau personnel
of significant incidents.

320.2 PROCEDURE

A. In the event of a significant incident, the Communications Bureau Manager shall, as soon
as practical, notify the Communication Supervisors. The Communications Manager and the
Communications Supervisors will then make a determination as to whether or not any additional
notifications are necessary.

B. The Communication Bureau Manager and the Communications Supervisors shall use their best
judgment in determining which incidents are worth of notification. Examples of incidents requiring
notification may be, but not limited to, the following:

1. Deaths
a. Department Member
b. Local Elected Official
2. Major Injury (Department or City Member)
3. Major Injury to Local Elected Official
4. Arrests
a. Department Member
b. Local Elected Official
5. Accidents
a. Major Injury (Department or City Member)
b. Major Injury (Local Elected Official)
c. All Aircraft Accidents
d. Railway Accident
6. Officer-Involved Shootings (except accidental discharges w/o injury)
7. Special Enumerated Incidents:
a. Significant Hazardous Material Spills
b. Arrest or Clearances of Major Crimes
c. Crimes Against Person (Department or City Member)

d. Natural Disasters
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e. Any Event Likely to Gain Significant Media Coverage
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32 1 PROCEDURES

Communication Center Maintenance

321.1 PURPOSE
The Communications Bureau shall set specific guidelines with regard to the cleanliness of the

Communications Center and the Break Room.

321.2 PROCEDURE

A. Communications personnel must keep drinks or liquids in a container with a secured lid to
prevent spillage.

B. Communications personnel are allowed have dry foods or snhacks at their work station (e.qg.,
nuts, cereals, candies etc.)

C. Communications personnel must eat full, regular meals in the Break Room. Exceptions must
be approved by the Communications Supervisors or Communications Bureau Manager.

D. If any person in the Communications Center spills any food, drink or other substance, it must
be cleaned up immediately to prevent stains or damage to equipment.

E. Prior to the end of each shift, it shall be the responsibility of each Dispatcher of the
Communication Bureau to make sure the Center and Break Room are clean and free from debris
or trash.

F. The refrigerator will be cleaned out of all foods on pre-determined dates so as to prevent moldy
and unsanitary foods to sit in the refrigerator. Communications personnel are to dispose of any
items they bring into the Break Room that are no longer usable or consumabile.
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Unusual Occurrences

322.1 PURPOSE
The Communications Bureau shall establish procedures to ensure an effective Bureau

deployment during unusual occurrences within the City limits.

322.2 PROCEDURE

A. An unusual occurrence is any major situation within the City that requires significantly more
personnel than are currently on duty. When this occurs, a tactical alert or department mobilizations
may be instituted.

1. Notification will be made to the Communications Bureau Manager as soon as possible.
Off duty personnel will be called in to attain necessary manpower or specialization. The on-
duty Watch Commander/Supervisor will be responsible for facilitating the call in.

2. Generally, all on-duty personnel will be held over, and if at all possible, personnel will be
relieved after a sixteen (16) hour maximum shift.

3. If the major incident, citywide emergency or unusual occurrence occurs during the hours of
0600 to 1800, evenifitis their regular day off, all Communications Bureau personnel assigned
to work day shift shall immediately respond to the Communications Center for assignment.
All Communications Bureau personnel that are assigned to work during the hours of 1800
to 0600, even if it is their regular day off, shall imnmediately respond to the Communications
Center for assignment.

4. Whenever possible, Dispatchers will be allowed eight (8) hours off prior to reporting for
the next shift.

5. All Annual Leave and Comp Time will be canceled.

6. All days off will be canceled.
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323 PROCEDURES

Liability Training Plan

323.1 PURPOSE

The Communications Bureau shall ensure that all personnel trained to perform their duties in a
manner that will prevent unnecessary liability exposure to themselves and to the department. All
topics covered in this training will be devoted to the concept of preventing and avoiding problems
prior to occurrence. This training will concentrate on teaching Communications personnel proper
conduct which will limit liability exposure.

323.2 PROCEDURE
A. In order to accomplish the goals of this plan, it is necessary to train all Communications Bureau
personnel in the following areas listed below.

1. The Communications Supervisor working each shift will be responsible for presenting the
training that is required annually and for each Deployment Period for their shift.

2. The training topics that are required to be covered during each Deployment Period will be
given on a weekly basis throughout the four (4) month period until all the topics are covered.

3. The training can be given in the Communications Center as time permits or the
Communications Supervisor can schedule a thirty (30) minute training class before or after
the shift, if needed, to adequately cover the material. The Communications Supervisor that
is assigned to document the training data will be required to keep a record documenting the
dates and times when the training took place. A training schedule for the year, along with
training bulletins, Bureau Orders and department policies will be kept in the record.

4. It is the responsibility of the Communications Supervisors providing the training to ensure
that each member full understands the training being presented.

B. Annual Training:

1. CLETS Security

2. Outside Employment, Policy 1018

3. Payroll Procedures, Policy 1017

4. Harassment Free Work Environment, City Policy 33
C. Deployment Period:

1. All Communications Bureau Orders

2. Manual System for Dispatch Center/Alternate PSAP

3. City Geography

4. TTY System

5. 9-1-1 Telephone System
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6. Policy 307, Vehicular Pursuits

7. Policy 320, Standards of Conduct

8. Policy 310, Domestic Violence

9. Policy 321, Information Technology Use

10. Policy 323, Media Relations

11. Policy 326, Outside Agency Assistance

12. Policy 333, Limited English Proficiency Services

13. Policy 334, Communications with Persons with Disabilities
14. Policy 801, Communications Bureau

15. Employee Assistance Program (EAP)

16. Miscellaneous Training Topics Related to Each Shift
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324 PROCEDURES

Emergency Medical Dispatching

324.1 PURPOSE

The Communications Bureau shall process medical emergency medical calls in the most efficient,
expeditious manner available to the public. This shall be accomplished in cooperation with the
Ventura County Protection District Dispatch Center.

324.2 PROCEDURE
A. Communications Bureau personnel shall answer 9-1-1 calls in the following manner, "9-1-1
emergency, what are you reporting?"

B. Upon confirmation that the caller is reporting a non-criminal medical emergency, the dispatcher
shall immediately transfer the call to the Fire Department Dispatch Center, creating a conference
call with all three parties. Once the Communications Bureau member has confirmed that the caller
and Fire Dispatch have made contact, the dispatcher can disconnect or monitor the call for any
assistance the department may provide. The Fire Department's Dispatch Center provides EMD
pre-arrival instructions.

1. Upon confirmation that the caller is reporting a criminal medical emergency, the Bureau
member will obtain preliminary caller information; crime committed, suspect information,
location or last known direction of travel,; and any officer safety information in a expeditious
manner, The dispatcher will then connect the caller with the Fire Department Dispatch Center
creating a conference call between all three calls. The dispatcher can then disconnect or
continue to monitor the call.

2. Fire Dispatch will proceed with the pre-arrival EMD instructions while the Communications
Bureau personnel monitor the call.

3. Caller disconnection shall be confirmed with both the Communications Center and Fire's
Dispatch Center.

4. The Communications Bureau personnel will, for criminal medical emergency calls, enter
the call information into the department's CAD system and ensure proper personnel are
dispatched to the call for service.

C. Any requests for medical services, regardless of the nature, are to be transferred to the Ventura
County Fire Protection District Dispatch Center.
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325 PROCEDURES

Dispatching Calls for Service

325.1 PURPOSE

The Communications Bureau shall be responsive to the community and dispatch calls for service
in a timely manner, with due regard for the urgency of the call, nature of the call, officer safety,
availability of resources, commitment of existing resources and the current workload. When in
doubt, a call for service shall be broadcast without hesitation to any available resource.

325.2 PROCEDURE
A. Dispatching Calls for Service:

1. Emergency calls for service are to be dispatched to the closest known, available field unit(s)

2. Routine or non-emergency calls will be dispatched as soon as practical. Beat responsibility,
traffic and specialty assignments are important, but not at the expense of prompt delivery of
service to the public.

3. Generally, patrol officers are assigned to handle patrol calls and traffic officers are assigned
to handle traffic calls. However, patrol officers or traffic officers may be assigned to handle
any call for service. Service to the public will come first and be the top priority.

4. Traffic personnel will be held to the same standard as patrol in that all personnel on duty
will not be unavailable due to a meal break at the same time. If more that one traffic officer
is on duty, at least one unit will always be available for any traffic related call that may arise.
Typically, as with patrol, officers' meal breaks should not be interrupted except for significant
calls for service.

5. Jurisdictional concerns will not be the subject of discussion until after preliminary service is
rendered. Post-incident, or once the scene has been stabilized, should it be determined that
the case should be referred to another jurisdiction, the case will then be referred for follow-
up and appropriate action. Discussion of this nature, whether the case should be referred to
a different Bureau within the department or an outside agency will only take place once the
initial service has been rendered.

B. Responding to CHP Request for Service:

1. As a matter of policy, the California Highway Patrol (CHP) will first attempt to dispatch their
calls for service in our jurisdiction to the East Ventura County units, which are stationed in
Moorpark. If those units are unavailable, CHP will request assistance from our department. If
we are unable to assist, the call will go to the Point Mugu CHP units. If that unit is unavailable,
West Valley Division will be contacted. The CHP also documents each effort, including the
status and response. The CHP considers traffic hazards and debris on the State Route 118
as high priority calls.

C. Dispatcher Guidelines
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1. The following guidelines apply to requests for support and assistance from law
enforcement jurisdictions, including CHP. These guidelines are for the more common calls for
assistance. They also assume that our department has the requested resources available.
If the resources are not available, the Watch Commander/Supervisor should be contacted
for appropriate direction.

a. Request for backup - Dispatch the appropriate backup as soon as possible.

b. Request for traffic hazard assistance, assistance with or check for a traffic collision,
assistance with or check for a stranded or disabled motorist - Dispatch the available
resources to handle the call in a timely manner.

c. Requests for assistance with the investigation of criminal offenses occurring on the
freeway within our jurisdiction - Dispatch the appropriate local resource and/or facilitate
the response of the appropriate jurisdiction. Advise the Watch Commander/Supervisor
when appropriate.

d. Requests for prolonged assistance such as staffing closure of SR 118 or covering
calls for service on the freeway in our jurisdiction while another agency is handling a
major incident such as a train derailment or aircraft crash, seek approval of the Watch
Commander/Supervisor prior to any extended commitment of resources.

e. Requests for assistance on calls for service that all fall under the CHP jurisdiction
within our city limits transfer the call for information to CHP for their handling, with the
understanding that the call may come back with a request from the CHP for assistance.
If that occurs, handle the call as indicated.

f. While traffic enforcement on the freeway falls under the jurisdiction of the CHP, many
of our citizens routinely travel SR 118. As such, when resources are available and
we have the skill and equipment, we respond to reasonable requests for service from
outside agencies, including the CHP. We will attempt to balance the need to provide
public service with which agency should and can provide that service in a timely manner.
When in doubt, err in the decision to provide service.
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326 PROCEDURES

9-1-1 Telephone System

326.1 PURPOSE

The Communications Bureau shall establish a standard procedure for answering, processing and
expediting telephone calls on the "9-1-1" telephone system. The purpose of this procedure is to
keep "9-1-1" telephone lines free for emergency calls.

326.2 PROCEDURE

A. The "9-1-1" telephone system provides a universal number "9-1-1", for use in summoning
law enforcement, fire or medial assistance in emergencies. If the call for service is for fire or
medical assistance, the call will be transferred to the appropriate agency by use of a direct transfer
button. Law enforcement personnel are required to stay on the line until a positive connection is
established between the caller and agency to which the call is transferred.

B. "9-1-1" calls have priority over all other incoming telephone calls.

C. Abuse of the "9-1-1' system can occur if the public expects to be able to report non-emergency
situation by calling "9-1-1." It is critical that "9-1-1" lines be kept free to receive emergency calls;
therefore, in order to keep the "9-1-1" lines clear, the following procedures shall be adhered to:

1. Communications members shall answer all incoming calls with the phrase, "9-1-1
emergency, what are you reporting?" The Simi Valley Police Department will not be identified
as the agency receiving the call.

2. Non-emergency calls for police service or assistance will not be taken on "9-1-1" lines,
regardless of time of day or current workload. If the call is not an emergency, the caller shall
be told to contact the Simi Valley Police Department directly, not on "9-1-1." Should callers
ask for the phone number, the caller shall be referred to the telephone directory or operator
assistance. Communications personnel shall be courteous but firm in their compliance with
this procedure.

3. Emergency calls for medical assistance or fire-related emergencies will immediately
be transferred to the Ventura County Fire Protection District Dispatch Center. The
Communication member will acknowledge the caller and then push the direct transfer button
connecting the caller to the Fire Dispatch Center. Bureau members shall remain on the
line until they hear a positive connection between the caller and Fire Dispatch personnel.
workload permitting, dispatchers shall remain on the line until they hear the nature of the
medical emergency. If the emergency requires police response (crime involved, suspicious
circumstances, etc.) dispatchers will enter a call for service and dispatch the call accordingly.
Communications will, workload permitting, remain on the line to monitor the call and continue
to question the caller with the Fire Department. If the medical emergency is non-criminal but is
immediately life-threatening requiring the fastest possible emergency response (e.g. cardiac
arrest, baby not breathing, etc.) Officers will not be dispatched on routine fire or ambulance
follow-up call unless specifically requested by Fire or Medical personnel.
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4. Law enforcement emergency calls in surrounding jurisdictions and on state highway
118 or 23 will immediately be transferred to the appropriated agency. The dispatcher will
acknowledge the caller and then push the direct transfer button connecting the call to that
agency. Dispatchers will remain on the line until they hear a positive connection between the
caller and the agency involved. If the emergency is immediately life threatening requiring the
fastest possible emergency response, the dispatcher will enter a call for service and dispatch
the appropriate number of officers.

D. Communications Bureau members shall not call the "9-1-1" number except in emergencies.

E. Records of "9-1-1" logs shall be maintained.
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327 PROCEDURES

Dispatching Traffic Related Calls

327.1 PURPOSE

The Communications Bureau shall be responsive to the community and dispatch traffic related
calls for service in a timely manner with due regard for the urgency of the call, nature of the
call, available resources and current workload. The following are guidelines to assist with the
dispatching of traffic related calls.

327.2 PROCEDURE
A. As always, the goal of the Communications Bureau is to dispatch calls as quickly as possible
with the idea of providing the highest possible level of service to the public

B. The dispatchers will make every effort to abide by these guidelines; however, they will have
the flexibility and discretion to ensure calls for service are dispatched effectively and efficiently.
The Field Supervisor and Watch Commander/Supervisor will maintain the overall responsibility
for activities of the Watch and give direction when appropriate.

1. Collisions

a. All collisions; injury, non-injury, hit and runs, and belated calls will be assigned to
Traffic members to handle. Traffic members shall include Accident Investigator (Al)
and Motor units. Accident Investigators have the primary responsibility for investigating
collisions followed by the Motor officers. If all Traffic units are committed, Patrol will
respond and stabilize the collision scene pending availability of a Traffic unit. When
no Traffic Bureau members are available or on duty, Patrol personnel will handle
traffic collisions. When appropriate, Traffic members may be called in to handle major
collisions.

b. Dispatchers are not required to evenly disperse collisions between Motor officers.
Calls shall be dispatched as efficiently as possible.

c. Collisions will be assigned to Patrol officers only when all Traffic Bureau members
are not available: however, Patrol personnel may be dispatched to handle the Code
3 response if they are the closest unit to collisions of a more serious nature. Traffic
members will be cleared from Code 7 or the station to handle collisions.

2. Disturbing Vehicle and Parking Complaints

a. Patrol Bureau members will have primary responsibility for handling disturbing
vehicles, speeding vehicles and similar complaints. Traffic Bureau members will be
responsible for handling parking issues when a Police Services Officer (PSO) is not
available. Patrol Bureau members may handle these calls when Traffic resources are
not readily available. Readily available will be defined as as estimated time of arrival of
fifteen (15) minutes or more.
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b. If any traffic personnel are in the area of the complaint, they will advise
Communications of their location and handle the call.

3. Patrol Calls for Service

a. The intent is that each Bureau be assigned to handle its own responsibilities, but all
units will be eligible for responding to emergency calls. Generally, unless there is an
emergency call and a Patrol officer is not available, Traffic personnel will not be assigned
patrol calls. Traffic officers may be dispatched to handle and be used to back and assist
on patrol calls.

b. If no Patrol officers are available to back on a patrol call, Traffic officers may be
assigned as the assisting and/or backing officer. Patrol Bureau members may also be
used to assist Traffic Bureau members.

c. If Traffic Bureau members are in the area of a patrol call requiring more than one unit
and they are available to assist, they will advise Communication of their location and
assist on the call.
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328 PROCEDURES

Airborne Events

328.1 PURPOSE

The Communications Bureau shall establish procedures to respond to airborne events in the most
efficient, expeditious manner possible. This shall be accomplished in cooperation with the North
American Aerospace Defense Command (NORAD). Recognizing that "9-1-1" centers are likely to
receive the first notification of air events that may threaten national security, NORAD has coupled
with dispatch centers to assist with these calls that may require their response. This procedure is
designed to reduce the time between the onset of an event and notification to NORAD,which will
in turn enhance NORAD's ability to appropriately and effectively respond to these critical events.

328.2 PROCEDURE
A. Emergency Call From an Airborne Aircraft

1. Upon receipt of an emergency call from a passenger or a crew member onboard an aircraft
reporting a hijacking or other violent potential terrorist event, dispatchers will attempt to do
the following:

a. If additional staff is available, keep the caller on the phone while other Bureau
members begin to notify NORAD. The western states sector for NORAD is listed in
Verasterm CAD Notepad under "N." The primary number is (253) 982- 4311 and the
alternated number is (253) 982-4310.

b. The call-taker should attempt to get the following information from the caller:
1) Caller's telephone number
2) Name
3) Flight Number
4) Airline
5) Departure Airport
6) Destination Airport
7) Seat Number

c. The call-taker should ask the following questions to try and determine the
circumstance:

1) Do you know the intentions of the individuals?
2) Do you know if they plan on using the aircraft as a bomb or missile?
3) If so, do you know the possible target?

d. The call-taker should try to maintain contact for as long as possible to determine what
is happening on board the aircraft. if appropriate, dispatchers can consider initiating
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a 10-33 to reduce activity in the Communications Center allowing a call-taker to be
committed to the call.

e. Once in contact with NORAD, if technologically possible, ask if they would like to be
conferencedin and continue to monitor the call and assist in any way possible. If their
response is no, continue to obtain information from the caller such as:

1) how may individuals are involved?

2) Do they have any weapons or bombs?
3) Are they in control of the cockpit?

4) Are they holding any hostages?

5) Has there been any violence so far?
6) Is anyone injured or dead?

f. If they are not conferenced in,provide this information to the NORAD representative
as it becomes available.

g. As soon as time permits, notify the Watch Commander/Supervisor of the incident.
B. Suspicious Airborne Obiject or Aircraft

1. Upon receipt of a call reporting a suspicious flying object or aircraft, dispatchers will attempt
to do the following:

a. Attempt to determine if this is a legitimate call requiring NORAD interventions. Only
incidents with a high index of suspicion should be reported to NORAD.

b. Try to obtain the caller's name, telephone number and then try to obtain the following
information to determine the circumstances of the call:

. A general location of the object or aircraft.

. Direction of travel or heading?

. Approximately how high above the ground?
. How fast is it moving?

. How many objects were there?

. What did it look like?

. If it was an aircraft, was it a plane or helicopter?
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. High wing or low wing?
10. What color was it?
11. Could you tell if it has jet or propellor engines?

12. How many engines did it have?
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13. How big was it?

14. Did it have any distinguishing marks such as a tail number?
15. What time did you see it?

16. What was the object/aircraft doing that was suspicious?

17. If there is little information available or a low index of suspicion, dispatchers should notify
the closest airport control tower of the information rather than NORAD. The two closest
airports with control towers are:

a. Oxnard Airport Tower - (805) 382-1570
b. Burbank/Bob Hope Airport - (818) 764-8592
18. If there is a higher level of suspicion, contact NORAD for directions.
C. Crop Dusting Aircraft

1. if a crop dusting aircraft is observed spraying over a populated area or other special
activity, particularly if there is a large group or gathering, the dispatcher should obtain as
much information as possible and contact NORAD.
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329 PROCEDURES

ESP Tracking Alerts

329.1 PURPOSE

The Electronic Satellite Pursuit (ESP) is a cash recovery and apprehension tool for robbery
protection, generally used by financial institutions. The ESP provides GPS location information
of the cash taken and thus the location of the suspect(s). The Communications Bureau shall
monitor the ESP tracker, available though the Internet in the Communications Center at
www.ESPtrackingalerts.com. Login information will be contained in notepad feature through the
CAD system.

329.2 PROCEDURE
A. The Electronic Satellite Pursuit Tracker (ESP) shall be logged on at all times by dispatch
personnel and kept minimized on the stand-alone workstations.

B. When an Activation Occurs:
1. An audible sound will be heard when an ESP has been activated.

2. The tracker screen will display the address, phone number, and business name where
the activation occurred along with a map displaying the current location of the ESP. A white
exclamation point inside a red circle indicates a device has been removed from its base plate
and is transmitting a signal.

3. Communication Bureau personnel will generate a call for service when notification is
received that an ESP has been activated.

C. Dispatching
1. The dispatcher will sound three alert tones prior to broadcasting the call.

2. The dispatcher will activate Code E and immediately broadcast the call. For example,
"2P2, 2P3, 2P4, 251 respond Code 3 to a 211 TOM in progress at Bank of America, 2830
East Cochran Street, standby for further.”

a. The code "211 TOM" will indicate to the units that there is a robbery in progress and
the business has an ESP device installed that has been activated and is transmitting
a signal.

b. A 10-33 will be initiated on Channel 1

c. Dispatchers and field units should refrain from using words such as tracker or tracker
device and simply use the word "suspect” when providing updates or referring to the
changing locations of the ESP.

4. Dispatchers will monitor the ESP to get the most current location and continue to broadcast
the current location of the ESP to field units on Code E For example, "Suspect is now traveling
eastbound on Cochran Street from the location."
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5. Dispatchers will make a call to the business when requested to do so by the responding
units.

a. Once contact has been made inside the business, dispatchers will confirm to whom
they are speaking and obtain their description. Then when advised to do so, ask the
employee to exit out of the location as directed by the officer.

Copyright Lexipol, LLC 2019/12/11, All Rights Reserved. ESP Tracking Alerts - 70
Published with permission by Simi Valley Police Department



Procedure Simi Valley Police Department

330 PROCEDURES

Tactical Dispatch Program

330.1 PURPOSE
It is the policy of the Department to resolve critical incidents in the safest manner possible. To

discharge this policy, the Communications Bureau has established the Tactical Dispatch Program.
The Tactical Dispatchers respond with the SWAT/CNT Team to critical incidents.

330.2 PROCEDURE
A. Administrative Control

1. The Tactical Dispatch Team is a functional component of the Communications Bureau. As
such, they fall under the administrative command of the Deputy Director of Critical Support
and Logistics. When activated, they are functionally commanded by the Incident Commander.

2. Participation on the Tactical Dispatch Team is a voluntary and ancillary assignment for all
personnel, and the team members primary assignment in dispatch shall be given priority over
team activities, with the possible exception of team activations or critical incident responses.

3. The Tactical Dispatch Team will report to the Communication Bureau Manager who is
responsible for the administrative and operational management of the Team members and
activities.

4. Whenever possible, Dispatchers selected to participate on the Tactical Dispatch Team will
have a minimum of 2 years of police dispatching experience.

B. Team Management

1. The Team Leader shall be a full time Dispatch Supervisor. Team Members will report to
the Team Leader and then to the Communications Bureau Manager.

C. Activation of the Team

1. The Watch Commander is ultimately responsible for the decision to activate the SWAT/
CNT Teams.

2. Tactical Dispatch Team members will be considered “on-call” status while off duty. This
status is voluntary and uncompensated. Tactical Dispatchers shall have a response time of
less than one hour to the station. Tactical Dispatchers will respond to any call out Immediately.

3. If, due to exigent circumstances, a Tactical Dispatch Team Member is unable to respond to
an activation, he/she will notify the Tactical Dispatch Team Leader or the Watch Commander
and advise them of the reason.

4. The Tactical Dispatch Team Members will have the ultimate responsibility for coverage of
their regular shift work hours, or any overtime shifts they have signed up for that occur within
an activation time frame. Based on this requirement two Tactical Dispatchers will respond
to any incident, as staffing permits, unless three or more are specifically requested by the
SWAT Incident Commander or supervisor overseeing the event.
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D. Training

1. Newly assigned Tactical Dispatchers will attend a 40 hour Tactical Dispatch Course.
Team Members that have completed the course will attend the Advanced Tactical Dispatcher
Course when available.

2. Team Members will participate in the joint SWAT/CNT Quarterly Training.
E. Equipment

1. It is the responsibility of each Tactical Dispatcher to maintain, in good working order, all
issued equipment. This includes, but is not limited to portable radios and bullet proof vests.

2. Tactical Dispatch Team members are required to have all issued equipment with them
during any SWAT/CNT deployment or training.
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400 PROCEDURES

Investigative Bureau

400.1 PURPOSE

The Mission of the Detective Bureau of the Simi Valley Police Department is to conduct thorough
investigations of assigned activities, with the following objectives; arrest and prosecution of
offenders, recovery of stolen property and the seizure of contraband. Additionally, in association
with these activities, the Detective Bureau has been charged with the filing of criminal complaints
with the judicial system.

400.2 PROCEDURE

In order to effectively carry out its mission, the Detective Bureau has formulated Bureau Orders to
establish operational procedures and guidelines which are to be used in conjunction with the policy
manual of the Simi Valley Police Department, the City Administrative Manual, the City Employee’s
Manual, and appropriate employee Memorandums of Agreement.
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Organizational Structure

401.1 PURPOSE

The Detective Bureau of the Simi Valley Police Department shall define herein an organizational
structure for the Bureau, to include job descriptions and responsibilities, and standards of
accountability for Bureau personnel.

401.2 PROCEDURE
A. The Detective Bureau is divided into two sections, which may be further divided into details as
necessary. The two sections include:

1. Major Crimes Unit
2. Property Crimes Unit

B. The Major Crimes Unit is responsible for the investigation of crimes against persons, which
includes but is not limited to; homicide, robbery, rape, crimes against children, extortion, felonious
assault, kidnappings, and missing persons.

1. The Major Crimes Section is comprised of four details:

a. The Homicide Detail is responsible for the investigation of homicides, felonious
assaults, missing persons, kidnappings, and similar offenses.

b. The Robbery Detail is responsible for the investigation of robberies, grand theft
persons, person type hate crimes and similar offenses.

c. The Sexual Assault Detail is responsible for the investigation of sexual assaults,
crimes against children, unfit homes, child stealing, and similar offenses.

d. The Crime Scene Investigation Detail, when assigned by a Detective Bureau
supervisor; is responsible for the processing of significant or major crime scenes for
physical evidence and to conduct limited processing and analysis of physical evidence.
The Crime Scene Detail is also responsible for other duties as assigned.

C. The Property Crime Section is responsible for the investigation of property crimes, which
includes but is not limited to; burglary, arson, auto theft, receiving stolen property and similar
offenses.

1. Detectives assigned to the Property Crimes Unit will be responsible for all of the details
listed below. When staffing permits, detectives may be assigned to a specific specialty area.
These Detectives will generally be responsible for all assigned crimes occurring within their
specialty area. However, they may be assigned to investigate any type of crime, including
Violent Crimes, when the needs of the Bureau dictate.

a. Autos & Arsons

1) Auto Theft Investigations
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2) Bomb Investigations
3) Arson Investigations
4) Vehicle Burglary and Related Investigations
5) Vehicle Related Property Crimes
6) Property Type Hate Crimes
7) Selected High Profile Investigations
b. Pawns & Weapons
1) Pawn Shop/Second Hand Dealer Follow-up
2) Pawn Record Administration
3) 496 Investigations
4) Firearm/Dangerous Weapon Cases
5) Swap Meet Cases
c. Burglary & Theft
1) Commercial Burglary & Theft Cases
2) Residential Burglary & Theft Cases
3) School Property Crimes
4) Back-up Court Officer
d. Economic Crime
1) Embezzlement
2) Frauds
3) Check/Credit Card Cases
4) Computer Crimes

e. The Court Detail is responsible, with specific exceptions, for filing all criminal cases
initiated by the Department with the Ventura County District Attorney’s Office. The Court
Detail is also responsible for the transportation of physical evidence to and from the
Ventura County Sheriff's Department Crime Laboratory, The District Attorney’s office
and the courts.

1) Criminal cases of significant importance or complexity, and those to be reviewed
by specialized Units of the District Attorney’s Office (e.g., Career Criminal Unit,
Homicide Unit and Sexual Assault Unit), will generally be presented for filing by
the assigned Detective.

Copyright Lexipol, LLC 2019/12/11, All Rights Reserved. Organizational Structure - 76
Published with permission by Simi Valley Police Department



Simi Valley Police Department
PROCEDURES

Organizational Structure

2) Cases to be filed with other agencies (e.g., L.A. City Attorney, L.A. District
Attorney, A.B.C., U.S. Attorney General, etc.) will generally be presented for filing
by the assigned Detective.

401.3 JOB DESCRIPTIONS
A. Commander - Under the direction of the Deputy Chief, to command the Detective Bureau and
performs related work as required.

1. Duties:

a. Responsible for the timely investigation of all crimes and incidents assigned to
the Detective Bureau; oversees case dissemination, control of covert operations,
and prompt reporting and submission of all cases to the District Attorney; acts
as departmental representative to the District Attorney, and regional information
networks; coordinates Police Department participation in multi-agency investigations;
directly supervises or conducts sensitive criminal internal and external investigations;
prepares, monitors, maintains Detective Bureau Budget; and reviews, evaluates Bureau
procedures and performances.

2. Qualifications:
a. As delineated in Section of Policy on position specifications for Sworn personnel.
3. Training:

a. Completion of the Commission on California Police Officer Standards and Training
(POST) Management of Criminal Investigations course.

b. Completion of the POST Internal Affairs course.
c. Completion of the POST Homicide course.

B. Sergeant - Under the direction of the Detective Commander, to supervise personnel assigned
to the Detective Bureau and performs other work as assigned.

1. Property Crimes and Major Crimes Unit Supervisor:
a. Case Review
b. Assignment of cases
c. Case Management
d. Complaint request Evaluation (CRE) review
e. Annual Employee Training plan
f. Employee training request processing
g. Section related purchasing

h. Performance Evaluations
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i. Conduct weekly Bureau Briefing and provide specified training
j- Active involvement in Investigations
k. Citizen Complaint follow-up
I. Purging of Section related files and materials
m. Periodic Employee Vehicle Inspection
n. Investigation of Alleged Employee Criminal conduct
2. Property Crimes Supervisor:

a. Direct supervision of assigned Property Crimes Detectives, Court Liaison Officer, and
Bureau Volunteer(s).

b. Preparation of “Worthless Document” Reports (NSF cases from D.A.’s office).
c. Department Compliance with D.A. case follow-up requests
d. Case filing and tracking
e. Prosecution Management program
f. Bureau equipment inventory
g. Fiduciary Elder Abuse referral evaluation
3. Major Crimes Supervisor:

a. Direct supervision of assigned Major Crimes Detectives, Crime Scene Investigator,
and Compliance with Missing person/Runaway procedures

b. Child abuse and Elder abuse referral evaluation

c. “Soft” interview room maintenance

d. Serious Habitual Offender Program (SHOP) Coordinator
e. Investigation of Officer involved shootings

f. Process petitions to seal Juvenile arrest records Department Representative, County
Multi-Disciplinary Interview Committee (MDIC)

g Department Representative, County death review committee
h. Qualifications:

1) As delineated in the policy on position specifications for Sworn Personnel.
i. Training:

1) Completion of the POST Management of Criminal Investigations course

2) Completion of the POST Technical and Job specific courses as appropriate (i.e.,
Homicide Investigation, Officer Involved Shootings Investigations, etc.)
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C. Detective (Police Officer) - Under general supervision conducts and initiates investigation of
suspected criminal activities and does other work as required.

1. Duties :

a. Review arrest and crime reports, re-interview victims and withesses, process crime
scenes, interview suspects, examine and interpret evidence, conduct surveillance and
undercover operations, obtain and serve search warrants, file complaints and obtain
arrest warrants, apprehend suspects, prepare crime reports and supplemental reports,
recover and return stolen property, serve subpoenas, assist the District Attorney's Office
in the prosecution of cases, assist Patrol Officers in conducting investigations, attend
regional investigator meetings, and give public presentations on crime related topics.

2. Qualifications:

a. Must have demonstrated skills in oral and written communication, investigative
techniques, knowledge of laws and court decisions, reading comprehension, deductive
logic, tact and diplomacy.

3. Abilities:

a. Must have demonstrated skills in oral and written communication, investigative
techniques, knowledge of laws and court decisions, reading comprehension, deductive
logic, tact and diplomacy.

4. Special Traits:

a. Must be thorough, tenacious, flexible, and able to work under stressful situations,
which may involve severe time constraints. Must be willing to work at any time of the
day when necessary, including extensive overtime, and be subject to call-ins at any time
when directed by their supervisor.

5. Training:
a. Completion of a POST Basic Investigators course.
b. Completion of POST Technical and Job specific courses related to the assignment.

D. Crime Scene Investigator - Under general supervision, conduct crime scene investigations and
perform other duties as assigned.

1. Duties:

a. Respond to requests for evidence collection services where additional expertise
and/or equipment is needed; prepare reports and sketches in relation to the collection
of evidence; and prepare evidence for court presentation. Maintain Crime Scene
Investigation equipment.

2. Qualifications:
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a. Knowledge of laws and procedures relating to rules of evidence, identification and
collection techniques for varied types of evidence.

3. Abilities:

a. Must have the ability to work under varied and strenuous conditions while maintaining
objectivity; learn and apply new evidence processing techniques as they are developed;
work with other Bureaus and Agencies at a crime scene, in preparing for court and in
storing and disposing of evidence; and to operate various pieces of evidence collection
equipment.

4. Special Traits:

a. Must have the ability to work under varied and strenuous conditions while maintaining
objectivity; learn and apply new evidence processing techniques as they are developed;
work with other Bureaus and Agencies at a crime scene, in preparing for court and in
storing and disposing of evidence; and to operate various pieces of evidence collection
equipment.

5. Training:

a. Completion of a POST Crime Scene Investigations course (similar to that presented
at California State University of Long Beach).

b. Completion of advance Crime Scene Investigations courses.

E. Court Liaison - Under general supervision, files misdemeanors and felony criminal complaints
and arrest warrants with the District Attorney's Office, as well as the courts and performs other
work as required.

1. Duties:

a. Directs the preparation of criminal complaint packages for presentation to the
District Attorney's Office; evaluates criminal complaints as to compliance with District
Attorney's filing standards; presents criminal complaints and warrant declarations to
the District Attorney's Office; receives, distributes, reviews and returns requests by
the District Attorney's Office for follow-up investigation; completes certain requested
follow-up investigations when necessary; reviews rejections by the District Attorney's
Office and makes appropriate recommendations; files completed complaints with the
court system; obtains subpoenas; coordinates the processing of physical evidence with
the Sheriff's Department Crime Laboratory; and transports sensitive communications
between the Police Department and the District Attorney's Office, the courts and the
Sheriff's Department.

2. Qualifications:

a. Knowledge of various criminal laws, rules of evidence and court decisions related
to arrest, search and seizure, the criminal justice system, and District Attorney filing
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standards; possess better than average skills in reading comprehension, writing and
deductive logic; and be able to exercise tact and diplomacy.

3. Abilities:

a. Must have the ability to work efficiently under minimal supervision, and deal effectively
with persons under a variety of circumstances.

4. Special Traits:

a. Must be tenacious, flexible and able to work under stressful situations with severe time

constraints. Must be willing to travel 80 to 100 miles a day up to five (5) days per week

(on some occasions, may be required to use own vehicle on mileage reimbursement

from the City). Must also be willing to work irregular hours and overtime as necessary.
5. Training:

a. Attend training courses related to the assignment.
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402 PROCEDURES

Administrative Reports

402.1 PURPOSE
The Office of the Chief of Police has directed that the Detective Bureau submit periodic activity
reports.

402.2 PROCEDURE
A. The Detective Commander is responsible for ensuring completion and timely submission of all
required administrative reports.

B. The following periodic administrative reports are required:

Type Due Date Attachment
Annual Budget Annually - Memo Response N/A
Mid-Year Budget Annually - Memo Response N/A
Monthly Report Significant Events End of Month

Bi-Annual Statistical Recap June 30 and December 31
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403 PROCEDURES

Detective Orientation

403.1 PURPOSE
It is the policy of the Detective Bureau to establish and provide orientation procedures and
guidelines for officers newly assigned to the Detective Bureau.

403.2 PROCEDURE

A. Upon initial assignment to the Detective Bureau, the Bureau Commander and new Detective's
direct line supervisor will immediately meet with the new Detective and explain the structure,
organization, philosophy and chain-of-command of the Bureau.

1. To be included in that discussion is the following:
a. Code of Conduct (Bureau Order 406)
b. Performance Standards (Bureau Order 407)
c. Time and Attendance (Bureau Order 408)
d. Appearance Standards (Bureau Order 409)
e. Use of City Vehicles (Bureau Order 410)
f. Security, Appearance and Maintenance (Bureau Order (411)
g. Investigative Standards (Bureau Order 412)

B. New Detective’s will immediately upon their assignment to the Bureau be issued a Bureau
Order Manual (with latest revisions) and shall be responsible for complying with all the policies
and procedures contained therein.

C. New Detective’s shall be issued the following equipment by their immediate supervisor:
1. Keys
2.Work Station/Cubicle
3. Vehicle

a. The Detective is responsible for the above, described equipment and all other
equipment issued in the Bureau. The equipment is not to be abused and shall be kept
in good working order.

D. The new Detective's immediate supervisor will as soon as practical, schedule the Detective to
attend appropriate training as required by the Training Policy.

E. New Detective’s shall be assigned by their immediate supervisor to accompany the Court
Liaison for one week. During that time, the new Detective will become familiar with the following
procedures:

1. Case review.
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. Case preparation for filing.
. Case login and records check at District Attorney's Office.

. District Attorney complaint review.

2

3

4

5. Complaint filing at Court Clerk's office.

6. Issuance and filing of arrest warrants.

7. Walk-through procedure for arrest warrants.
8

. In addition to the above, the Court Officer will introduce the new Detective to the current
Felony and Misdemeanor Review Deputies.

a. At this time, the new Detective may discuss with the appropriate filing Deputy, D.A.
filing criteria and other issues relating to the new Detective's area of assignment.

F. New Detective’s will be assigned by their immediate supervisor to meet with the Crime Scene
Investigator, so that they can become familiar with the following procedures and equipment:

1. Hands-on basic latent fingerprint search and lifting techniques.
2. Training in the area of the Detective Bureau's cameras.

3. Familiarization with the Department's in-house facilities and capabilities for specialized
collection techniques for various types of physical evidence.

a. This familiarization will include the capability of the Police Department's laser,
Evidence Processing Facility, and Crime Scene Vehicle.

G. New Detective’s will, as soon as practical, meet with their immediate supervisor at which time
the following subject areas will be explained:

1. Case management procedure.
. Case file management procedure.

. Writing and use of search warrants.

2
3
4. District Attorney notification and call-out.
5. Cellular Phone usage and procedures
6. Scout alarm usage and procedure.

7

. Fax machine usage and procedure.

8. Detective Equipment Room supplies and sign-out procedure
9. Use of covert recording equipment

10. Use of cellular phones.
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H. New Detective’s will as soon as practical, receive training on the State/NCIC computer through
Versadex. This training will include the following:

1. Vehicle registration inquiry (both in and out of state).

2. Wants and warrants on persons, property and vehicles.

3. Driver license information inquiry (both in and out of state).

4. Probation information inquiry.

5. Custody information inquiry.

6. Rap sheet request procedure and inquiry (both C.I.I. and F.B.l.)

I. New Detective’s will as soon as practical, contact the Simi Valley Police Department's Senior
Account Clerk and order new and approved Simi Valley Police Department business cards to
include the title of "Detective".

J. All new employees, whose duties necessitate spending extended periods of time in the Evidence
Processing Facility (E.P.F.), shall be provided with, and become familiar with, the Department's
Chemical Hygiene Plan and Safety Procedures.
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404 PROCEDURES

Court Liaison

404.1 POLICY
It is the policy of the Detective Bureau to establish the proper procedure to be followed in the filing

of criminal complaints with the District Attorney's Office, the courts, and to aid the Court Liaison
in establishing the proper procedure to be followed in handling evidence transported to and from
the Ventura Crime Lab.

404.2 PROCEDURE
A. Review arrest log to determine all adult subjects arrested in the last 24 hours.

1. All cases must be filed by 10 a.m. on the morning of a suspect’s arraignment, which is
within 48 hours of detention.

a. Exception: All arrests from Friday morning to Monday morning and court holidays.
2. Run an inquiry through the VCJIS computer system to obtain custody information.
a. Obtain appearance date and booking number by using the following format:

1) Log into VCJIS, go into: Sheriff, Inquiry, IMS inquiry (Inmate Management
System) and search by booking number or defendant’'s name. This will advise if
subject is still in custody. “Click” “Complete View” for charges, release information,
date, time and location of appearance and booking number if needed.

B. Complaint filing # Felonies:
1. All felony arrests are reviewed and filed in Ventura.
2. Complaint filing packet includes:
a. One copy of arrest report
b. One copy of crime report
c. One copy of Cll and L1.

d. One copy of lab reports where alcohol and/or drugs are involved when tests have
been completed.

C. In#custody cases

1. Must be presented and reviewed by District Attorney prior to 48 hours from time of arrest
and no later than 10 a.m. on the day of arraignment.

D. Misdemeanor complaint filing

1. All misdemeanor complaints are reviewed in the District Attorney's Office and then filed
in Ventura Court.
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a. Exception: Violations of 25662 B&P,,, and 12500 (a) VC (infractions) do not have to
be reviewed by the District Attorney's Office and may be filed directly in Simi Court.

b. 647(f) P.C. is filed directly in Ventura Court and a citation must be attached to the
case packet.

2. Misdemeanor complaint filing packet includes:
a. Two copies of arrest report
b. Two copies of crime report
c. Two copies of C.I.I. and L1.

d. One copy of lab report where alcohol and/or drugs are involved when tests have been
completed.

E. Non#custody cases (bail, O.R., citation)
1. Follow the same procedure as an in#custody case.

a. Exception: Time factor # While in#custodies must be filed within 48 hours from time
of arrest, out#of#custodies should be filed 14 days prior to time of appearance.

F. Felony warrants
1. Felony warrant declarations must be reviewed at the District Attorney's Office.
2. Contents of warrant package:
a. Original warrant declaration signed with blue ink
b. One copy of crime report, which will have copies of warrant declaration attached
c. One copy of C.I.I. and L1
d. One copy of lab report where alcohol and/or drugs are involved
G. Misdemeanor warrants
1. Misdemeanor warrant declarations must be reviewed by the District Attorney's Office.
2. Contents of warrant package:
a. Original warrant declaration signed with blue ink
b. Two copies of crime report, which will have copies of warrant declaration attached
c. Two copies of C.I.I. and L1
d. One copy of lab report where alcohol and/or drugs are involved
H. Procedure following review of a case with the District Attorney:
1. When a criminal complaint is filed the Court Liaison will:

a. Return a copy of the District Attorney "Complaint Request Evaluation” form
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b. Return a copy of the signed complaint including the "file date stamp"
c. Enter the filing information into RMS
2. When a complaint is filed and a warrant is issued:
a. Return a copy of the District Attorney "Complaint Request Evaluation" form.
b. Return a copy of the signed complaint including the "file date stamp."
c. Enter the filing information into RMS
3. When the District Attorney refuses to issue a complaint:
a. Return a copy of the District Attorney "Complaint Request Evaluation" form
b. Return a Complete case packet

c. Enter the case rejection notice into RMS and complete an 849(b) PC form and deliver
to the arrested person

I. If any person other than the Court Liaison presents a case to the District Attorney's Office
for issuance of a warrant, that person will be responsible for completing all necessary steps as
outlined in Il.F, G., and H and then providing all information to the Court Liaison for entry into RMS.

J. It is not unusual for the District Attorney's Office to delay the filing of a case until additional
follow#up is complete. When this situation occurs, the Court Liaison will return the Complaint
Review Evaluation whether the suspect is in custody or not

K. District Attorney Follow#up Requests and Other Correspondence
1. Log:

a. All District Attorney follow#up requests (Complaint Review Evaluations) will be
recorded in the Prosecution Management System by the Court Liaison.

b. Information to be recorded:
1) Date follow#up request received
2) GO Number
3) Case Officer
4) Case Officer Supervisor
5) Date of initial request
6) Date of second request
a) Due date
7) Date of final notice
a) Due date

8) Date follow#up report received
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2. Distribution of District Attorney follow#up requests. (Complaint Review Evaluation):
a. Initial request
1) Case Officer
2) Case Officer's Bureau Commander
3) General Offense file
b. Second notice
1) Case Officer
2) Case Officer's Bureau Commander
3) Deputy Chief
c. Final notice
1) Case officer
2) Case officer's Bureau Commander
3) Deputy Chief
3. Other District Attorney correspondence regarding criminal investigations:

a. All correspondence between the District Attorney's Office and the Police Department,
regarding criminal cases, is confidential information.

b. Complaint Review Evaluations will at all times be placed in the GO file.

c. All other like correspondence from the District Attorney's Office, including written
requests for evidence, will also be placed in the GO file.

d. Confidential case memos from the District Attorney's Office will also be placed in the
GO file unless otherwise directed by a Detective Bureau Supervisor.

e. Under no circumstances will any correspondence from the District Attorney's Office
be copied along with the corresponding investigative report.

L. Transporting evidence/property to the Crime Lab and District Attorney's Office. THIS
SUBSECTION UNDER REVIEW BY PROPERTY PERSONNEL FOR UPDATING TO RMS
PROCEDURES

1. It is the responsibility of the Court Liaison Officer to transport and deliver evidence in
criminal cases and other property such as mug photos, to the crime lab and/or District
Attorney's Office.

2. No evidence or property, unless otherwise approved by a Detective Bureau Supervisor,
will be delivered to the District Attorney's Office unless the request is in writing.

3. Property Room personnel will maintain an Evidence Continuity Report in the Records
Management System of all evidence and property leaving the evidence/property room.
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The following information on the Evidence Continuity section of the Records Management
System:

a. Date and time the evidence is removed from the Evidence Room

b. Description of the evidence (attached as part of the Evidence Continuity section).
¢. GO number to which evidence is associated:

d. To whom/where evidence is to be delivered:

e. Signature or digital signature of the person who accepts the evidence or property and
date received

1) The evidence/property will not be delivered unless the accepting person signs
for it.

2) If no one is able or willing to sign for the evidence/property, the Court Liaison
Officer will transport the evidence/property to Simi Valley Police Department and
check it back in.

3) Any paper document or receipt will be imaged into the RMS

f. Signature or digital signature of person who picks up evidence/property for return to
Simi Valley Police Department

g. Date of pick up
h. Signature or digital signature of the person to whom evidence/property is returned
1) This person will most always be the Property staff.
4. Date property returned.

M. In the event another Officer or employee, other than the Court Liaison Officer, transports
evidence/property to the Crime Lab or District Attorney's Office, they will be expected to follow all
guidelines outlined under Step L.
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Administrative Technician

405.1 PURPOSE

The Detective Bureau has established duties and responsibilities for the Administrative Technician
assigned to the Bureau.

405.2 PROCEDURE
A. Supervision

1. The Administrative Technician assigned to the Detective Bureau shall be under the
supervision of the Detective Bureau Commander.

B. Duties
1. The duties of the Administrative Technician assigned to the Detective Bureau shall include:
a. Case Filing statistics on a bi-annual basis

b. Run audit reports for older cases without dispositions, track their location and follow
up with Court Officer on progress.

c. Prepare case packets in absence of Court Liaison.

d. Assist Detective Bureau personnel with database searches and research for criminal
cases and Bureau projects.

e. Subpoena Control (See attachment A)

f. Produce copies of 911 calls / radio transmissions for dissemination to the District
Attorney’s Office.

g. Type as needed reports, Bureau Orders, letters, etc. for the Bureau.
h. Prepare letter cases for Detectives

i. Forward Reports to other jurisdictions with letter from our Agency

j- Transcribe interviews for Detectives as needed.

k. Stock Bureau Supplies (Including coffee supplies for City meetings)
I. Schedule Detective Conference room for Department meetings.

m. Answer, transfer, and take messages for the Detective and Special Operations
Bureaus.

n. Distribute mail and faxes to the Detectives.
0. Requests from the Special Operations Bureau.

C. Reference
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See attachment: SUBPOENA Instructions.pdf
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Code of Conduct

406.1 PURPOSE
The Detective Bureau has established a Code of On-Duty Conduct, which in conjunction with

Department Policy 320, Standards of Conduct, is to be adhered to by all Detective Bureau
personnel.

406.2 PROCEDURE

A. No Detective shall knowingly or willingly make deliberate misrepresentations, falsifications
or omissions, of material facts on the official records required by the Department or any other
criminal justice agency; nor shall a Detective make a false statement to their superiors when
guestioned, interviewed, or in submitting a report, or withhold information obtained in the course
of the Detective’s duties. No Detective shall fabricate, withhold or destroy evidence of any kind,
except as otherwise provided by law.

B. No member of the Detective Bureau shall relay any information, which may enable persons
guilty of any criminal or quasi-criminal act to escape arrest or punishment, or which may permit
such persons to dispose of or conceal any money, goods, or other valuables unlawfully obtained.

C. Members of the Detective Bureau are to routinely interact with other members of the Police
Department and are to share information, which may be of mutual benefit in apprehending
offenders and recovering stolen property. However, members of the Detective Bureau must
recognize that there is the necessity to keep information concerning specified investigations
confidential within the Bureau or a specific section within the Bureau and to impart information
concerning these investigations only to those whom they have been instructed to do so.

D. Personnel shall not receive any article whatsoever as a gift or as the result of purchase or trade,
from informants, suspects, prisoners, persons recently arrested, or known gamblers, prostitutes
or other persons of questionable character or ill repute, or persons whose vocations may profit
from information obtained from the police.

E. No persons assigned to the Detective Bureau shall use controlled substances except as
prescribed by and under the direction of a licensed physician. No Detective will simulate using or
ingesting controlled substances during undercover operations or at any other time.

F. Personnel assigned to the Detective Bureau shall not consume intoxicants at any time while on
duty, except when necessary to carry out a duty assignment and with prior supervisory approval.

It will be incumbent upon each Detective to maintain a clear mind and at all times be capable of
performing the required duties of a Police Officer.

G. Detectives, while working with other law enforcement agencies, find that those Officers are
conducting themselves in such a manner or performing their duties in such a way that it conflicts,
with policies or orders, rules or regulations, or local, state or Federal laws, the Detective will, as
soon as possible, notify his supervisor of the conflict before continuing his assignment.
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H. No Detective shall make commitments to a prisoner or his legal counsel regarding the
prosecutorial action to be taken without the knowledge and approval of the Bureau Commander
and/or a Bureau Supervisor and concurrence of the District Attorney’s Office.

I. No Detective shall contact a judge of the court on matters of an official nature without the
knowledge of the Bureau Commander or a Bureau Supervisor.

J. Detectives will not intercede on behalf of a defendant to obtain a complaint rejection, a reduction
in charges or the dismissal of charges unless the circumstances are exceptional, and then only
after consultation with and approval of the prosecutor. Contact with the prosecutor for this purpose
will be made only after approval from a Bureau Supervisor and Bureau Commander.

K. If during an investigation it is learned that a federal, state or local law enforcement agency
is working on the same case or is using the same undercover operator that is being used by the
Detective Bureau, the Detective shall immediately report the information to a Bureau Supervisor.
The Bureau Commander or his designee will contact the proper agency and make whatever
arrangements are necessary, either to work on the case as a joint investigation, arrange for one of
the two agencies to withdraw from the investigation or any other appropriate working relationship.

L. Detective Bureau personnel are not to discuss a criminal case with a defense attorney without
the prior notification and approval of the District Attorney's Office.
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Performance Standards

407.1 PURPOSE
A. The Detective Bureau shall identify and establish performance standards, which are to be
followed and maintained by all Detective Bureau personnel.

B. For the purpose of this Bureau Order, a performance standard clearly identifies the level of
performance expected of those personnel working within the Bureau.

407.2 PROCEDURE
A. Performance Standards:

1. An officer selected to work within the Detective Bureau must first have demonstrated a
pattern of exceptional investigative ability and must maintain that profile while in the Bureau.

2. Detectives must be thorough, tenacious and most importantly possess excellent writing
skills and interview / interrogation skills.

3. Detectives must have the ability to work with minimal supervision.

4. Detectives must be team players and must get along with other Officers and fellow
employees.

5. The position of Detective is generally considered a day time assignment, (Monday through
Thursday, 0700 - 1700 hours or Tuesday through Friday 0700-1700 hours); however,
Detectives must be willing to work at any time when necessary including overtime and be
subject to call-ins when directed by their supervisors.

6. Detectives must maintain a reputation for punctuality and integrity.

a. An honest day's work is expected of every member of the Detective Bureau; and, no
personal business is to be conducted during on#duty hours.

7. Detectives must also possess outstanding interpersonal communication skills and exercise
a continued practice of dealing effectively with all members of the Police Department as well
as with other law enforcement agencies, District Attorney's Office staff; and, all levels of the
community at large, including but not limited to City administrators and political figures.

8. Detectives must completely and thoroughly investigate all cases assigned to them
consistent with the Standards of Investigations as outlined in Detective Bureau Order 413,
Standards of Investigations.

9. Detectives must also recognize; and, will be expected to practice active and self-initiated
prioritization of assigned cases.

a. Some cases will take priority over others; meaning that, Detectives will on occasion
be required by supervisors to drop what they are doing and pick up a critical case and
immediately begin its investigation.

Copyright Lexipol, LLC 2019/12/11, All Rights Reserved. Performance Standards - 95
Published with permission by Simi Valley Police Department



Simi Valley Police Department
PROCEDURES

Performance Standards

B. Accountability:

1. Every Detective assigned to the Detective Bureau will be held accountable for conforming
to the standards established in this Bureau Order.

2. In addition to established criteria, Detectives will be rated and evaluated on the standards
outlined in Section 407.2 A.1 - A.9 of this Bureau Order.
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Time and Attendance

408.1 PURPOSE
In order to effectively schedule personnel, the Detective Bureau has established regulations
regarding time and attendance by Bureau personnel.

408.2 PROCEDURE
A. Work Hours:

1. All Detective Bureau personnel are expected to work the number of hours specified by
their Memorandum of Agreement.

2. Normal working hours for Detective Bureau personnel are 0700 hours to 1700 hours,
Monday through Friday. With the alternate work schedule, half the employees will be off on
Monday and the balance on Friday. Detectives are entitled to a paid 30 minute meal break,
per the MOA, when assigned to the alternate work schedule.

3. Adjustment of workdays and hours

a. Detective Bureau personnel may temporarily adjust their workdays and hours in order
to meet the needs of the Bureau.

b. Any adjustment of workdays and hours must have the prior approval of the employee's
supervisor.

c. When adjusting workdays and/or hours, the employee must ensure that the
adjustments are consistent with the related Memorandum of Agreement.

1) Failure to work the correct number of hours will require the employee to make
up the difference with annual leave time.

d. Members of the Detective Bureau may be asked by their supervisor(s) to adjust
their workdays or hours to accommodate training, special assignments, or other related
purposes.

e. The Bureau Commander may also require Detective personnel to change their
work schedules consistent with the provisions outlined in the current Memorandum of
Agreement.

4. Special assignments:

a. Employees working irregular hours must have the prior approval of their supervisor
and will keep their supervisor(s) informed of their expected working hours.

B. Overtime:

1. Detective Bureau personnel who need to work in excess of regularly scheduled work hours
will obtain authorization from their supervisor prior to working the overtime.

C. Time Off
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1. Detective Bureau employees shall obtain prior supervisory approval when requesting time
off for other than illness or family emergency.
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Appearance Standards

409.1 PURPOSE

A. While Detective Bureau personnel are normally expected to conform with Policy 1020,Personal
Appearance Standards and Policy 1021, Uniform Regulations, there may be situations dictated by
the employee's assignment or specific investigation which necessitates that the employee deviate
from the General Order.

B. Any deviation from these department policies will require the approval of the employee's
supervisor as stated in this Bureau Order.

409.2 PROCEDURES
A. Major Crimes and Property Crimes Personnel

1. Personnel assigned to the Major Crimes and Property Crimes Section are expected to
comply with the appearance standards set forth in the established policy.

2. In specific investigations, which require a covert operation such as a surveillance or
undercover program, the assigned personnel may dress in clothing appropriate to the
investigation.

a. Any change to such clothing will require the prior approval of the employee's
supervisor.

3. Detectives who are called in to work during off-duty hours, weekends, or holidays will
wear clothing appropriate to the related working conditions (coat and tie, slacks, sport shirt,
sweaters, wind-breakers, heavy jackets, etc.).

4. Detectives may wear any uniform that has been approved by their Bureau Supervisor and
Commander.

B. Crime Scene Investigation:
1. The Crime Scene Investigator may wear casual slacks and a coordinating shirt.
2. The Crime Scene Investigator may wear an approved utility uniform.

3. The Crime Scene Investigator may wear a laboratory style coat while engaged in crime
scene and evidence processing activities.

C. Restrictions:
1. The following restrictions apply to the use of clothing in covert operations.

a. For safety reasons, apparel such as shorts, sandals, etc., are not to be worn except when
the nature of the operation necessitates such apparel, and prior approval has been obtained
from the employee's supervisor.

b. During any court proceeding, the employee is expected to dress in businesslike attire
(suit or sport coat and slacks with a dress shirt and tie. blouse, slacks, skirt or dress).
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D. Availability of Alternate Clothing and Uniform

1. All sworn personnel assigned to the Detective Bureau are expected to have available for
immediate use in their locker the following:

a. A change of clothing appropriate for use in covert operations.

b. A complete class B uniform with required accessories.
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Use of City Vehicles

410.1 PURPOSE
In order to facilitate the duties of specific assignments within the Detective Bureau, some members
may be authorized to take a City vehicle to their residence under the conditions outlined herein.

410.2 PROCEDURE
A. A Police Department employee who is assigned to the Detective Bureau may be authorized to
take a City owned or leased vehicle home under the following conditions:

(@) The employee is subject to call concerning a specific investigation and the employee’s
immediate response is required; or

(b) The employee is engaged in investigative activities which, due to location and/or the
time required for travel, would not be conducive to the employee traveling to the police
facility to obtain or return a vehicle; or

(c) The employee is required to attend a meeting, court, conference or training program
which, due to its location and/or time required for travel, would not be conducive to the
employee traveling to the police facility to obtain or return a vehicle.

(d) Any use of a City owned or leased vehicle pursuant to the above policy will require
the prior approval of the employee’s supervisor.

B. Detective Bureau personnel with approval for on-going take-home vehicle status include: major
crimes supervisor, homicide detectives, all task force detectives, and narcotics detectives.

410.3 CROSS REFERENCE
City Policy C 1- Use of City Vehicles
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41 1 PROCEDURES

Security, Appearance and Maintenance

411.1 PURPOSE
The Detective Bureau has developed the following guidelines to ensure the security, sanitary
appearance and proper maintenance of its premises.

411.2 PROCEDURE
A. Security of the Detective Bureau:

1. Between the hours of 1800 and 0700, Monday through Friday, and all hours on weekends
when the Cardkey security system is active, all access doors to the Detective Bureau are
to remain closed.

a. Exceptions to this directive shall be limited to those occasions when off-hour staffing
is hecessary.

2. Acquisition and use of Detective Bureau equipment shall conform to Detective Bureau
Order titled - "Detective Bureau Equipment.”

3. The Detective Bureau file storage room is to remain locked at all times except for that time
necessary to access materials contained therein.

B. Detective Bureau Appearance

1. Pictures, decorations, memorabilia, etc., shall be in good taste, professional in appearance,
and confined to the inner areas and surfaces of individual cubicles and offices.

a Exceptions to this directive require approval of the Bureau Commander.

2. Apparel may not be hung on the outer walls of individual cubicles. Clothes trees are
provided and shall be used for this purpose.

3. The coffee station shall be kept clean and orderly.

4. Newspapers and like material will be regularly disposed of so as to prevent accumulation
and clutter.

5. Equipment and supplies shall be kept in or returned to designated areas of storage when
not in use.

C. Detective Bureau Maintenance

1. Bureau personnel are expected to use and treat equipment and furnishings with care so
as to minimize damage, undue wear and tear, and promote longevity.

2. Upon noticing equipment and furnishings to be in a state of disrepair or in need of routine
maintenance, Bureau personnel shall initiate corrective action through established channels.

3. Bureau personnel noticing any adverse condition within the Detective Bureau shall report
that condition to their immediate Supervisor or the Bureau Commander.
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Fictitious Identifications

412.1 PURPOSE
The Detective Bureau has developed the following procedure for the issuance of fictitious
identifications to be utilized in covert operations.

412.2 PROCEDURE
A. Acquisition of fictitious California driver’s license:

1. Only sworn personnel of the Simi Valley Police Department may obtain a fictitious
California driver’s license.

2. Approval for obtaining a fictitious California driver's license will be obtained from the
Detective Bureau Commander prior to making any application to the Department of Motor
Vehicles. Upon receiving approval, a letter requesting the fictitious California driver’s license
for the approved requestor will be sent to the Department of Motor Vehicles, Division of Driver
Safety & Licensing, Attn: Records Manager, Correction Area, P.O. Box 942890, Sacramento,
CA 94299-9890. The letter will be signed by the Chief of Police.

3. Any presentation of the fictitious California driver’s license with the intent to conceal the
bearer’s true identity will be only while acting within the scope of an official investigation being
conducted. Any time the fictitious California driver’s license is presented during the course
of an investigation, the bearer will notify his immediate supervisor of the circumstances
surrounding the incident.

4. The fictitious California driver’s license will be surrendered and returned to the Department
of Motor Vehicles when any of the below occur:

a. Upon completion of the undercover assignment(s) for which it was used.
b. Termination of the bearer from the Simi Valley Police Department.
c. If the bearer’s true license is suspended, revoked, or expired.
d. When the fictitious license expires.
B. Additional Fictitious Documentation:

1. Fictitious identification and/or documentation other than a driver’s license, may be obtained
when necessary upon approval of the Detective Bureau Commander.

C. File Retention:

1. The original file of all fictitious license and/or fictitious documentation will be maintained
in the office of the Chief of Police.

2. These files will be purged in a manner consistent with City Policy.
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Standards of Investigations

413.1 PURPOSE
In order to ensure consistent quality and standards of investigations, the Detective Bureau has
established procedures for conducting criminal investigations.

413.2 PROCEDURE
A. Caseload

1. Cases assigned to a Detective on a follow-up in the RMS case management queue are
the responsibility of the assigned Detective to thoroughly investigate in a timely manner,
consistent with the provisions of this and other Bureau orders.

2. A major factor in each Detective's annual Performance Evaluation Report will be the
handling of their assigned caseload.

3. Unless otherwise directed by a Bureau supervisor, investigating the assigned caseload
shall be the Detective’s first priority and responsibility.

a. Personnel shall receive primary task direction from their immediate supervisor and/
or other Bureau orders specific to their position.

b. This provision is not intended to prohibit Detectives from performing other tasks
(e.g., assisting outside agencies, assisting patrol officers, attending meetings, etc.),
but is intended to provide direction to Detectives for their individual time and workload
management practices.

4. Detective Bureau supervisors shall monitor the caseload throughout the Bureau to ensure
equitable distribution of work.

B. Investigative Steps

1. In all assigned cases, the assigned Detective shall complete the following investigative
steps applicable to the incident, or ensure that they have been completed.

a. Interview victim

b. Interview all known witnesses or identified persons reportedly having knowledge of
the incident.

c. Collect and preserve all available physical evidence.
d. Conduct an area or neighborhood check for witness (es).
e. Ensure entry of all identifiable stolen property in appropriate computer databases.

f. Contact, interview, and arrest identified suspect(s), if possible.
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g. In cases involving unidentified suspects but partial suspect information (e.g., partial
names, physical descriptions, vehicle descriptions, etc.) ensure that all Department
computer files are searched for suspect information.

2. In all assigned cases in which a suspect is identified; and, identifiable latent prints or DNA
evidence exist, the Detective shall pursue all reasonably available steps to obtain a fingerprint
exemplar or DNA sample from the suspect and cause comparisons to be conducted.

3. In the following crimes in which there is no suspect but in which identifiable latent prints or
DNA exist, the Detective shall cause the latent prints to be submitted to the State of California
Department of Justice for analysis by the Automated Latent Print system or CODIS.

a. Homicides
b. Rape
c. Arson
d. Burglary
e. Robbery
f. Attempted murder
g. Other crimes where it would be appropriate.
4. An A.P.B. Teletype and/or crime flyer will be sent in the following cases:
a. All homicides
b. All robberies
c. All rapes
d. Arson exceeding $10,000 loss or in which other than minor injuries result.
e. Sex crimes; except those involving only intra-family acts and except 314.1 P.C.

f. All assigned in-custody cases in which it is likely that the suspect(s) has committed
other crimes in other jurisdictions.

g. Other cases wherein it would be appropriate.
5. The format of A.P.B. teletypes shall be:

a. Crime: (indicate "in-custody" if applicable)

b. Date/Time:

c. Victim:

d. Location:

e. Suspect:

f. Suspect vehicle:
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g. Weapon:

h. Loss:

i. M.O.:

j- Refer: (include Detective's name, telephone number and GO#)

6. A computer generated sketch or artist's rendition will be completed in all assigned
cases in which a victim or witness can provide sufficiently accurate and detailed descriptive
information to make such a sketch or composite a valuable investigative aid.

a. The original artist's sketch shall be booked into Evidence.

7. In all cases in which a composite or sketch is prepared, a "Police Bulletin" shall be prepared
and distributed pursuant to the Bureau Order titled “Dissemination of Crime Information”.

a. One copy of the bulletin shall be forwarded to Records to be included in the Master
report file.

b. The bulletin will be distributed to all sworn members of the agency via e-mail
8. In all assigned cases involving pawn able property, local pawn records shall be checked.

9. In assigned property crime cases in which the total property loss exceeds $10,000 or in
which the individual pawn able items exceeding $5,000 value are taken, D.O.J. pawn records
shall be checked.

10. In missing person’s cases wherein the individual has not been located within 30 days
of the date of disappearance, and in which the disappearance has been determined to be
involuntary, the missing person’s dental records shall be submitted to the D.O.J.

11. In all unsolved homicides, except those in which a definite suspect has been identified,
and efforts are underway to locate and arrest the suspect, a report will be sent to the D.O.J.
Unsolved Homicide file, using the appropriate D.O.J. form.

12. In all assigned cases in which legal cause exists to search a suspect's residence or other
location for stolen property, and when it is reasonable to assume the property may be there,
such a search will be conducted.

C. Detectives shall review incoming updates related to their assigned area on a frequent, regular
basis (at least weekly) to keep familiar with crime patterns and for similar cases matching the
M.O. of local crimes.

D. Detectives shall document all investigative steps taken, even those yielding no results.

E. The purpose of this Bureau Order is to establish minimum investigative standards. Detectives
are encouraged and expected to employ those lawful investigative steps and procedures
appropriate in each assigned case.
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414 PROCEDURES

Aggravated Assault Investigation

414.1 PURPOSE
A. It is the policy of the Detective Bureau to establish and maintain procedures for the conduct
of aggravated assault investigations.

B. The Detective Bureau is responsible for the follow-up investigation of all felony crimes against
persons.

C. In the event a Police Officer is assaulted resulting in major or life-threatening injury, the
Detective Bureau is responsible for the entire investigation of the incident.

414.2 CRIMES
A. The Detective assigned to investigate aggravated assault cases shall be thoroughly familiar
with the following Penal Code Sections:

1. Part 1, Title 5 - - _Crimes Against Executive Powers of State
a. 69 P.C. - Resisting Executive Officer
2. Part 1, Title 16 - Punishment for Unsuccessful Attempt to Commit Crime
a. 664 P.C. - Attempt to Commit Crimes
b. 653f(a) - Solicitation to Commit Certain Crimes
c. 653f(b) - Solicitation to Commit Murder
3. Part 1, Title 8,
Chapter 2 - Mayhem
a. 203 P.C. - Mayhem
b. 204 P.C. - Punishment - Mayhem
c. 205 P.C. - Aggravated Mayhem

4, Part 1, Title 8,

Chapter 3 - Kidnap
a. 207 P.C. - Kidnap
b. 208 P.C. - Punishment - Kidnap
c. 209 P.C. - Kidnap For Ransom

5. Part 1, Title 8,

Chapter 3.5 - Hostages
a.2105P.C. - False Imprisonment (Hostage)
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6. Part 1, Title 8,
Chapter 5 - Attempts to Kill
a.2171pP.C. - Assault or Attempt Murder Upon Government Officers
b. 218 P.C. - Train Wrecking
c.219P.C. - Acts Resulting In Wrecking
d.219.1P.C. - Hurling Missile At Vehicle Operated By Common Carrier
e.219.2P.C. - Hurling Missile At Vehicle Or Water Craft
7. Part 1, Title 8,
Chapter 6 - Assaults With Intent To Commit Felony
a. 220 P.C. - Assault With Intent To Commit Rape (Bureau Order 207)
b. 222 P.C. - Administering Stupefying Drugs With Intent To Commit Felony
8. Part 1, Title 8,
Chapter 8 - False Imprisonment
a. 236 P.C. - False Imprisonment Defined
b. 237 P.C. - Punishment
9. Part 1, Title 8,
Chapter 9 - Assault and Battery
a. 240 P.C. - Assault Defined
b. 241 P.C. - Punishment
c.241.1P.C. - Punishment For Assault Against Custodial Officer
d.241.2P.C. - Punishment For Assault While On School Property
e.241.3P.C. - Assault Against Transportation Worker or Passenger
f.241.4P.C. - Assault Against School District Security Officer
g.2416 P.C. - Assault Against School Employee
h.241.7P.C. - Assault Against Juror
i. 242 P.C. - Battery Defined
j- 243 P.C. - Punishment for Battery
k.243.1P.C. - Battery Against Custodial Officer
. 243.2P.C. - Battery On School Property
m. 243.3 P.C. - Battery Against Transportation Worker
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n.243.4P.C. - Sexual Battery
0.2435P.C. - Battery On School Property During School Hours
p.243.6 P.C. - Battery Against School Employee In Retaliation
g.243.7P.C. - Battery Against Juror
r.244 P.C. - Assault With Intent to Disfigure
S.2445P.C. - Assault With Stun Gun Or Taser
t. 245 P.C. - Assault With A Deadly Weapon
u.245.2P.C. - Assault With A Deadly Weapon Against Transportation Worker
v.2453P.C. - Assault Upon Custodial Officer
w. 2455 P.C. - Assault With A Deadly Weapon On School Employee
X.246 P.C. - Shooting At Occupied Dwelling
y.246.3 P.C. - Discharge Of Firearm In Negligent Manner
z.247P.C. - Discharge of Firearm At Occupied Aircraft
aa. 247.5 - Discharge of Laser At Aircraft

10. Part 1, Title 11.5 - Criminal Threats
a. 422 P.C. - Terrorist Threats

414.3 PROCEDURE
A. Generally, unless the assault committed upon the person causes a life-threatening injury,

Detectives will not be called in during off hours to handle a felonious assault.

B. When Detectives are assigned to handle an assault investigation, they will work with the
handling Patrol Officer, if applicable, in ensuring that the following basic investigative steps are
or have been taken.

1. The crime scene has been secured to prevent loss of evidence and contamination.
2. A crime broadcast has been made to include:

a. Time of occurrence.

b. Location of occurrence.

c. Suspect description (sex, race, age, height, weight, hair color and length, eye color,
facial hair, clothing, unusual characteristics).

d. Weapon used, if any.

e. Vehicle used, if any.
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f. Last location last seen, direction of travel and time delay (from then to time of the
broadcast).

3. A preliminary interview with the victim has been conducted.

4. The Crime Scene Investigator has been notified and is responding to process the crime
scene (if needed).

5. A walk-through of the crime scene is conducted.
6. Protect trace evidence on the victim from loss and contamination.

a. This includes victim's clothing, which may contain valuable evidence such as gunshot
residue, tears or cuts from sharp instruments, blood, etc.

7. Victim's clothing has been collected.

8. Identification and/or preliminary interview of all withesses or persons having knowledge
of the assault.

9. Neighborhood checks have been conducted.
10. Briefing item has been completed (if suspect outstanding).
11. Ensure that handling Officer completes preliminary crime report outlining the following:
a. Description and information included in initial crime broadcast.
b. Initial appearance and impression of victim.
c. Appearance/condition of body and clothing.
d. Mental and emotional condition.
e. Victim statement.
f. Investigative actions.
g. Physical evidence discovered at scene.
h. Neighborhood/area check for witnesses.

12. The victim has received appropriate notification as to victim assistance programs, to
include the name and phone number to the Victim Advocate’s Office

C. Victim Interview
1. May have to be conducted at hospital.
2. Non-stressful.
3. Quiet and without interruptions (if possible).

4. The interview should be very comprehensive; covering all circumstances surrounding the
assault, to include activity directly leading up to it and a detailed chronological description
of the assault itself.
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D. Crime Scene Investigation
1. Conducted by Crime Scene Investigator (Unless otherwise directed)

2. Crime Scene Investigator shall comply with Detective Bureau Order 313; in addition to the
following guidelines:

a. Conduct crime scene walk-through.
b. Photograph scene.

c. Be methodical and have a plan for going through the scene and collecting the
evidence.

E. Identify and locate the suspect.
1. Check local suspect and known offender files (if applicable).
2. Check 290 P.C. Registrant files (if applicable).
3. Check Department of Justice files (if applicable).
4. Prepare composite or artist sketch (if applicable).
5. Transmit A.P.B./M.O. teletype (attach copy to report).
F. If suspect arrested.

1. Upon the arrest of a suspect, the handling Detective is responsible for ensuring that the
following steps have been completed:

a. Take photographs of the suspect as he appeared at the time of arrest.

b. Collect suspect's clothing.

c. Search for trace evidence.

d. Detect/document/photograph all injuries on suspect's body.

e. Hair samples (if applicable).

f. Saliva swab (if applicable).

g. Blood sample (for typing).

h. Blood/urine sample (for intoxicants).

i. Take photographs of the suspect for future photo line#up showings.
G. Interview of suspect.

1. Select appropriate location.
a. Controlled stress.
b. Free from interruptions/distractions.

2. Record interview (mandatory).
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a. Test equipment first.
3. Miranda Admonishment/Waiver.
a. Determine if necessary.
b. Use pre-printed admonishment.

4. If suspect initially denies crime.

a. Obtain narrative account of activities over a lengthy period of time (at least a full day

prior to and following the assault).

b. Obtain minute-by-minute account of suspect's activities during time of the assault

(make him be specific).

c. Determine if suspect knows the victim or admits any prior connection to victim.

d. Determine if suspect admits being at crime scene at any time.

e. After the suspect is firmly committed to his alibi, challenge his statement.

5. If suspect admits crime.
a. Obtain detailed description of crime.
b. Consider videotaped walk-through of crime

c. Ask about other unreported/unsolved crimes.

d. Assess suspect's mental capacity and sobriety.

6. Investigate alibis immediately after interview.
7. Seek consent to search suspect's home/vehicle.
H. Search suspect's residence and vehicle.
1. Ensure that the search is legal.
a. Informed involuntary consent.
b. Consent must be on tape or in writing
c. Search warrant.
d. Parole
2. Search for:
a. Clothing worn during assault.
b. Weapons used during assault.
c. Any reference to victim.

d. Evidence of other crimes.

Copyright Lexipol, LLC 2019/12/11, All Rights Reserved.
Published with permission by Simi Valley Police Department

Aggravated Assault Investigation - 112



Simi Valley Police Department
PROCEDURES

Aggravated Assault Investigation

e. Notebook or diary.
I. Prepare comprehensive investigative reports.
J. Consider stand-up line-up if needed.
K. File the case with the District Attorney's Office.

1. Unless otherwise directed, the handling Detective is responsible for filing all felony assault
cases in person with the Ventura County District Attorney's Office.

414.4 CROSS REFERENCE
Bureau Order 412, Standards of Investigations

Bureau Order 604, Conducting Line-ups

Bureau Order 420, Crime Scene Investigation Protocol
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Burglary Investigation

415.1 PURPOSE
It is the policy of the Detective Bureau to establish and maintain procedures for the conduct of
burglary investigations.

415.2 PROCEDURE
A. The following types of burglaries may be assigned to a Detective providing solvability factors
warrant additional follow-up.

1. Commercial burglaries

2. Residential burglaries

3. School burglaries

4. Vehicle burglaries

5. Serial-type burglaries: Including, residential, school or vehicular.

B. Burglaries that have not met established criteria may be inactivated upon supervisor review, in
which case a courtesy letter will be sent to the victim. See attachment: Follup-up letter.pdf

C, Investigative Steps

1. Review all preliminary reports and confirm the following has been completed:
a. All possible physical evidence has been collected and preserved.
b. All witnesses contacted and interviewed.
c. Neighborhood checks completed.
e. Teletype sent on identifiable stolen property.

2. Prepare briefing item when:
a. Suspect information exists
b. Significant trademark present
c. Serial crime

3. Query the in-house computer for similar type burglaries.

4. Initiate area broadcast via C.L.E.T.S. requesting information on similar crimes should a
significant pattern exist.

5. If appropriate, confer with the patrol officer who conducted preliminary investigation for an
in-depth briefing.

6. Re-interview victim and all witnesses.

7. Review incoming teletypes for similar crimes.
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8. Contact informants. (It is imperative that the burglary Detective cultivate and develop as
many informants as possible.)

9. Attempt to locate stolen property:
a. Check daily Crime Analysis printouts for pawned property.

b. If named suspect information exists, contact DOJ-Pawn detail and “flag” suspect(s)
name.

10. If suspect information exists:
a. Complete background information on suspect; to include:
1) C.LI. history
2) F.B.I. history
3) DMV check
4) Wants and Warrants
5) Current parole and /or probation status
6) In-house computer checks:
a) Arrests
b) Citations
c) Street Checks
7) Check in-house Known Offender File
a) Complete background information on suspect
b) Attempt to locate suspect (arrest and/or interview suspect)
c) If probable cause exists, obtain arrest and/pr search warrants
11. If latent prints exist:

a. Cause latent list to be compared with fingerprints of known or possible suspects
who have print cards on file with this or other governmental agencies.

b. In cases where there are no suspects, but in which identifiable latent prints exist,
the Detective shall cause the latent prints to be entered into the Automated Fingerprint
Identification System.

D. Suspect In Custody

1. If suspect(s) in custody, the assigned Detective is responsible for the custodial handling
of the suspect(s) in assigned Detective cases.

2. Ensure that photographs of the suspect(s) are taken. Ensure suspect fingerprints are
obtained.
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3. Send an area broadcast via C.L.E.T.S. if it appears likely that the suspect has committed
other burglaries in other jurisdictions.

4. Interview of suspect:

a. Always question suspect(s) about other burglaries, other burglars, “fences” and other
criminal activity in general.

E. Reports
1. The Detective shall complete all required reports in a timely fashion.

2. Detective shall document all investigative steps on the case as a follow-up or supplemental
report in Versadex.
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416 PROCEDURES

Grand Theft/Embezzlement Investigation

416.1 PURPOSE
It is the policy of the Detective Bureau to establish a procedure for the conduct of Grand Theft
and embezzlement investigations.

416.2 PROCEDURE
A. With rare exception, embezzlement shall be treated as a theft as far as the conduct of its
investigation is concerned.

1. Vehicle embezzlements will be handled by the Property Crime Unit.
2. Embezzlements from financial institutions will be handled by the Property Crime Unit.

3. Embezzlements from retail equipment rental businesses will be handled by the Property
Crime Unit.

B. Investigative Steps
1. Review all preliminary reports and confirm the following has been completed:
a. All possible physical evidence has been collected and preserved.
b. All witnesses contacted and interviewed.
c. Neighborhood checks completed.
d. Teletype sent on identifiable stolen property.
e. M/O Teletype sent if appropriate.
2. Prepare briefing item when:
a. Suspect information exists.
b. Significant trademark present.
c. Serial - type crime.
3. Query our in-house computer for similar type burglaries.
4. Confer with Patrol Officer who conducted preliminary investigation for in-depth briefing.
5. Re-interview victim(s) and all witnesses.
6. Review incoming teletypes for similar crimes.

7. Contact informants. (The Property Crimes Detective should cultivate, develop and register
as many informants as possible.)

8. Attempt to locate stolen property:

a. Check daily crime analysis printouts for pawned property.
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9. If suspect information exists:
a. Contact DOJ Pawn Detail and "flag" suspect's name.
b. Compile background information on suspect, to include:
1) C.LI. history.
2) F.B.I. history.
3) D.M.V. check.
4) Wants and warrants.
5) Current parole and/or probation status.
6) In-house computer checks:
a) Arrests
b) Citations
c) Field interview reports
d) Known offender file.
c. Locate suspect.
d. If no P.C. for arrest - conduct non-custodial interview.
1) Tape record if possible.
2) Consider having suspect come to the station for quality-taped interview.
e. If P.C. for arrest exists, arrest suspect and transport to station.
f. Interview suspect on tape.
1) Advise suspect of Miranda rights from Department issued card.
2) If no waiver is received, immediately discontinue suspect interview.

3) If waiver is received, question suspect(s) about other thefts, burglaries, other
thieves, burglars (fences) and other criminal activity in general.

g. Photograph and print suspect.

1) Take photographs for future photo line-up.
h. Locate and recover stolen property.
i. Obtain arrest and/or search warrants if necessary.

j- Send an area broadcast via C.L.E.T.S. if it appears likely that the suspect has
committed other thefts or burglaries in other jurisdictions.

10. If latent print lifts exist:
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a. Cause latent lifts to be compared with fingerprints of known or possible suspects who
have prints on file with this or other governmental agency.

b. In cases where there are no suspects, but in which identifiable latent prints exist,
the Detective shall cause the latent lifts to be entered into the Automated Fingerprint
Identification System.

11. If suspect is in custody:
a. Thoroughly search the suspect for possible stolen property on his person.
b. Ensure that the suspect is photographed and printed.
1) Consider photographs for possible photo line-up.
c. Interview suspect(s).
1) Interviews shall be tape-recorded.
2) Advise suspect of Miranda rights from Department issued card.
3) If no waiver is received, discontinue suspect interview.

a) If waiver is received, question the suspect(s) about other thefts, burglaries,
thieves, burglars, fences, and other criminal activity in general.

4) Locate and recover outstanding stolen property.
5) Check current parole and/or probation status on suspect for search terms.
6) Obtain search warrant if necessary.

7) Send an area broadcast via C.L.E.T.S. if it appears likely that the suspect has
committed other burglaries in other jurisdictions.

12. Reports
a. The Detective shall complete all required reports in a timely fashion.

b. The Detective shall document all investigative steps as a follow-up or supplemental
report in Versadex.

c. The Detective will file the case with the District Attorney's Office.
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417 PROCEDURES

Robbery Investigation

417.1 PURPOSE
A. It is the policy of the Detective Bureau to establish and maintain procedures for the conduct

of robbery investigations.

B. Detectives are responsible for the follow-up investigation of all robberies, including Penal Code
§ 487(C).

417.2 PROCEDURE
A. Preliminary Investigation

1. The reviewing Detective Supervisor shall ensure that the preliminary investigation contains
the following:

a. Interview victim.

b. Interview or identification of all withesses or person having knowledge of the robbery.
c. Neighborhood checks have been conducted.

d. All physical evidence has been properly collected and marked.

e. Complete description of suspect(s) has been obtained.

f. A press release has been prepared.

2. Deficient preliminary investigations should be returned to the handling officer for
completion.

B. Follow-up Investigation

1. The assigned detective is responsible for follow-up of all leads, and the preparation of the
case for filing with the District Attorney’s Office.

a. Ensure that a briefing item has been placed in the briefing book.

b. Ensure that a teletype has been sent on stolen property.

c. Ensure that if a financial institution is the victim, that the F.B.l. has been notified.
d. Re-interview victim(s).

e. Re-interview witnesses.

f. A composite sketch (Identi-Kit, artist or computer generated) will be completed in
all assigned cases in which a victim or witness can provide sufficiently accurate and
detailed suspect description information.

1) The composite sketch shall include any identifying code number.

2) In all cases in which a composite or computer-generated drawing is prepared,
a police bulletin shall be prepared and distributed
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g. Review all physical evidence.

1) In cases where latent prints are obtained, ensure that the Department of Justice
(CAL ID) computer system is utilized.

h. Send “MO” teletype to neighboring jurisdictions.

i. Review incoming teletypes for similar MO.

j- Check Parole Books for similar suspect descriptions and/or MO.

k. Contact State Parole to ascertain if there have been any recent State prisons releases.

1) Contact the local Probation Department to determine if there have been any
recent releases to our area or any known suspects with similar descriptions or MOs.

I. Contact neighboring police departments to ascertain if they have had similar crimes.
1) Attempt to get pattern of suspect(s) activity.
m. Have the Crime Analysis Unit check for similar MOs in our city.
n. Check for recent stolen vehicles at or around the crime scene.
C. Arrest of Suspect

1. Upon the arrest of the suspect, the Handling Detective is responsible for ensuring that the
following steps have been taken:

a. Have all applicable physical evidence compared to the arrestee.

b. Send teletype to neighboring jurisdictions to advise that suspect is in custody.
c. Obtain search warrant when necessatry.

d. Depending on circumstances, do a photo and/or stand-up line-up.

e. Complete a press release

f. File the case with the District Attorney
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418 PROCEDURES

Sexual Assault Investigation

418.1 PURPOSE
It is the policy of the Detective Bureau to establish and maintain procedures for the conduct of
sexual assault investigations.

418.2 PROCEDURE
A. Detectives shall be responsible for the follow-up investigation of all sexual assault cases as
defined in Department Policy 601, Sexual Assault Investigations.

B. Preliminary Investigation (Fresh Crime)

1. Generally, a Detective Supervisor will be notified by the Watch Commander when a sexual
assault has been reported.

a. The Watch Commander may or may not notify Detectives if the sexual assault is a
belated report (greater than 72 hours following occurrence) but will refer it to Detectives
for follow-up investigation.

2. When a Detective is called into the station to handle a sexual assault investigation, they
will work with the assigned Patrol Officer in assuring that the following basic investigative
steps are or have been taken.

a. The crime scene has been secured to prevent loss of evidence and contamination.
b. A crime broadcast has been made to include:

1) Time of occurrence

2) Location of occurrence

3) Suspect description (sex, race, age, height, weight, hair color and length, eye
color, facial hair, clothing, unusual characteristics)

4) Weapon used, if any
5) Vehicle used, if any

6) Last location seen, direction of travel, and time delay (from time of occurrence
to the time of the broadcast).

c. A preliminary interview with the victim has been conducted.

d. The Crime Scene Investigator has been notified and is responding to process the
crime scene (if needed).

e. A walk-thru of the crime scene is conducted.
f. Protect trace evidence on the victim from loss and contamination.

1) Collect victim's clothing immediately (if applicable)
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2) Consider immediate medical legal examination (rather than after the victim
interview)

a) Coordination and transportation for medical/legal examination is part of
the Patrol Officer's responsibility. In all cases wherein the County’s Multi-
Disciplinary Interview Center (M.D.I.C.) is utilized; the handling Detective will
assume responsibility.

g. ldentification and/or interview of all witnesses or persons having knowledge of the
sexual assault.

h. Neighborhood checks have been conducted.
i. Briefing item has been completed (if suspect outstanding).

j- Ensure that handling Patrol Officer completes a preliminary crime report outlining the
following:

1) Description and information included in initial crime broadcast
2) Initial appearance and impression of victim
3) Appearance/condition of body and clothing
4) Mental and emotional condition
5) Victim statement
6) Investigative actions
7) Physical evidence discovered at scene
8) Explain any delay in reporting
9) Neighborhood/area check for witnesses
10) Legal/medical exam (if applicable)
11) Scene sketch (if applicable or requested)

C. If sexual assault is a delayed report (greater than 72 hours)

1. Determine if there is a possibility of evidence existing at the crime scene.

a. If so, locate scene, secure it, and arrange with Crime Scene Investigator for
processing.

2. Determine if there is a possibility of trace evidence remaining on/in the victim's body and
if so follow procedure outlined in Section 11.A.2.f.

3. Locate and collect clothing worn by victim at time of assault.

D. Victim Interview
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1. Whenever it becomes necessary to interview and/or conduct a legal medical examination
of a sexual assault victim, the M.D.I.C. will be contacted. The handling Officer or Detective
will brief the Center on the case in order to determine whether or not the Center will be
activated. In all cases where the M.D.I.C. is to be utilized, the Center will be responsible for
coordinating the response of all necessary personnel.

2. In all cases where the M.D.I.C. is not utilized, the handling Officer/Detective will be
responsible for the victim interview. Although this Bureau Order suggests that the victim
interview occur first, followed by the crime scene search and then the medical/legal exam,
individual cases may require a different order of investigation. Aspects of the victim interview
to consider include the following.

a. Select appropriate location, non-stressful, quiet and without interruptions.
b. Record interviews, first testing equipment for proper function.

c. Prepare the victim for the interview. Areas to be covered should be explained, as well
as why they need to be covered. Encourage the victim, utilizing a professional approach
while conveying experience and maturity. Explain the purpose for taping the interview.

d. During the course of the interview, determine:
1. The victim’s activity prior to the attack.
2. Location of attack.
3. Was the victim engaged a regular (habitual) activity at the time/location of the attack?
4. Does the victim believe she was randomly or specifically selected? Why?

5. How was the victim approached by the suspect? By a ruse, through enticement, by force,
etc

6. Did the sexual assault occur at the same place the victim was originally contacted, or did
the suspect force her to go somewhere else?

7. Words spoken by suspect, especially use of particular dialect, slang, technical/professional
terms.

8. Type of sexual conduct (order or priority by suspect).
9. Suspect’s ability to achieve/maintain an erection.

10. Whether or not suspect ejaculated.

11. Did suspect clean himself afterwards? With what?
12. Manner of victim’s release (if applicable)

13. Manner of suspect’s departure (if applicable).

14. Suspect description, including any odors and whether suspect was circumcised.
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15. If this is not a fresh report, who did the victim first tell about the assault? When was
this person told?

16. Most recent consensual intercourse and identity of partner (if applicable).
17. Did victim inflict any injury to suspect?
E. Medical/Legal Exam

1. In all cases where the M.D.I.C. is not utilized, the handling Officer/Detective is responsible
for arranging for a Medical/Legal examination of the victim and/or suspect. On most
occasions, the assigned Patrol Officer will transport the victim to the hospital for the legal/
medical exam; however, the Detective, when called in or otherwise assigned to handle
the sexual assault investigation, shall be responsible for ensuring that the legal/medical is
conducted at an appropriate facility.

a. The assigned Detective, depending on the circumstances, may also choose to
arrange for the legal/medical exam and transport the victim to the facility for the exam.

2. All legal/medical exams are to be conducted at the Simi Valley Hospital unless the victim
specifically requests some other approved facility.

a. The victim has a right to the physician of her choice.
3. Legal/medical process
a. Collection of victim's clothing (if applicable).
1) Collect clothing worn during the sexual assault
2) If victim changed right after the assault, collect the clothing she changed into.
3) Package all articles of clothing separately
4) Label all packages properly
5) Collect clothing even if laundered
b. Sex crime evidence kit shall be used.
1) Make sure it is sealed prior to using
2) Complete all labeling on package exterior
3) Ensure that samples are properly collected
a) Head hair combed and pulled
b) Pubic hair combed and pulled
c¢) Saliva sample
d Blood sample

e) Swabs and slides (vaginal, rectal and oral as necessary)
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f)  Vaginal aspirant
g) Miscellaneous foreign object
4) Ensure proper labeling of all evidence containers
a) Source/location of item
b) Donor's name
c¢) Date/time of collection
d) Collector's name
e) Initials
c. Physician's observations and findings.
1) Physician should be briefed by Officer/Detective prior to examination
2) Discuss findings with physician
a) Sperm found?
b) Trauma found? (Internal as well as external)
¢) Findings consistent with victim's statement?
F. Crime Scene Investigation
1. Conducted by Crime Scene Investigator.
a. Conduct crime scene walk-thru.
b. Photograph scene.

c. Be methodical and have a plan for going through the scene and collecting the
evidence.

d. Collection of bedding (if applicable).
1) Collect as a unit, preserving the layering
2) Collect objects on top of the bed with the bedding
3) Fold bedding in on itself to preserve trace evidence
e. Other surfaces (if applicable).
1) Try to collect entire object
2) Try to cut out relevant areas (include control area)
3) Seek specialized assistance (if needed)
f. Look for items the suspect may have used to clean himself or the victim.

g. Check for latent fingerprints.
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h. Look for lubricants used by suspect.
i. Identify point and method of entry and exit.
j- Check probable escape routes.
3. Properly preserve physical evidence.
a. Package in paper.
b. Label all containers.
c. Freeze biological samples as soon as possible.
G. Identify and locate the suspect.
1. Check local suspect and known offender files (if applicable).
2. Check 290 P.C. Registrant Files (if applicable).
3. Check Department of Justice files (if applicable).
4. Prepare artist sketch (if applicable).

5. Transmit BOLO/MO teletype (provide to Records for scanning to case file)

H. If suspect arrested

1. Upon the arrest of the suspect, the handling Detective is responsible for ensuring that the

following steps have been completed:

a. If fresh arrest within 24-48 hours of crime.

1) Take photographs of the suspect as he appeared at the time of arrest.

2) Collect suspect's clothing.
3) Have medical/legal exam conducted.
a) Search for trace evidence
b) Combed/pulled head hair
¢) Combed/pulled pubic hair
d) Saliva sample
e) Blood sample (for typing)
f) Blood/urine sample (for intoxicants)

g) Penis swab

h) Detect/document/photograph all injuries on suspect's body

i) Take photographs of the suspect for future photo line-up showings

b. If older arrest.
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1) Take photographs of the suspect in the condition they appeared at time of arrest.
2) Collect clothing that matches the clothing description given by victim.
3) Detect/document/photograph any injuries consistent with victim's statement.
4) Collect biological samples consistent with victim's statement.
5) Take photos of suspect for future photo line#up showings.
I. Interview of Suspect
1. Select appropriate location.
a. Controlled stress.
b. Free from interruptions/distractions.
2. Record interview (mandatory).
a. Test equipment first.
3. Miranda admonishment/waiver.
a. Determine if necessary.
b. Use pre-printed admonishment.
4. If suspect initially denies crime.

a. Obtain narrative account of activities over a lengthy period of time (at least a full day
prior to and following the sexual assault).

b. Obtain minute-by-minutes of suspect activities during time of the sexual assault (make
him be specific).

c. Determine if suspect knows the victim or admits any prior connection to victim.
d. Determine if suspect admits being at crime scene(s) at any time.
e. After the suspect is firmly committed to his alibi, challenge his statement.

5. If suspect admits crime.
a. Obtain detailed description of crime.
b. Ask about other unreported/unsolved crimes.
c. Assess suspect's mental capacity and sobriety.

6. Investigate alibis immediately after interview.

7. Seek consent to search suspect's home/vehicle.

J. Search suspects' residence and vehicle

1. Ensure that the search is legal.
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a. Informed and voluntary consent.

b. Search warrant.

c. Parole (name of Officer and date of consent).

2. Search for:

a. Clothing worn during assault.

b. Weapons used during assault.

c. Any reference to victim.

d. Evidence of other crimes.

e. Notebook or diary.

f. Sexual - oriented literature and items.
K. Prepare comprehensive investigative reports
L. Consider stand-up line-up if needed.

M. The handling Detective is responsible for filing all sexual assault cases in person with the
Ventura County District Attorney's Office.
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419 PROCEDURES

Homicide Investigation

419.1 PURPOSE

The investigation of homicides is the most critical criminal investigation the Detective Bureau is
assigned to perform. The sanctity of human life, and Simi Valley Police Department's commitment
to the preservation of life and the protection of citizens, require that homicide investigations receive
priority and be conducted in a manner consistent with the state-of-the-art of professional law
enforcement practice.

419.2 PROCEDURE
A. Scope

1. This policy shall be followed in all investigations of homicides (the killing of one human
being by another human being), suspicious deaths, missing person and kidnapping cases
in which it is reasonably suspected that the victim may have been killed, and deadly force
incident investigations conducted by Detective Bureau personnel.

B. Philosophy

1. The investigation of a death is different from most other types of scientific work. When
certain mistakes or omissions are made, they cannot be corrected; thus, further work on
the case, however well done, may be of no value in solving the crime or prosecuting the
suspect. The Homicide Detective has the responsibility of resolving the most serious act one
human being can inflict against another. Therefore, a homicide detective carries a heavy
responsibility when called upon to investigate a death, for he stands in the dead person's
shoes to protect his interests against those of the person(s) responsible for his death.

2. Successful homicide investigations and prosecutions require an absolute commitment
to thoroughness and meticulous attention to detail, since it is almost always impossible to
return to a scene and re-do the work if something was missed during the initial investigation.

Therefore, every case falling within the scope of this policy shall receive the same attention,
and be investigated in the same manner, as a confirmed murder in which prosecution of a
suspect is anticipated. Only when the investigation has determined that the death was not
a murder shall these philosophies and procedures be relaxed.

3. Itis impossible to provide for every death situation and every course of investigation. The
adoption and implementation of these procedures shall not preclude the use of initiative, and
innovative and aggressive techniques appropriate to a particular situation or investigation.

C. Responsibility

1. The Detective Bureau is responsible for the entire investigation of homicides and
suspicious deaths. Therefore, the following procedures shall be followed when on-duty
Detectives learn that a homicide or suspected homicide has been reported:

a. Detectives in the field shall immediately respond to the scene.
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1) Detectives shall assume control of the investigation, securing the scene and
directing the efforts of other officers.

2) Control of the scene shall be relinquished to the first Detective Bureau Supervisor
or Homicide Detective on the scene.

b. Detectives in the station shall ensure that an on-duty Detective Bureau Supervisor
is immediately notified.

1) The following Supervisor notification sequence will be implemented until a
supervisor is contacted:

a) Major Crimes Sergeant
b) Property Crimes Sergeant
c) Detective Commander

2) If none of these personnel are available, the Senior Detective in the station shall
call in any available off-duty Homicide Detectives.

c. In the absence of Homicide Detectives, their Sergeant, the Property Crime Sergeant,
and the Bureau Commander, the first detective on scene shall be responsible for the
investigation until arrival of a homicide detective or other direction from a Detective
Bureau Supervisor:

D. Authority

1. The detective assigned to the investigation is responsible for the control and conduct
of the investigation. This detective has the authority to direct other detectives and Bureau
personnel assigned to the investigation to conduct specific tasks and perform duties related
to the investigation.

2. In the absence of a Bureau Supervisor, the Detective assigned to the investigation is
authorized to call in off-duty Detective Bureau personnel, to request assistance from other
Bureaus, and to request assistance from other agencies as necessary.

3. As necessary, and in the absence of a Bureau Supervisor, the Detective assigned to the
investigation is authorized to employ the services of a necessary specialist (e.g., forensic
psychologist to assist in suspect interview/evaluation, forensic physician, etc.) if the work to
be performed by the specialist must be done immediately.

E. Medical Examiner Notification

1. An on-scene Detective Bureau Supervisor, or the Detective assigned to the investigation,
shall notify the Medical Examiner's Office as soon as practical of the homicide or suspected
homicide. The Detective shall notify the Medical Examiner's representative at the time of the
call, if a medical examiner (physician) as well as an investigator is requested at the scene.

F. District Attorney Notification

Copyright Lexipol, LLC 2019/12/11, All Rights Reserved. Homicide Investigation - 131
Published with permission by Simi Valley Police Department



Simi Valley Police Department
PROCEDURES

Homicide Investigation

1. As soon as practical, when a homicide is known or suspected to have occurred, the on-
scene Detective Bureau Supervisor, or the assigned Detective, shall notify the appropriate
Deputy District Attorney according to established District Attorney notification procedures.

2. The role of the District Attorney's Office is to provide advice in legal issues. The
responsibility for the conduct and control of the investigation remains with the assigned
Detective.

3.If a Deputy District Attorney (or D.A. investigator) is not requested but responds to the
scene anyway, he shall be allowed to observe the investigation and all reasonable requests
of these personnel shall be accommodated if they will not interfere with or unnecessarily
delay the investigation.

G. Command Staff Notification

1. The Deputy Chief, or in the event he cannot be reached, the Chief of Police, shall be
notified of a homicide as soon as possible by the Bureau Commander, assigned Sergeant,
or assigned Detective.

H. Press Release
1. As soon as practical, a press release shall be issued pursuant to department policy.

2. Unless circumstances dictate otherwise, the Media Relations Bureau will be responsible
for the release of information to the media.

I. Chaplain Notification

1. Unless circumstances preclude or render one unwanted, a department Chaplain should
be requested to respond if there are family members or others present who could receive
support or emotional assistance from a Chaplain.

419.3 PROTOCOL
A. Note Keeping

1. Note taking is the very foundation of a good death investigation.Accurate, comprehensive
and chronological notes not only coordinate the investigation, but allow the Detective to
present the strongest possible case in court, sometimes years later.

2. Note taking should begin with the Detective's first notification of the homicide or case.
a. Date and time received
b. Who notified the Detective?

c. Case number, date and time first reported to or discovered by the Police Department;
name, address and phone of person reporting or discovering.

B. Radio Procedure
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1. During the initial/preliminary investigation of a homicide, all Detective Bureau personnel
working on the investigation shall make radio broadcasts of all arrivals, departures, etc. This
provides an accurate time log of initial activity and can assist in preparation of later reports.

C. Initial Notification of Detective

1. The assigned Detective, (hereafter referred to as “Case Agent”) at the time of the
notification, shall:

a. Begin a case file.
b. Determine from the notifying person, basic facts, as known at that time.
c. Verify that the scene is properly secured and that witness identification is underway.

d. Determine if a suspectis in custody. If so, evaluate the information known to that point
to determine if investigative steps (e.g., GSR swabbing, B.A., etc.) need to be handled
prior to the Detective's arrival.

e. Ensure the Crime Scene Investigator has been notified and is responding and/or
available.

f. Evaluate the need for additional resources (additional Detectives, Officers, Medical
Examiner, V.S.0., etc.) and make appropriate requests.

2. As soon as practical, the Case Agent shall determine if his Section Sergeant or Bureau
Commander is aware of the homicide, and if not, make that notification.

3. Upon arrival at the station or scene, the Case Agent shall notify the Watch Commander or
field supervisor that he has arrived. After being briefed, the Case Agent shall confirm with
the Patrol supervisor that he is taking over the investigation.

D. Arrival at Scene

1. Upon arrival at the scene, the Case Agent must make accurate notes of the conditions at
the scene, including the following (that apply to a particular case):

a. Location, boundary and description of the scene.
b. Police personnel present at the scene.
c. Other persons present at the scene.
d. Person responsible for the scene.
e. Method of protection of the scene (e.g., locked doors, crime scene tape, etc.)
f. Weather conditions, including temperature.
g. Lighting conditions.
2. The Case Agent should contact the Supervisor or handling Officer at the scene and:

a. Obtain a complete briefing of the circumstances known.

Copyright Lexipol, LLC 2019/12/11, All Rights Reserved. Homicide Investigation - 133
Published with permission by Simi Valley Police Department



Simi Valley Police Department
PROCEDURES

Homicide Investigation

b. Determine what investigative tasks have been assigned and what personnel have
been assigned to these tasks.

c. Coordinate the remaining preliminary investigation plans, including:
1) Who will guard the scene during the remainder of the preliminary investigation?

2) What responsibilities Patrol Officers will have in preparation of reports, when
these reports must be completed, and to whom will they be turned in.

3) Plans for relief of Patrol Officers if their presence is required for an extended
period of time.

3. The Case Agent should then conduct a walk-through of the scene, accompanied by the
Officer most familiar with the case to that point. The purpose of this walk-through is to
determine (as far as can be preliminarily established) the cause and manner of death, if any
obvious leads are present that may lead to immediate identification and location of suspect(s)
prior to their fleeing the area, if any perishable evidence is present that must be immediately
collected or be lost, and any other facts or circumstances that will assist the Detective in
determining if a crime has occurred and what legal issues must be resolved prior to further
investigation. The purpose of the walk-through is not to conduct an investigation, but to allow
the Case Agent to determine what investigation is necessary and how this investigation can
legally be accomplished.

4. The Case Agent should speak with each officer who has been assigned an investigative
task to determine what information has been obtained. Frequently, an Officer has highly
significant information that the Detective may not discover until he reads the Officer's report,
which may be several days later.

5. Officers at the scene will frequently offer opinions as to the cause of death or other
circumstances. These opinions are valuable as investigative leads, but the Case Agent must
keep an open mind and not allow them to be influenced or prejudiced prior to completion of
the investigation.

E. Outstanding Suspect

1. If there is an outstanding suspect whose identity is known, the Case Agent shall
immediately ensure that appropriate investigative steps have been taken to locate and arrest
the suspect.

2. If the suspect is unidentified but described, the Case Agent shall ensure that appropriate
radio broadcasts; Patrol briefing notifications and other Agency notifications are made.

F. Suspect in Custody

1. If there is a suspect(s) in custody, the Case Agent is responsible for the custodial handling
of the suspect. The law and investigative protocol dictate that homicide suspects be fairly
and legally treated, and that efforts be made to keep the suspect in a cooperative and
non#antagonistic state of mind.
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2. The Case Agent must determine if an immediate interview with the suspect is appropriate.

A number of factors should be considered in determining if a suspect should be interviewed
prior to other preliminary investigative steps. Generally, an interview is more likely to be
productive if the preliminary investigation is complete and the Case Agent has a good "feel"
for what occurred, and is therefore more likely to detect deception by the suspect. However,
if a suspect is willing to make some statement immediately, but invokes his constitutional
rights against self-incrimination later, prior to an interview, all benefits of an interview are
lost. This decision is a "judgment" call that must be made by the Case Agent early in the
investigation. Consideration should be given to taking an initial statement immediately from
a willing suspect, and if the suspect's waiver is not retracted, conducting a second interview
later.

3. The Case Agent should, in all cases involving a fresh arrest, evaluate the physical and
emotional condition of the suspect, as this may be a crucial issue at trial in determining intent,
state of mind, etc. This evaluation should include:

a. Evidence of intoxication or drug impairment (objective [field sobriety] tests and
collection of blood and urine).

b. Evidence of emotional condition. This is a much more difficult area, since the
Case Agent is not generally qualified to render opinions as to emotional condition.
As a result, the Case Agent should strongly consider the use of a psychiatrist/
psychologist to conduct a follow-up and interview/evaluation of the suspect. Several on-
call psychiatrists/psychologists are available for this purpose. The District Attorney’s
Office should be contacted for assistance in this matter. They can arrange for the
response of an on-call professional, guidance in the interview process, and payment
of all associated costs. It is of utmost importance that these interviews be completed
immediately in all cases, but especially in those where the crime is bizarre, the defendant
has a background of mental illness or substance abuse, or where a defense may involve
strong psychological elements such as extreme jealousy, rage, etc. The Case Agent

1. Suspect's actions when he thinks he is unobserved (e.g., talking to himself,
crying, laughing, etc.).

2. Suspect's response to questions (does he answer appropriately and in a
reasonable period of time).

3. Suspect's concern for his needs (requests to call family, attorney, etc.; questions
about balil; etc.).

4. Suspect's response to "Miranda" admonishment (did he appear to consider and
think about the choices and options he had, did he ask for reasonable clarification
of specific issues, etc.).

c. In any case where it is necessary to hospitalize the suspect prior to booking,
the Major Crimes Unit Sergeant will be responsible for arranging for all necessary
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security measures. When the anticipated release date is greater than 48 hours

from the suspect’'s arrest, the District Attorney’s Office must be notified immediately.
The handling Deputy District Attorney will coordinate with the Courts and the Public

Defender’s Office for alternate arrangements to the customary arraignment process

4. Unless the facts preclude the possibility of an issue of self-defense, the suspect's entire
body should be closely examined for injuries. Any injuries should be documented. The entire
body should be photographed (whether or not injuries are observed) and any injuries noted
should receive particular photographic attention, including use of a scale.

G. Legal Considerations

1. One of the first things the Case Agent must consider, prior to conducting the preliminary
Crime Scene Investigation, is his legal authority for conducting search and seizure at the
scene. Legal search and seizure can only be conducted in the following circumstances:

a. In a public place; or

b. If emergency (exigent) circumstances exist; or
c. Pursuant to valid consent; or

d. Pursuant to a Search Warrant.

2. If the homicide occurred in a public place (e.g., body alongside a highway) no further legal
search and seizure issues arise in the authority to conduct the Crime Scene Investigation.

3. If emergency circumstances exist, they must be legitimate, and any search conducted
under this theory may only involve the seizure of that evidence likely to be destroyed prior to
issuance of a search warrant. If at all possible, the decision to search pursuant to this theory
should be discussed with a Deputy District Attorney first.

4. Valid consent must be informed, and the person giving consent to search must have legal
authority to do so.

a. A non-resident next of kin may not give authority to search the victim's residence.

b. Consent of a suspect to search should be viewed with extreme caution; as such
consent will in all probability be heavily litigated. If possible, a search warrant should
be obtained in addition to the suspect giving his consent.

5. Except for public place searches, use of a search warrant is the preferred method. Upon
request, a Deputy District Attorney will respond to the scene or station to assist in the
preparation of a homicide search warrant affidavit.

H. Preparation for Crime Scene Search

1. When the initial activities described above have been accomplished, and legal cause to
search the crime scene is established, considered preparation and planning should occur
prior to the search of the scene.
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a. Necessary experts should all be present and should be jointly briefed on the facts and
information known at that point (C.S.l. personnel, criminalist, photographers, Medical
Examiner's staff, etc.).

b. A plan for entering and traversing the crime scene shall be established.

c. The Detective assigned to the crime scene (not necessarily the Case Agent) shall
inform those assisting them of their respective roles, the order of search, etc.

d. The assigned Detective shall reinforce the principles that no evidence shall be moved
until it has been photographed, its position documented, and pointed out to the assigned
Detective.

2. Authority and responsibility for the crime scene search remains with the assigned
Detective. Other personnel will follow that Detective's direction and instruction.

I. Conducting the Crime Scene Search
1. Each portion of the scene shall be photographed before it is entered and searched.
2. Only those personnel specifically assigned to collect evidence shall do so.

3. Complete documentation of the location, description, condition, method of collection and
time of collection of each piece of evidence shall be made.

4. When feasible a 3D laser scan of the crimes scene will be completed
5. Contamination of the crime scene shall be avoided:

a. No smoking.

b. No turning on water, using toilets, etc.

c. No use of landline telephones inside the crime scene.

d. Do not turn on or off any electrical or mechanical device (including lights) without first
recording the condition in which the device was found and performing necessary latent
fingerprint search.

e. Unnecessary personnel (including command staff) shall be directed to remain out of
the crime scene until processing is complete or unless accompanied by the assigned
Detective or his designee.

J. Completion of the Crime Scene Search
1. Prior to closing a crime scene, the Case Agent must be contacted and advised as to
findings

2. After the crime scene search is completed, the Case Agent and/or Supervisor must decide
if there is a necessity to seal the scene for an extended period of time. Crime scenes may
require sealing if it is anticipated that reenactments, videotaping or a return to the location
with an involved party may be necessary.
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a. If so, the scene must be properly sealed and marked to deter intruders and document
if doors and/or windows were opened. The Department maintains pre-printed seals for
this purpose.

b. If the crime scene is to remain sealed, a Detective Bureau Supervisor must determine
if physical guarding of the scene is necessary. If the scene is to be guarded, approval
of the Bureau Commander or Investigative Division Captain is required for any period
of time exceeding eight hours following completion of the crime scene investigation.

3. If the scene is a residence or business that will be unattended following completion of the
crime scene investigation, or if the scene is sealed, the Watch Commander shall be notified
and an extra Patrol request made.

K. Witnesses

1. During an initial homicide investigation, it is almost impossible for the Case Agent to
conduct interviews of witnesses personally, as their time is committed to other tasks. This
task should be delegated to other Detectives and Officers, under the following guidelines:

a. The correct name, address, phone, business address and business phone, date of
birth, etc., should be verified (do not rely on driver's license information).

b. If a witness was present at the time and location of the homicide, the witness' complete
physical, clothing and vehicle description should be recorded and included in the reports.

c. The Case Agent should brief others who will be interviewing as to any specific
information needed, or any peculiarities or other special instructions.

2. The Case Agent should carefully review Witness statements. Particular attention should
be given to eyewitness statements. On#scene examination should be conducted to verify
that eyewitnesses could see what they reported from the place they claimed to have been
located. Lighting and other visibility factors should be examined and documented. Other
factors that might affect eyewitness veracity and credibility should be examined (e.g., vision/
hearing acuity, intoxication, etc.). If appropriate, photographs should be taken to demonstrate
the view the witness had.

L. Autopsy

1. The autopsy is a crucial phase of the initial or preliminary homicide investigation. A
determination of cause of death is only a portion of the purpose of an autopsy. The Detective
can learn a great deal of objective information during an autopsy. Of almost equal importance,
is the subjective information to be gained by close observation of an autopsy, coupled with
careful questioning of the physician. Opinions and impressions, while not always admissible
in trial, can provide invaluable investigative leads. For these reasons, the Case Agent (or
one of the primary Detectives assigned to the case) and the Crime Scene Investigator should
always attend the autopsy.

Copyright Lexipol, LLC 2019/12/11, All Rights Reserved. Homicide Investigation - 138
Published with permission by Simi Valley Police Department



Simi Valley Police Department
PROCEDURES

Homicide Investigation

2. The autopsy procedure should be completely photographed. Trauma and identifying
marks should receive particular photographic attention, including use of a scale.

3. The detection and investigation of crime is a Law Enforcement function. In cases in
which there is disagreement between the Detective and Medical examiner as to manner of
death, additional investigation can be conducted. If a criminal death is established, additional
information can be submitted to the Medical examiner with a request for modification of the
death certificate.

M. Reports

1. The report is the key to ensuring that a homicide investigation results in successful
complaint filing and prosecution. Homicide reports, more than any other reports, must
be exhaustively complete and thorough. All investigative activity and witness statements,
including those yielding no information, must be documented in the report. Attention must
be given to accuracy and detail.

2. Logical organization of the reports can be of great assistance both to the Detective and to
attorneys and others who will rely on the reports. Experience has shown that a chronological
sequencing of the reports provides a good foundation for organization of the case file for
presentation of the reports.

a. All reports will be completed in the Versadex report writing module in a timely fashion.
b. All reports will be approved by a Detective Bureau supervisor or manager.
c. The responsible Patrol Officer shall complete a preliminary crime report.

d. All other personnel assigned to the initial response or investigation shall complete a
supplemental report documenting their actions and observations.

e. Detective personnel will document all investigative actions, interviews and findings
using a follow-up or supplemental report within Versadex.

f. Detective personnel may document the investigation using a running narrative format
(direct entry) as long as information obtained is recorded in a timely fashion and made
available to Detective Bureau supervisors.

N. Continued Investigation

(@) The Homicide Detective should not hesitate to seek and use the services of experts
in any profession or discipline applicable to the case.

(b) The California Department of Justice can provide assistance with complex cases. The
Violent Crime Investigative Support Section (VCISS) provides analytical investigative
assistance to law enforcement and prosecuting agencies with respect to homicides,
kidnappings, sexual assaults, robberies, cold cases and unsolved crimes.Information
regarding VCISS services and contact information for VCISS through the California
Law Enforcement Web (CLEW) at http://clew.doj.ca.gov/ under the “CJIS Programs”,
“Investigative Services”.
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O. Executive Review of the Progress of Homicide Cases

1. The Detective Commander and/or Major Crimes Unit Supervisor will provide the Deputy
Chief and Chief of Police with periodic updates regarding the progress of homicide
investigations.

2. The Chief of Police, Deputy Chief, Detective Commander, Major Crimes Sergeant,
Property Crimes Sergeant, and Homicide Detective(s) will meet bi-annually to review the
status of all unsolved homicide investigations. Collectively, they will establish investigative
priorities for the six-month period. The lead Homicide Detective will chart the course of
intended follow#up action for each unsolved homicide and forward it through the Major
Crimes Sergeant to the Detective Commander. This report shall contain a factual summary,
investigative efforts, findings, and recommendations. The Detective Commander shall
ensure that a report of all unsolved homicides is forwarded to the Deputy Chief. Internal status
correspondence shall not become part of the Officer's case file.

3. The inactivation or closure (except arrest) of any open homicide case requires the written
approval of the Deputy Chief and Chief of Police.
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420 PROCEDURES

Crime Scene Protocol

420.1 PURPOSE
It is the policy of the Detective Bureau to facilitate the proper analysis, collection and preservation
of physical evidence at all major crime scenes.

420.2 PROCEDURE
A. Scope

1. This policy shall be followed in all investigations of homicide deaths; missing person cases;
kidnappings wherein it is reasonably suspected that the victim may be in danger; deadly force
incident investigations; rape investigations and other significant criminal investigations.

B. Philosophy

1. The analysis, collection and preservation of physical evidence is a highly critical function
to be performed in the process of conducting criminal investigations. When certain mistakes,
oversights, and omissions are made, they cannot be corrected; thus, further work on the
case, however well done, may be of no value in solving the crime or prosecuting the suspect.

The Crime Scene Investigator (C.S.1.) has the responsibility for analyzing, collecting and
preserving all physical evidence relating to the case at hand. Therefore, the investigator
bears a heavy responsibility when called upon to process a crime scene.

2. The C.S.I. must be absolutely committed to thoroughness and detail, since it is often
impossible to return to the crime scene and redo the work. Therefore, all crime scenes falling
within the scope of this policy shall receive the same exacting attention and be processed
in the same meticulous manner.

C. Responsibility

1. The C.S.I. is responsible for assuring that all current applicable techniques, procedures,
tests and equipment available to the Department are used in the identification, collection and
preservation of physical and forensic evidence at assigned crime scenes.

2. When the C.S.1. is called out during off hours, they should ensure that their supervisor has
been notified of the call out. If not, they should request that the supervisor be notified.

D. Authority

1. The assigned Detective is responsible for the control and conduct of the investigation.

Everything the C.S.I. performs while at the crime scene and thereafter, relevant to the
investigation, shall be with the approval of and/or reported to the handling Detective or the
handling Detective’s supervisor.

2. Should the C.S.1. need additional resources (equipment or personnel), for the furtherance
of crime scene processing, the C.S.1. will advise the assigned Detective and coordinate
with the responsible Detective Sergeant/Commander for the acquisition of all necessary
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equipment or personnel. Under no circumstances will the C.S.1. order specialized equipment,
from outside this agency, without prior approval.

420.3 PROTOCOL
A. Note#keeping

1. Note taking is the very foundation of a quality C.S.l. Accurate, comprehensive and
chronological notes allow the Crime Scene Investigator to present the strongest re#creation
of the crime scene in court.

2. Notes should be taken in chronological order, with notes taken as the crime scene
investigation is occurring.

3. Note taking should begin at the C.S.I.’s first notification of the crime.
a. Case number
b. Date and time received
c. By whom notified
B. Radio Procedure

1. During the initial investigation of the crime, the C.S.I. should make radio broadcasts of their
arrival and departure from the scene. This provides the handling investigator an accurate log
of initial activity and can assist in the preparation of later reports.

C. Initial Notification of Crime Scene Investigator
1. The C.S.I. at the time of natification shall:
a. Begin a case notebook as described above in 420.3A3 .
b. Determine the basic facts, as known at the time.
c. Verify that the scene is properly secured and protected from contamination.

d. Determine if suspect is in custody. If so, evaluate the need for immediate collection
and preservation of physical evidence from the suspect (e.g., GSR processing, sex
crime kit, etc.).

e. In death or injury cases, the C.S.l. should consider processing the victims prior to
crime scene response in order to better evaluate the sequence of events at the scene.

f. Evaluate the need for additional resources (Second C.S.I., additional lighting, etc.)
and be prepared to make these requests through the assigned investigator.

D. Arrival at Scene

1. Upon arrival at the scene, the C.S.I. must make accurate notes of the conditions at the
scene.

a. Location, boundary and description of the scene.
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b. Method of protection of the scene (e.g., locked doors, crime scene tape, etc.).

c. Weather conditions, including outside temperature and inside temperature, if
applicable.

d. Lighting conditions.
2. The C.S.1. shall contact the assigned Detective, or the person in charge of the scene, and:
a. Obtain a complete briefing of the circumstances known.
b. Coordinate the processing of the crime scene.
c. Ensure that legal cause has been established prior to entering the crime scene.

3. The C.S.I. will record the name of any Officer or person from whom they receive physical
control of evidence and will also note the location and time the evidence was relinquished to
them. When evidence is received from persons outside our agency, the C.S.1. will document
the time and location the evidence was discovered.

E. Preparation for Crime Scene Processing

1. When the initial activities above have been accomplished, and legal cause to search the
crime scene has been established (e.g., consent, search warrant, exigent circumstances,
public place) considerable preparation and planning should occur prior to the search of the
scene.

a. The C.S.I. and the assigned Detective should develop a plan for entering and
traversing the crime scene.

b. All personnel shall remember that no evidence is moved until it has been
photographed, and its position documented.No personnel shall move evidence without
consulting CSI first to confirm all on scene processing is completed and to ensure
measures to prevent contamination are taken.

c. Evidence shall not be moved by any personnel unless wearing proper personal
protective equipment.

d. No evidence markers, chalk marks or paint marks shall be utilized for the location of
evidence until the entire crime scene is photographed.

F. Conducting the Crime Scene Search

1. The entire crime scene shall be photographed and/or videotaped prior to initiation of
search.

2. Only the C.S.I. shall collect evidence unless the assigned Detective directs other personnel
to assist. Items released to CSI from other personnel should have documentation of time and
place of collection and it should be documented when item was turned over to CSI or which
locker item was stored in.
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3. Complete documentation of the location, description, condition, and time of collection of
each piece of evidence shall be made.

4. Contamination of the crime scene shall be avoided.
a. No smoking, eating or drinking within the crime scene perimeter
b. No turning on water, using toilets, etc.

c. No use of the telephones inside the crime scene. (Department cellular phone should
be utilized.)

d. Do not turn on or off any electrical or mechanical devices (including lights) without
first recording the condition in which the device was found and performing necessary
fingerprint search.

5. In all cases wherein the criteria as called out in Section 420.2A1. exists and when
applicable, the C.S.I. will process the crime scene for:

a. Latent fingerprints/pattern prints

b. Trace evidence (i.e. hairs, fibers)

c. Impression evidence

d. Biological evidence

e. Residues (gunshot, accelerant)

f. Other physical items (cartridge casings, weapons, etc.)
G. Completion of Crime Scene Processing

1. After crime scene processing is completed, the C.S.1. should conduct a walk#through of
the scene with the assigned Detective. This procedure often reveals additional evidence
previously overlooked. It will also assure that no Department equipment is left behind.

2. If necessary, upon directions of the assigned Detective, the C.S.I. will seal the crime scene
with pre-printed seals.

H. Autopsy

1. In the event of a homicide or suspicious death, the assigned Detective shall attend the
autopsy.

2. The C.S.I. will attend the autopsy unless otherwise directed by the assigned Detective.

a. If the C.S.I. attends the autopsy, the procedure will be photographed. Trauma and
identifying marks will be photographed and include the use of a scale.

b. Any additional evidence discovered/released by Medical Examiner shall be collected
(clothing, swabs, GSR, blood spot card).
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c. The C.S.I. should bring the decedent’s clothing, weapons used, and photographs of
the crime scene to the autopsy for the medical examiner to evaluate when requested.

d. A supplemental report on evidence collected at autopsy shall be written and submitted
by the C.S.I.

I. Reports

1. The Crime Scene Investigation Report is a highly critical portion of the investigation,
particularly in homicide cases. The report must be complete and thorough, outlining steps
taken, and describing in detail every piece of evidence collected.

2. The C.S.I. will prepare a crime scene sketch, which will accompany their report when
requested by the handling Detective.

3. All crime scene, autopsy and evidence photos will be booked into DIMS
J. Continued Crime Scene Investigation

1. All evidence associated with a homicide or other major crime will be processed in an
expeditious manner. Evidence items which have not been sent to the Ventura County Crime
Lab or other forensic laboratory will be prioritized by the C.S.I. and processed accordingly,
unless otherwise directed.

a. Any crime involving a continuing threat to public safety should have the highest
priority, i.e., kidnappings.

K. Search Warrants
1. The C.S.1. will often be requested to process locations where search warrants are served.

2. These requests are often made in investigations other than homicides and other violent
crimes (e.g., narcotics, burglary and possession of stolen property).

3. At the direction of the handling Detective, the Crime Scene Investigator will number,
photograph, collect and package evidence items seized pursuant to the search warrant.

4. Overall photos will be taken upon entry and exit at the location of a search warrant. These
photos shall include any damage caused by personnel during the search warrant.

5. Attention should be paid to Section 420.3F. of this Bureau Order when processing other
described scenes.

L. Destructive Processing

1. Should the C.S.1. determine that an evidence item requires a process that would destroy
the item, they should first discuss the procedure with the case Detective and determine if a
Simi Valley Police Department liability release form (see Attachment A) should be used.

a. The liability release form is not necessary on items of no value (i.e. paper).

M. Suspects in Custody
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1. The C.S.l. is often called upon to process suspects in custody for physical and biological
evidence.

2. The crime for which the suspect is in custody will vary; however, in most circumstances a
request for the C.S.I. will only be made in the event of a violent crime.

3. In processing suspects, any or all of the following procedures may be utilized:
a. Homicide Suspect
1) Gunshot residue
2) Fingernail scrapings / hand swabs
3) Hair samples
4) Saliva samples
5) Photographs of all injuries

6) Photographs of suspect completely stripped down. Front, back, and both side
views with consent of the suspect or a search warrant. Photograph of this nature
will be taken by personnel of the same gender.

7) All clothing collected and packaged separately.
8) Sufficient photos of the suspect including mugshots.
9) Fingerprints

10) Blood samples drawn by medical personnel (alcohol content and/or drug
screen, blood typing).

b. Rape Suspect

1) Prior to the transporting of rape suspects for medicolegal processing, clothing
should be recovered(separate items packaged separately) and photographs of
injuries taken using a scale for reference.

c. Other suspects in Custody

1) In processing other types of suspects in custody, the C.S.I. will refer to Steps
11.M.3. (a) (b), and complete those procedures which apply to the incident case.

N. The C.S.1. may utilize the following crime scene checklist in situations
where their services are requested.

N. The C.S.I. may utilize the following crime scene checklist in situations where their services are
requested.

1. Miscellaneous
a. Time notified

b. By whom
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c. Briefing/by whom?

d. Arrival time at scene

e. Scene security conditions

f. Officer in charge at scene

g. Medical aid at scene/whom?
h. Search Warrant required?

i. Permissive search/by whom?
j. Crime Lab required/notified/arrived
k. Isolated area

|. Residential/commercial area
m. Weather conditions

n. Temperature, inside/outside

2. Physical Evidence
a. Photographs/video
b. Diagrams/sketches
c. Fingerprints

d. Shoe prints/impressions

e. Tool mark/other impressions

f.Trace evidence (hairs, fibers, vegetation)

g. Bodily fluids (blood, urine, semen)

h. Gunshot residue
3. Conditions

a. Doors (locked? damage)

b. Windows (locked? damage)

c. Heat/air (operations, on/off, temperature)

d. Sinks/showers (on-off)

e. Lights (on/off, operational, location)

f. T.V.s/radios (on/off)

g. Telephone (operational, on receiver)

h. Washer/dryer/hamper (full, wet or dry, type of clothing)
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i. Trash receptacles (contents, dated material)

j. Food/place settings (number, unconsumed food)
k. Structure (damage)

I. Outside storage (type, damage, contents)

m. Animals (type, behavior)
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Task Force Protocol

421.1 PURPOSE
Itis the policy of the Detective Bureau to establish and maintain procedures for the implementation
of task forces for deployment against special crime problems.

421.2 PROCEDURE
A. Task forces will be deployed on the basis of current crime pattern analysis or validated
information relative to suspected criminal activity.

B. Task forces will be deployed against a crime problem when regularly assigned personnel are
not adequate to effectively address the problem at hand.

C. Task force deployment strategy will be based on an objective analysis of the problem:
1. Over Saturation as a highly visible preventative strategy.
2. Covert saturation as a low visibility detection and apprehension operation.

D. The numerical strength of a task force will depend on the severity and scope of the crime
problem being addressed.

E. Once a crime problem, in either the Major Crimes Unit or Property Crimes Unit, has been
identified, and meets the criteria set forth in Sections IB and IC of this Bureau Order, a task force
may be requested.

F. The Detective Sergeant in whose area a task force is deemed necessary will prepare a
Memorandum of Request to the Detective Commander describing the following:

1. Nature of the crime problem.

2. Location(s) of the crime problem.

. Method of operation (M.O.).

. Suspect information.

. Steps already taken to combat the problem.

. How the implementation of a task force will solve the problem.
. Estimated number of task force personnel required.

. Equipment required (to include vehicles).

© 00 N oo o1 b~ W

. Manner in which the task force is to be deployed.
10. Estimated duration of the task force.
11. Estimated expenditures in overtime.

G. Upon approving the Request for Implementation of a task force, the Detective Commander will
then forward the written request to the Deputy Chief for final approval.
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H. Once final approval is granted, the Detective Sergeant who made the request will coordinate
the composition of the task force and prepare a general operation plan.

1. Task force positions will be filled in the following manner:

a. The Special Operations Unit, whose primary responsibility is special crime problems,
will be the first resource included, whenever possible.

b. Personnel who based on their work assignment and/or position would normally be
assigned to the task force.

c. All other task positions will be filled consistent with the provisions outlined in the
current MOU.

I. When the Special Operations Unit is involved, The SOU Sergeant will assume supervision of
the day-to-day operation of the task force.

J. It will be the responsibility of the responsible Detective Sergeant to monitor the progress of the
task force and brief the Detective Commander each day it is in operation.

1. To facilitate this, the involved Detective Sergeant will provide the Detective Commander
with a daily operational plan describing the following:

a. Personnel involved.

b. Locations deployed.

c. Vehicles in use.

d. Equipment in use.

e. Additional intelligence information not previously known.

K. The task force will be evaluated at least once a week by the involved supervisory personnel
and will address the following:

1. Effectiveness of the task force.

2. Deployment strategy.

3. Need for additional personnel and equipment.
4. Alternatives to the task force.

5. Disbandment of the task force.

L. In situations where multi-jurisdictional task forces are required, the Detective Sergeant in whose
sphere of supervision the involved crime classification falls will represent our Department in the
planning and organization of the task force.

M. All task force operations that involve entry into other Law Enforcement jurisdictions shall comply
with Department policy and the provisions of Investigative Bureau Order 427, Out of County
Investigations.
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290 P.C. and 457.1 Registrants

422.1 PURPOSE
Itis the policy of the Simi Valley Police Department to establish a procedure for registering persons
required by law to register under the provisions of Sections 290 and 457.1 of the Penal Code.

422.2 PROCEDURE
A. By court order, once convicted of certain crimes involving sex or arson offenses, a person must
register with the Chief of Police of the city in which they reside

1. Notice of Registration Requirement

a. Registrants should have in their possession a copy of Department of Justice (DOJ)
form SS8047 (Notice of Registration Requirement), which has been completed by an
agent of the releasing correction facility or a Probation/Parole Officer

b. Anyone who does not bring a completed DOJ: SS8047 form in on their first
initial appointment should complete one. This form is available online at https://
csar.ext.doj.ca.gov. A completed copy must be mailed to CSAR (DOJ) in Sacramento
and also be included in their case file.

1) Registrants living in a permanent residential address within the jurisdiction of
Simi Valley must register annually within 5 business days before or 5 business
days after their birthdate

2) Transient residents within Simi Valley jurisdiction must register every 30 days
to update their compliant status

3) Complete registration requirements are located on DOJ form SS8102

c. The most current and updated forms shall be used to update registration compliance.
Updated forms are located on the CSAR and/or CLEW websites.

2. Registrant Packet

a. All forms shall be completed and retained in the Registrant case file. All files will be
stored in the designated Registration file cabinet in the Detective Bay

b. New registrants to Simi Valley jurisdiction shall be entered into the Versadex system
with a Flag Record. This will capture their initial registration with Simi Valley Police
Department and add his/her name into the master name index.

3. Livescan

a. Per DQJ, initial registrations with any registrant who does not currently have an
assigned FCN number, Livescan shall be completed. A search in the CSAR system for
the registrant shall be completed prior to Livescan entry to avoid duplicate FCN files.
The following are reasons to Livescan:
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1) Sex or Arson offenders newly mandated to register with no prior registrations

2) Registrants who are moving from out of state into California, who have not
previously registered in California.

3) After a search in CSAR, it is determined Livescan has not previously been
completed.

b. Livescan Instructions

1) Log into Livescan using your employee (SAP) ID number for both the username
and password.

2) Create New Record (Use the top left + button).
3) Choose “Registrant” with palm capture data.

4) Step 1- Personal Description Data (No characters (-,.)) and must include all fields
(Documented: Y).

5) Step 2- Personal Description Data II: Scars, Marks, Tattoos, Atrtificial limbs, etc.
Using CLETS Codes.

6) Step 3: Subject Identifier Data: Social Security Number and Identification

7) Step 4- Registrant Data: Date, Type of Registration (TOR) as: Initial, Change of
Address or Update and the original case information to include the conviction date.

a) It is crucial to select the correct “TOR” as to not duplicate records. Only
select Initial if the registrant has never registered in California.

8) Step 5- TOR Specific Data: Address, phone numbers and agency contact
information (Terminal MNE: SVSO0).

9) Step 6- Conviction Offense Data (Skip).

10) Step 7- Concurrent & Campus Address: If registrant  attends college/university
or resides part of the time at another address.

11) Livescan fingerprinting process: Follow the instructions. Make sure registrant’s
hands are clean, but not overly dry or the image will not be clear resulting in a
rejected print

a) “Save” each accepted (Pass) print or “Scan” to repeat.
b) Once prints are completed click “Capture/Save”.

¢) By saving, Livescan electronically sends the prints and information to DOJ
for CSAR submission.

4. Photographs

a Digital photographs shall be taken of each registrant at the following times:
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1) Initial appointment: New registrants shall be photographed (Head/Shoulders,
SMT and 1 full body) The photos shall be taken against a white wall.

2) Annual Update: Each registrant will have an annual head/shoulder photo taken
to update their case file. Any new SMT’s should be taken annually.

3) Transient registrants have appointments every 30 days. Additional photographs
are only taken if their appearance significantly changes. Otherwise an annual
photograph shall be taken

b All digital photographs will be maintained in both the in-house Flag Record as well as
updated in Cal-Photo, linked to CSAR

5. DNA

a.DNA shall be collected using the DOJ supplied buccal swab collection kit. Follow
the instructions on the provided envelope and return complete kits to the DNA Lab in
Richmond. CA. Additional DNA kits are obtained from the DNA Lab at no charge to the
agency. The DNA Kits are stored in the Detective Bureau.

6. Second Checks and DOJ Audits

a. CSAR and In-House system entries shall be 2" checked by trained Detective
personnel. Every effort shall be made to check these entries within 3 business days in
accordance with DOJ procedures.

1) Corrections to entries should be noted on the forms.

2) Second Check Stamp shall be visible and completed on the corresponding form,
which is maintained in the Registrant File.

b. Routine DOJ Audits check the status of randomly selected registrants. Audit lists are
forwarded from the Records manager to the CSAR Administrator and must be completed
and returned by the due date.

c. Full-Scale DOJ Audits on CSAR records can occur at any time. The Records
Supervisor may advise the CSAR Administrator when such an audit will take place.
Selected registrant files must be pulled and prepared for the auditor to review. Errors
or incomplete information can result in disciplinary action affecting Simi Valley Police
Department’'s CLETS standing. Refer to CLEW website for additional information.

d. In an effort to maintain registrant files with the most up-to-date information, quarterly
internal audits shall be completed by doing the following:

1) Cross check In-House information to CSAR
2) Generate out-of-compliance reports for further investigation

3) Check inmate status on any prior in-custody or noncompliant registrations and
update CSAR accordingly
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4) Run DMV and/or CIl History and update in both CSAR and In-House
5) Forward reports to Major Crimes Detective Sergeant and assigned 290 Detective
7. Registrant Folder

a. Each Sex/Arson Registrant shall have a hard-copy folder maintained in the Detective
Bureau, alphabetically by registrant’s last name in the active files.

1) A copy of the DOJ SS8047 and SS8102 forms shall be mailed on all initial
registrations to the Department of Justice CSAR Unit in Sacramento, California.

2) Original documents shall be maintained in the registrant file. Updated registration
forms are maintained in the registrant file after entry in CSAR.

3) Flag-Records will be generated for each registrant in Versadex and maintained
as the electronic file. (See attachment for Instructions**not yet created**)

4) Photographs are a part of the registrant file and will be maintained electronically
in both Versadex and CSAR via Cal-Photo.

b. Archived Registrations- All registrants who no longer need to register in our jurisdiction
must be updated in CSAR, Flag Records and the hard-copy file. The file shall be moved
to the archived cabinet in the Detective Bureau. Archived folders are filed numerically
under the flag record number. Files will be archived when the following occurs:

1) Registrant moves out of jurisdiction, other than temporary incarceration in which
case the file will remain active.

2) Registrant is terminated from the registration process pursuant to DOJ
notification in CSAR

a) All caution flags indicating the “Sex or Arson” status shall be removed from
the person’s master name file in Versadex

3) Registrant dies and we have a certified copy of the death certificate. A copy of
the death certificate must be mailed to CA DOJ (916-227-4453).

8. Attachment;

See attachment: Flag Record Instructions.pdf
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Response to Robbery Alarms

423.1 PURPOSE

To maximize officer safety, proper response, and containment practices in robbery alarm calls,
the Detective Bureau has established the following procedures for Detective response to robbery
alarm and robbery-in-progress calls.

423.2 PROCEDURE
A. Detectives may respond to robbery alarm and robbery-in-progress calls when requested by
Patrol or Dispatch, or if they are in the area of the call.

1. Detectives shall notify Communications that they are responding to the call.

2. Detectives shall accept and follow deployment instructions from the primary (handling)
Patrol officer.

B. If Detectives arrive on the scene prior to other officers, they shall assume the most
advantageous tactical position, broadcast their location, and coordinate deployment of additional
units with the primary (handling) Patrol officer.

C. Detectives will not enter the location to determine if a robbery has occurred unless the location
is contained; and either:

1. Phone contact has been made and there is no indication that there is a robbery in progress;
or

2. Phone contact has been attempted and is unsuccessful, and entry into the location has
been specifically authorized by a supervisor on the scene.

a. If the circumstances are such that Detectives on the scene suspect a possibility that
the robbery suspect(s) may be inside the location, under no circumstances shall they
enter the location.

b. It is the policy of the Department to utilize the Special Weapons Team in
circumstances in which a robbery suspect(s) is barricaded inside a location.
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Transportation of Prisoners

424.1 PURPOSE
To maximize officer safety, the following procedures shall apply whenever Detectives transport
persons who are under arrest in vehicles other than caged patrol cars.

424.2 PROCEDURE
A. All arrestees shall be handcuffed, behind their back, while being transported.

B. Arrestees shall be secured in the vehicle by use of the seat belt or shoulder strap (if available).

C. If the arrestee is transported by a Detective alone in the vehicle, the arrestee shall be placed
and secured in the right front seat. No prisoner shall be transported by a single Detective unless
there are seat belts and/or shoulder straps available to restrain the arrestee.

D. Arrestees shall be transported by two Detectives whenever possible. When transported by two
Detectives, the prisoner shall be secured in the right rear set, and one Detective shall be seated
in the left rear seat.

E. Arrestees shall not be left unsecured in vehicles.

F. No unnecessary stops shall be made while transporting arrestees.
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Covert Operations

425.1 PURPOSE
In order to conduct covert investigations in an effective and safe manner, the Detective Bureau

has established the following guidelines, which are to be used whenever a member of the Bureau
or an informant is utilized in an undercover capacity.

425.2 PROCEDURE
A. Authorization

1. No undercover investigation may be initiated without the approval of the Bureau
Commander.

2. Any undercover operation utilizing an informant shall conform to the provisions of the
General Order, concerning Informant Management.

B. Supervision

1. A Bureau supervisor must be present any time a Detective is utilized in an undercover
capacity.

C. Background information

1. Adequate background investigations are to be conducted to identify those suspects from
whom purchases of evidence are to be made. Background checks include:

a. Prior arrests

b. Contact the Department's Criminal Intelligence Detective to determine if the suspect
has any affiliation with known criminal organizations or associates.

c. Outstanding warrants

d. Parole/probation status

e. Registered weapons or history of possession
f. Any tendency toward violence

g. Any known mental disorder

h. Obtain photo if possible

2. Prior to any entry of a residence or other building by an undercover agent, attempts shall
be made to identify all occupants, checking each for criminal background information.

3. Prior to the initiation of a covert operation, an operational plan shall be developed by the
handling Detective and approved by the appropriate supervisor. Refer to Attachment "A".
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a. A copy of the operational plan will be provided to the Detective Bureau Commander,
Watch Commander and Communications by the approving supervisor prior to the
implementation of the operation.

D. Surveillance

1. Both Detective Bureau personnel and informants working in an undercover capacity shall
be supported by surveillance to provide protection of the handling Detective, the informant,
the "buy" funds, and for corroboration of the Detective's testimony.

a. When appropriate, assistance from the Special Operations Unit will be utilized for
surveillance functions.

b. Any deviation from the guideline must have the prior approval of the Bureau
Commander.

E. Body Transmitter

1. Body transmitting equipment should be utilized in any undercover operation in order to
provide for both the safety and protection of the undercover operator as well as providing
corroboration of the activity for court purposes.

2. In an operation where both an informant and a Detective are undercover simultaneously,
the body transmitter should be worn by the Detective.

3. Any exception to the utilization of a body transmitter will require the approval of the Bureau
Commander. Examples of such exceptions include:

a. When the subject of the investigation has been reported to search for weapons or
transmitters.

b. When the subject of the investigation has been reported to operate radio counter-
surveillance devices such as scanning receivers.

4. The body transmitter, being a piece of mechanical equipment, is subject to malfunction.

It is the responsibility of the case Detective to ensure that the equipment is operable prior
to utilization and that other forms of communication (visual and/or audio) are planned and
utilized.

F. Arrests

1. Should an arrest of the suspect(s) take place during the time that a Detective is working
undercover (i.e., buy-bust), the undercover Detective shall not participate in the arrest except
in an emergency situation.

G. Protective Equipment

1. Detectives operating in an undercover capacity shall be armed with a weapon authorized
pursuant to the General Order covering Weapons and Ammunition.
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2. Whenever practicable, Detective personnel are to wear ballistic protection when working
undercover.

H. General Guidelines

1. Whenever practicable, undercover purchases made with City funds will be made by
Detective Bureau personnel. Direct Detective-suspect contact should be the objective of any
undercover operation. When informants are utilized for undercover purposes, every effort
should be made by the informant to introduce a Detective to the suspect.

2. Any female officer or informant used in an undercover capacity should have a photograph
taken on each and every day of the covert operation in order to refute a defense of entrapment
in court.

3. Detectives working undercover shall carry their Police identification card concealed upon
their person.

a. Any exception to this guideline will require the prior approval of the Bureau
Commander.

4. No Detective or informant working undercover shall use any controlled substance or
simulate using or ingesting controlled substances during the undercover operation.

a. This does not restrict Detective Bureau personnel from using a controlled
substance, which has been prescribed by a licensed physician.

I. Debriefing

1. Whenever an informant or Detective participates in an undercover investigation, a
complete debriefing will take place and will include conversations with suspects, descriptions
of suspects and other persons present, location and times that the operator was involved
with the suspects.

J. Attachment:

See attachment: Tactical Operation Plan.pdf
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Warrant Service

426.1 PURPOSE

Itis the policy of the Detective Bureau that the execution of search warrants, arrests, or conducting
parole searches shall be accomplished with the safety of the involved personnel as the prime
consideration.

426.2 PROCEDURE
A. Supervisor

1. No search should be executed on any type of building nor will a "buy#bust" take place
without the presence of a supervisor.

B. Background Information

1. Prior to conducting a search or planned arrest, the case Detective will prepare a file
containing background information concerning the suspects involved and the location to be
entered.

2. Suspect(s) Information
a. Rap sheet
b. Photographs
c. D.M.V. information
d. Reports
e. Information on known associates
f. Vehicle(s)
g. Any other information available
3. Location
a. Description of the location of the premises or area involved.
b. Description of the interior and exterior of the building.
1) Diagram of the structure whenever possible.
c. Number of expected persons on the premises.
1) Background information on occupants (in addition to the primary suspect[s]).
2) Presence of children.
d. Any threats to Officers.
e. Firearms expected to be on the premises Including type, location, etc.

f. Amount and location of any expected contraband.
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g. Dogs at the premises.
h. Suspect's potential actions in the event of a raid.
i. The presence of specialized electronic equipment.
j. Other pertinent data.

C. Operational Plan

1. Prior to the execution of any search or planned arrest, a written Operational Plan should
be developed and approved by the Bureau supervisor.

2. The Operational Plan shall include:
a. Necessary background information on the suspect(s) and location involved.

b. Photographs of the suspect(s) and of any informant(s) or undercover Officer(s)
involved (if not present at the briefing).

c. Diagram of the location involved (interior and exterior).

d. Location of "staging area" or command post to be used prior to the execution of the
raid.

e. Directions to the suspect location and to the "staging area.”
f. Specific assignments of all personnel involved in the raid.
g. Assignment of specialized equipment.

h. Assignment of radio frequency to be used.

i. Copy of appropriate street map for the location, which also depicts route to nearest
medical facility.

3. Personnel assignments

a. A minimum of six (6) Officers, including at least one (1) uniformed Officer, should
comprise a raid team for the purpose of the execution of a building entry.

b. Building entry
1) Entry team
a) One uniformed Officer and a minimum of two Detectives
2) Rear yard
a) Two personnel
3) Side yards and other exits

a) Whenever possible, side yards and other exits from the premises, which
are not readily observable, by the entry team or the rear yard team should
be covered.
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c. Containment and search team

1) A containment team of a minimum of two personnel should be assigned to
contain all occupants of the premises.

2) A search team of a minimum of two Officers should be assigned to conduct
specified searches and to collect and record evidence and/or contraband seized.

3) One Detective or Crime Scene Investigator should be assigned to photograph
(or videotape) the operation.

a) The premises, including any damage done by the entry team prior to
searching

b) The occupants of the premises
c) All evidence and contraband seized

d) Post search photographs

d. Prisoner processing team

D. Equipment

1) The on scene supervisor should facilitate the transportation and booking of any
suspects arrested at the scene.

2) All persons within the premises shall be contained until the premise is secure.
They will then be patted down for weapons and contraband, identified; Street
check completed and run for outstanding warrants.

3) When the interior of the premises is secured, Officers shall notify those personnel
outside.

4) In the event of "shots fired," Officers should contain the premise and call for
assistance.

5) Should an accidental discharge occur, the involved Officer should immediately
apprise those present what occurred and check for injuries.

1. Each member involved in a raid, or search warrant service, shall use the following
equipment:

a. Raid Jacket or authorized uniform

b. Authorized weapon pursuant to the General Order covering Weapons and
Ammunition.

c. Ballistic vest

d. Portable radio

e. Cellular phone
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NOTE - In cases where there is no formal operational plan but Detectives expect to
encounter and arrest suspects; they shall employ the aforementioned equipment.

2. The case Detective should be equipped with a search kit and will be responsible for it being
equipped with plastic cuffs, necessary forms, and camera equipment.

3. Specialized equipment as necessary may be utilized including:
a. Body transmitter(See Bureau Order #424)
b. Shotguns and rifles
c. Specialized investigative equipment (See Bureau Order #601)

d. Specialized entry equipment

E.Notification

1. The Bureau supervisor will notify the on-duty Watch Commander of the pending execution
of a search warrant or planned arrest.

F. Execution of the Search Warrant
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1. The entry team shall comply with 1531 P.C. at the point of entry as well as any closed
interior doors.

2. On occasion, it may be necessary to secure a building prior to the receipt of a search
warrant. In such instances, the structure will be secured and occupants controlled after
which Detective Bureau personnel will vacate the structure to await arrival of the warrant.

Exception -- when occupants are not removed from the premises, a necessary number of
Police personnel will remain with the occupant(s) for security purposes.

3. At no time will Police personnel consume any food or beverage upon any premises, which
is being searched, has been searched, or is about to be searched.

4. Unless approved by the Bureau Commander in advance, non#enforcement personnel
(excluding Crime Scene Investigation) will not be allowed to accompany sworn personnel
during any planned search or arrest activity.
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Out of County Investigations

427.1 PURPOSE
In order to standardize investigative travel, extradition and related overtime expenditures, the
following procedures have been adopted by the Detective Bureau.

427.2 PROCEDURE
A. Routine Travel

1. Any travel outside Ventura County that does not involve an overnight stay, and in which
the total expenses are less than $100 is routine travel and requires only the approval of the
Bureau Commander.

2. Detectives planning routine travel shall coordinate scheduling, vehicle assignment, and
need for a partner with their supervisor, who shall obtain final approval for the travel from
the Detective Commander.

3. Detectives shall, whenever possible, use a City gasoline credit card rather than personal
gasoline credit cards.

4. Detectives engaged in routine travel and who, due to the location and/or nature of
the investigation, must be outside the Simi Valley area during their normal meal break
may purchase a meal and file a request for reimbursement. The amount available for
reimbursement is set by City travel policy, and the request for reimbursement shall be
submitted.

B. Extended Travel

1. Travel involving an overnight stay or expenditures of $100 or greater is extended travel
and requires prior approval of the Chief of Police and the City Manager’s Office.

2. Arrangements and approval for extended travel shall be made by, or coordinated with,
the Professional Standards Bureau after approval by the Detective Commander has been
obtained. Any deviations from this procedure require the specific approval of the Detective
Commander.

C. Extraditions

1. Detectives desiring to perform an extradition shall make this request through their
supervisor. All extraditions require the approval of the Detective Bureau Commander.

2. There should be specific reasons for a Simi Valley Police Department officer to be involved
in an extradition, such as:

a. Need to immediately interview suspect; or
b. Need to search for physical evidence; or

c. Other compelling circumstances.
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3. If the Detective Supervisor and the Detective Commander approve the request, the
Ventura County Sheriff's Department Fugitive Detail shall be contacted to coordinate the
extradition and State reimbursement.

a. Should a conflict develop, it will be referred to the Detective Commander to resolve
with the V.S.0. Detective Commander.

4. Once satisfactory arrangements have been made with V.S.0O., the financial reimbursement
arrangements will be included with the Travel Authorization Request and the extradition travel
will be arranged through the Professional Standards Bureau.

a. The Detective Commander, in conjunction with the Sr. Administrative Officer, shall
make arrangements for any State reimbursement funds to be credited back to the “out-
of-county investigation” fund.

D. Special Travel

1. In those cases in which investigative travel will be paid for by outside sources (such as
W.S.I.N., federal agencies or other sources), the Detective Commander shall coordinate the
planning and travel authorization with the Professional Standards Bureau and Fiscal Services
Unit to ensure proper reimbursement to the Department.

E. Notification to Outside Agencies

1. In all cases in which Detectives anticipate making an arrest, executing a search warrant,
or engaging in other significant enforcement activity in another jurisdiction the Watch
Commander/Supervisor or other appropriate officer of the agency having jurisdiction shall be
notified of the intended action.

2. In cases in which Detectives will be involved in surveillance in another jurisdiction, the
Watch Commander or his designee of the agency having jurisdiction shall be notified unless
such notification is impractical (e.g., moving surveillance passing through a number of
jurisdictions).

3. At the conclusion of the investigation and prior to leaving the outside jurisdiction, the
Handling Officer shall re-contact the Watch Commander or other appropriate officers of the
agency having jurisdiction and apprise him of the outcome of the investigation.

F. Overtime Compensation

1. Detectives conducting out-of-city investigations, and who have met other M.O.A. conditions
for overtime compensation may receive overtime compensation for the following activities:

a. Actual travel time (time en route to airports, aboard aircraft, en route to motels, etc).

b. On-duty investigative time which, in conjunction with actual travel time, exceeds ten
hours in any day.

2. Detectives shall adjust their working hours as much as practical to minimize the overtime
expenditure.
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428 PROCEDURES

Drying Room Clean Up

428.1 PURPOSE
In oder to prevent the cross contamination of evidence the Crime Scene Investigation Unit has

developed these procedures for maintenance and sanitization of the Evidence/Property Storage
Room.

428.2 PROCEDURE
Access to the Evidence Drying Room is by Crime Scene Investigation (CSI) Unit personnel only.

Upon removal of all evidence/property from the Drying Room, the following steps shall be taken
in order to clean and sanitize the room and its equipment:

(@) All butcher paper used and not preserved with evidence shall be discarded.
(b)  Any debris remaining on the floor will be swept up and discarded.

(c) Walls, floors, clothing rods and shelving units will be washed down with a solution
of bleach water (1 tbl spoon of bleach for every 2 cups of water) or SaniZide Pro
disinfectant.

(d) Bleached surfaces should remain wet or soak for 15 minutes. SaniZide disinfectant
should be used as directed.

(e) Any Property lockers which are used to secure contaminated items of property/
evidence should follow this procedure to clean and sanitize prior to reuse.
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Chapter 5 - Patrol Bureau
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500 PROCEDURES

Patrol Bureau

500.1 PURPOSE

The Patrol Bureau of the Simi Valley Police Department exists to serve all members of the
community with respect, fairness, and compassion. The preservation of peace, order and safety;
the protection of life and property and the safeguarding of Constitutional guarantees are of
paramount importance to all members of the Bureau.

500.2 PROCEDURE

A. The Patrol Bureau will seek to promote a secure environment for the citizens of Simi Valley by
providing solutions to community needs, as well as immediate response of uniformed personnel
to emergency situations.

B. The Patrol Bureau fully supports the Mission Statement and Value Statement established for
the department and will use those tenets to serve the community.

Copyright Lexipol, LLC 2019/12/11, All Rights Reserved. Patrol Bureau - 169
Published with permission by Simi Valley Police Department



Procedure Simi Valley Police Department

501 PROCEDURES

Organizational Structure

501.1 PURPOSE

This Bureau Order shall develop and maintain an organizational structure for Patrol, define job
descriptions and responsibilities, and establish standards of accountability for Patrol Bureau
personnel.

501.2 PROCEDURE

A. Patrol Bureau is divided into three sections known as "watches". The Bureau is deployed
according to a 4/10 workday plan, utilizing 10-hour workdays during a 24-hour day with overlapping
hours.

B. Job Descriptions

1. Commander - Under direction of the Deputy Chief, commands the Patrol Watches as a
Patrol Bureau Commander.

a. Duties

1) The Patrol Bureau Commander is responsible for the development of
Patrol Bureau deployment schedules, briefing of officers and supervisors,
appropriate handling of personnel complaints, personnel evaluations, discipline,
provide for special emergencies, emergency press releases, and miscellaneous
administrative duties as assigned by the Deputy Chief.

2. Sergeant - Under direction of the Patrol Bureau Commanders, commands the assigned
Watch as a Watch Supervisor or Field Sergeant and supervises assigned field personnel.

a. Duties

1) The Watch Supervisors are responsible for the day-to-day operation of their
assigned Patrol Watches. They must ensure sufficient staffing, proper training,
schedule roll call training, prompt response to calls for service, contacts of
any nature with the public, proper reporting, appropriate handling of personnel
complaints, correct gathering of evidence, prevention of abuse of equipment,
briefing of officers, personnel evaluations, provide for special emergencies,
emergency press information and compliance with proper radio procedures.

2) Participates in roll call briefing, training, patrol assignments, and inspection of
the Watch.

3) Supervises, trains, inspects and evaluates the performance of assigned
personnel and personnel under their immediate command, through the use of
written documentation.

4) Takes immediate field command of tactical or unusual occurrences.
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3. Senior Police Officer - A sworn officer who, under supervision, is charged with the
responsibilities to perform front-line law enforcement duties; to protect life and property in
accordance with all applicable laws and ordinances; to provide field training for entry-level
and lateral-entry officers; to carry out special assignments as necessary and to do related
work as required.

a. Duties

1) Assigned to motorized or foot patrol; answers calls for service from the
public; make arrests and issues citations for violations of laws and/or ordinances;
investigate misdemeanors and felonies; secure and preserve crime scenes and
evidence;enforces traffic laws; mediates civil disputes and make appropriate
referrals; conducts interviews with victims, witnesses and suspects, prepare
cases for prosecution; testify in court; escort and transport prisoners; prepare
and complete comprehensive reports; render first aid to the injured; train and
evaluate entry-level and lateral-entry police officers; and participate in programs of
community relations and public information.

4. Police Officer - A sworn officer who, under supervision, is charged with the responsibilities
to perform front line law enforcement duties; to protect life and property in accordance with
all applicable laws and ordinances; to carry our special assignments as necessary and to do
related work as required.

a. Duties

1) Assigned to motorized or foot patrol; answers calls for service from the
public; make arrests and issue citations for violations of laws and/or ordinances;
investigate misdemeanor and felonies; secure and preserve crime scenes and
evidence; enforce traffic laws; mediate civil disputes and make appropriate
referrals; conduct interviews with victims; withesses, and suspects; prepare cases
for prosecution; testify in court; escort and transport prisoners; prepare and
complete comprehensive reports; render first aid to the injured and participate in
program of community relations and pubic information.
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502 PROCEDURES

Watch Guidelines

502.1 PURPOSE
The Patrol Bureau establishes Watch guidelines, which in conjunction with the Simi Valley Police
Department Policy Manual, will be adhered to by all personnel working in the Patrol assignment.

502.2 PROCEDURE
A. Emphasis is placed upon the following:

1. Officer safety
2. Driving habits are to be courteous, safe and within the confines of State and local laws.
3. Job Performance by officers will be evaluated with emphasis on the following:

a. Attitude with both citizens and fellow employees.

b. Officer initiated activity, such as arrests, citations, and street checks.

c. Problem solving, initiative to handle special projects, and willingness to assist others
in field and administrative duties.

4. Patrol officers are also responsible for traffic enforcement.

a. Traffic enforcement includes issuing a citation when appropriate, a warning card or a
citizen contact through the use of a traffic enforcement stop.

B. On duty Patrol personnel shall not leave the City without prior supervisor approval.

C. A supervisor's assistance will be requested in all questionable or unusual situations. In addition,
a supervisor will be notified if the following occurs:

1. Contact is made with any member of the City Council or City Manager's Officer (including
their respective families), or ranking members of other law enforcement agencies.

2. When police action is required that involves relatives or friends of the assigned officer. The
supervisor will then re-assign the call for service to another officer whenever feasible.

3. An officer uses force that by policy is defined as significant force.

D. All briefings will begin on time barring an emergency. All personnel will be on time, appropriately
dressed and equipped, and prepared to start their assigned shift.

E. Officers will notify Dispatch via the radio before coming to the station (10-81) for report writing,
case follow-up, equipment exchange, etc. the exception allowed will be that officers may come to
the station (unless otherwise advised ten (10) minutes prior to the end of the watch.

F. All arrests will be reviewed with a supervisor prior to disposition. Subsequent reports are
to reflect the identity of the supervisor who authorized the specific arrestee's disposition (e.qg.,
booking, 849b PC, counseled and released, etc.).
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G. At the end of the Patrol officer's or sergeant's shift, that officer/sergeant will ensure that the
vehicle they used is filled with fuel, cleaned of trash, and otherwise ready for the oncoming shift.

1. The shotgun and rifle shall be removed from the vehicle at the end of each shift. The
shotgun and rifle will then be unloaded and placed in the armory.
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503 PROCEDURES

Supervisory Responsibilities

503.1 PURPOSE

In addition to the following established procedures, it is the responsibility of those assigned as
Watch Commander, Watch Supervisor, or Field Supervisor to perform specified functions during
the course of any shift.

503.2 PROCEDURE
A. Watch Commander/Supervisor

1. Effectively manage all station and field activities, to include the following:
a. Monitor the status of calls-for-service

b. Controlling and if necessary, assuming on-scene command of major events and/or
emergency situations until relieved.

2. Provide appropriate supervision for all on-duty personnel.

3. Provide functional supervision to the Communications Center in the absence of the
Communications Manager or a Senior Police Dispatcher.

4. Review and approve reports; carefully evaluating them to ensure that all reports are:
a. Complete and accurate
b. Grammatically proper and all words spelled correctly
c. Contain the necessary elements to support the offense and/or arrest
d. Police action conforms to applicable law and department procedure
e. Force used by police is properly documented
f. Ensure all reports not approved to be held have been reviewed/approved
5. Complete case status/disposition information on all applicable reports.

6. Ensure that department policy regarding the Temporary Holding Facility (THF) and
the segregation and detention of juveniles and female is followed; ensure reports reflect
circumstances surrounding placement of any prisoner in the THF.

7. Inspect the THF, including the Juvenile Detention Cells in Report Writing, within the first
hour of assuming command as the Watch Commander/Supervisor. Review entries in the Jalil
Log and Juvenile Detention Log, and conduct regular jail inspections during the Watch, while
prisoners are in custody and in accordance with State law.

8. Review Watch timesheets at the end of the pay period and ensure proper completion and
approval.

9. Inspect the station, evaluate appearance and security.
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10. Complete required logs (i.e., Daily Watch Report, Watch Commander's Log, etc.)
11. Control use of the extra keys stored in the key cabinets in the Watch Commander's Office
12. Ensure appropriate roll-call training is provided.

13. Incidents of injury to a department member that come to the attention fo the on-duty
Watch Commander/Supervisor shall be documented on the required City and State forms.
The on-duty Watch Commander/Supervisor shall ensure that these forms are completed as
soon as is practical. In all cases, the forms must be submitted to the City Risk Manager
through established department channels, within 24 hours. or at the beginning of the next
business day if the injury is reported on a weekend. In cases of serious injury, notification to
the Deputy Chief shall be made immediately.

14. Respond to public requests for the Watch Commander/Supervisor.

15. Ensure that the oncoming shift is staffed in accordance with established Watch
minimums.

16. Recognize individual performance; initiate documentation.

B. Field Supervisor
1. The Field Supervisor is under the direction of the Watch Commander/Supervisor.
2. Conduct briefing.
3. Respond to calls and officer-initiated activities and provide assistance as needed.
4. Evaluate daily performance of officers assigned to the Watch.

5. Take immediate command of tactical or unusual field situations; managing/requesting
resources as necessary.

6. Monitor individual performance; initiate appropriate documentation,
7. Evaluate arrests and determine the most appropriate disposition.
8. Review and approve reports in the Mobile Report Entry system.

9. Complete case status/disposition information on crime reports and assign necessary
follow-up investigation.

10. Discuss/review significant or unusual occurrences with the Watch Supervisor; record
information in the Watch Commander's Log when necessary.

11. The calls for service to which a Field Supervisor should respond include, but are not
limited to:

a. Death investigations
b. Felonies in progress

c. Robbery alarms

Copyright Lexipol, LLC 2019/12/11, All Rights Reserved. Supervisory Responsibi”ties -175
Published with permission by Simi Valley Police Department



Simi Valley Police Department
PROCEDURES

Supervisory Responsibilities

d. Scout alarms

e, Critical missing adults or juveniles

f. Suicides

g. Barricaded suspects or hostage situations

h. All requests for Code 3 assistance

i. Bomb threats

J. All instances when it is known that significant force has been used
k. Major disturbances

I. Second responses to disturbing parties

m. Family disturbances involving weapons

n. Officer-involved traffic collisions

0. Hazardous materials calls

p. Calls involving law enforcement personnel

g. Termination of any pursuit (vehicular or foot)

r. Any K9 deployment that results in a anyone being bitten

s. Major traffic collisions (in the absence of an on-duty and available Traffic Bureau
Supervisor)

12. Perform additional functions as required or directed
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504 PROCEDURES

Scheduling

504.1 PURPOSE
The Patrol Bureau is committed to maintaining standards and procedures for scheduling officers
and supervisors assigned to the Bureau.

504.2 PROCEDURE

A. The Patrol Bureau Commander(s) shall be responsible to develop the upcoming deployment
period Patrol and Traffic schedule. The schedules shall be maintained online in the G;\Shared
\Operations_Roster.

B. Absent last minute vacancies, each Watch Commander/Supervisor shall be responsible for
ensuring that their Watch maintains minimum staffing levels. In the event of last minute vacancies,
the on-duty Watch Commander/Supervisor shall be responsible for ensuring minimum deployment
for the following Watch.

C. When the Watch Commander/Supervisor grants Annual Leave (A/L) or Shift Exchange
requests that are for less than 30 days in the future, the Watch Commander/Supervisor shall:

1. Approve or deny the request in accordance the current Police Officers Association
Memorandum of Understanding (MOU), department policy, past practices and personnel
rules and regulations.

2. If approved, the Watch Commander/Supervisor will enter the necessary adjustment onto
the Daily Watch Schedule(s) in the G:\Shared folder, noting the leave approval date and the
initials and ID number of the approving Sergeant or Commander.

3. When making changes on the Daily Watch Report the Watch Commander/Supervisor
will ensure the minimum deployment standards are met on all affected Watches. Should
the staff levels fall below miniums, the Watch Commander/Supervisor shall post overtime in
accordance with the MOU and department policy.

a. The approving Watch Commander/Supervisor will ensure minimum staffing levels are
met and if necessary post the required overtime.

b. Annual Leave and Shift Exchange request(s) will be accepted for any date in the
future. However, if a Patrol/Traffic Bureau schedule has not yet been determined for
the date in question, approval of the request(s) may be delayed until such schedule is
finalized.

D. Employees will submit vacation requests as early as possible at the beginning of each
four-month deployment period to the Patrol Commander(s). Annual Leave will be granted in
accordance with the existing MOU and department policy.

E. Union Release requests shall be submitted to Administration for approval. The Daily Watch
Schedule shall be adjusted accordingly.
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F. Training notifications from the Professional Standards Bureau will be routed to the concerned
Watch Commander/Supervisor who will then be responsible for arranging adequate coverage and
making necessary changes to the affected schedule.

G. Other special requests for absence shall be routed to the employee's Bureau Manager for
approval. If approved, the Daily Watch Schedule shall be adjusted accordingly.

H. In the event that a shift change scheduling conflict arises where an employee's work hours
overlap (i.e. ending on Watch Il or lll and beginning Watch | the next day), the employee has the
following options in order to ensure that the required amount of regular hours are worked during
the pay period:

1. Utilize Annual Leave
2. Adjust working hours on the affected day
3. Adjust days off during the affected week

I. Annual Leave requests may not be approved within 48 hours of the start of the requested time
off, regardless of staffing levels, unless the member can show an emergency situation exists.
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505 PROCEDURES

Roll Call Training

505.1 PURPOSE
The Patrol Bureau is committed to providing relevant training to all its members on a daily basis,
during Patrol Briefing. Those Department and City Policies of most significance shall be presented
on a regular basis.

505.2 PROCEDURE
A. Roll Call Training (RCT) for the Patrol Bureau will encompass the following types of training:

1. In-service training which is developed to meet the specific needs of the Patrol Bureau
members.

2. Defensive tactics training.
3. The following topics shall be presented in RCT once each Deployment Period:
a. Use of Force, Policy 300
b. Vehicle Pursuits, Policy 307
c. Domestic Violence, Policy 310
d. Search & Seizure, Policy 311
e. Harassment, City Policy 33
f. Email/Voice Mail, Policy 203
g. Missing Persons, Policy 316
h. Rapid Response & Deployment, Policy 412
i. Foot Pursuits, Policy 425

B. Under the supervision of the Patrol Commander(s), one Sergeant shall be designated as
the Patrol Bureau Training Coordinator and will be responsible for the development of Roll Call
Training content and schedules.

1. The Patrol Bureau Training Coordinator shall develop a Roll Call Training Schedule for the
Patrol Bureau which will encompass the training delineated in Section A, B, 3 of this Bureau
Order, as well as other topics of relevance for Patrol.

2. The Roll Call Training Schedule will cover each of the four-month Deployment Period.

3. Each topic presented at Roll Call Training should be separated by a three-day period to
assure that all Watch personnel receive the training.

C. If the training delineated in Section A, B, 3 of this Bureau Order is preempted for any reason,
every effort should be made to make up the training topic on a future date.

Copyright Lexipol, LLC 2019/12/11, All Rights Reserved. Roll Call Training - 179
Published with permission by Simi Valley Police Department



Simi Valley Police Department
PROCEDURES

Roll Call Training

Copyright Lexipol, LLC 2019/12/11, All Rights Reserved. Roll Call Training - 180
Published with permission by Simi Valley Police Department



Procedure Simi Valley Police Department

506 PROCEDURES

Probationary Officer Supervision & Deployment

506.1 PURPOSE

The Patrol Bureau will provide specialized supervision of officers who have completed the Field
Training Program, but who are still on a p probationary status. These probationary officers shall
be assigned those work hours that will most benefit their professional development and allow the
department to best evaluate their development.

506.2 PROCEDURE
A. Patrol Commander(s) Responsibility

1. When an officer has completed the Field Training Program and is transferred to a Patrol
Watch, the Patrol Commander(s) will consult with the Field Training Program supervision
to determine any area of performance that may require additional supervision, training,
remediation, or direction.

2. The Patrol Commander(s) shall assign a Watch Field Supervisor to assume responsibility
for providing intensified and specialized supervision.

3. The Patrol Commander(s), in cooperation with the Field Training Program Supervisor(s),
shall be responsible for developing and implementing appropriate training or other
remediation to correct any deficiencies in the probationary officer's performance that come
to their attention.

4. The Watch Commander/Supervisor shall ensure that all reports completed by the
probationary officer are brought to the attention of the assigned Field Supervisor.

5. The Watch Commander/Supervisor shall ensure that all necessary documentation is
completed by the assigned Field Supervisor and forwarded to the Deputy Chief.

B. Field Supervisor Responsibility

1. The assigned Field Supervisor shall closely monitor all facets of the probationary officer's
performance. Special emphasis shall be directed to areas specified by the Patrol Commander
and/or the Field Training Program supervision.

2. The Field Supervisor will be responsible for identifying any deficiencies in the probationary
officer's performance and for bringing these deficiencies to the attention of the Patrol
Commander(s) and/or the Field Training Program Commander.

C. Assignment of Probationary Officers

1. When an officer completes the Field Training Program, that officer will be assigned to both
Watch Il and Watch Il for the duration of the probationary period. This requirement may be
waived at the direction of the Deputy Chief.

2. Upon successful completion of the probationary period the officer will be eligible to sign
up for shift preferences in accordance with the current MOU and department policy.
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507 PROCEDURES

Mandatory Overtime

507.1 PURPOSE

The Patrol Bureau shall maintain established minimum personnel deployment standards. When
vacancies occur that bring staffing levels below these minimum standards and the vacancies are
not filled voluntarily, the Patrol Bureau shall assign Patrol or Traffic Officers and Sergeants to
these mandatory overtime assignments in a fair and pre-established manner.

507.2 PROCEDURE

A. The Patrol Bureau Commander(s) shall maintain a listing of all of the Patrol, Traffic Officers and
Sergeants assigned to each Watch for each Deployment Period. This listing will be by seniority
and will show the dates that each officer or sergeant was ordered to be held over or ordered in
early to cover a mandatory vacancy.

B. Mandatory overtime will be assigned on the basis of lowest to highest department seniority of
the officers and time in rank seniority for sergeants on the Watch. Overtime assignments may be
for filling Patrol or Traffic vacancies. Once an officer or sergeant is ordered to fill a mandatory
overtime vacancy, the officer or sergeant shall not be liable for covering another mandatory
overtime assignment until all other officers or sergeants on that Watch working on the day in
guestion have filled such an assignment.

1. All Patrol Officers, Traffic Officers, and Sergeants on a particular Watch are liable for filling
mandatory overtime irrespective of the exact starting times of their work shift on that Watch.

2. The Watch Commander/Supervisor may exercise discretion and at the request of the
number one person on the list may exempt him or her for good cause. Anyone passed over
will remain at the top of the list until their obligation has been met.

C. Officers and sergeants working extended shifts on mandatory overtime will not be required
to work in excess of sixteen (16) consecutive hours. This guideline may be waived upon mutual
consent of the involved officer or sergeant and the Watch Commander/Supervisor.
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508 PROCEDURES

Issuing of Specialized Equipment

508.1 PURPOSE
The Patrol Bureau shall establish procedures for the issuing of specialized equipment used by
officers assigned to uniformed patrol duties.

508.2 PROCEDURE

A. All specialized equipment obtained for use in the field shall be signed out by the member on
the Equipment Sign-Out Sheet located in the Patrol Armory or the Equipment Storage room. The
return of this equipment shall also be logged by the member on the appropriate form. If any piece
of equipment is signed out for longer than a member's particular shift, the equipment should be
logged out on the Long-Term Sign-Out sheet.

1. Replacement Duty Weapon

a. When an officer's duty weapon is unserviceable or unavailable for any reason, the
Watch Commander/Supervisor may issue a temporary replacement from the lockbox
located in the Watch Commander's Office.

b. If an armory weapon is issued to an officer, the Watch Commander/Supervisor will
send a memorandum to the Professional Standards and Auxiliary Services Bureau
Commanders explaining to whom the weapon was issued, the reason for the issuance,
and the location and status of the officer's original weapon.

2. Preliminary Alcohol Screening (PAS) Devices may be signed out to those personnel who
have been properly trained and certified in its use.

3. AR-15 rifles are available in the Patrol Armory and available for field use. Only officers
who are current in their departmental training and qualification may deploy this weapon. If
the weapon is put into service, the officer will make a notation on the MDT under capabilities
so Field supervision will know which officers are equipped with the rifle. While the rifle is in
the field and not deployed, it will remain loaded and secured in the Patrol vehicle.

4. Should other specialized equipment be issued to a Patrol Bureau officer, it must be properly
logged out and logged in upon return.
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509 PROCEDURES

Required Equipment

509.1 PURPOSE
Personnel assigned to the Patrol Bureau are required to have available to them certain issued
equipment while on patrol.

509.2 PROCEDURE

A. While engaged in uniformed duties, members will wear the appropriate uniform and adhere
to the grooming standards outlined in Personal Appearance Standards, Policy 1020 and Uniform
Regulations, Policy 1021, which will include the following items:

1. Appropriate Uniform and footwear
2. Breast Badge
3. Nameplate
4. Weapon and Gun Belt
a. Duty Handgun
1) At least three fully loaded magazines, one in the handgun and two as spares.
b. Handcuffs and Handcuff Key
c. Gun Belt Accessories
1.)Holster
2) Magazine Pouch
3) Handcuff Case
4) Key Strap
5) Portable Radio Holder
6) Baton Holder/Ring
7) Chemical Agent Holder
8) Taser with Holster
d. Trouser Belt

B. In addition to the items described in Section A, the following will be carried by those members
engaged in uniformed field duties:

1. Department Identification Card
2. Valid California Driver's License

3. Ballistic Vest (refer to Body Armor, Policy 345)
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4. Helmet with Face Shield
5. Flashlight
6. Baton
7. Keys
a. Shotgun Key
b. Signal Box Key
c. Knox Box Key
8. Portable Radio
9. Utility Bag or Holder
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510 PROCEDURES

General Inspections

510.1 PURPOSE
The Patrol Bureau will conduct periodic inspections of all uniformed personnel and equipment to
ensure compliance with applicable department policy and procedures.

510.2 PROCEDURE
A. The Watch Commander/Supervisor of each shift is required to conduct periodic inspections of
all personnel assigned to the Watch.

B. Inspection will be conducted daily, in conjunction with Briefing whenever possible.
C. Each inspection shall cover some aspect of personal appearance or equipment, to include:
1. Uniform Appearance
2. Weapons -Duty
a. To be inspected by a supervisor or Range staff member on a weekly basis

b. The inspection will be conducted in compliance with all established safety
requirements and department procedures.

3. Ammunition
4. Haircuts and Grooming Standards
5. Required Identification
a. Valid California Driver's License
b. Department Identification Card
6. Safety Equipment
a. Chemical Agent
b. Taser & Spark Test
c. Baton
d. Helmet with Face Shield
e. Ballistic Vest
f. Handcuffs
7. Footwear
8. Marked Unit
a. General Appearance

b. Specialized Equipment
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1) First Aid Kit

2) Automatic External Defibrillator (AED)
3) Flares/Traffic Cones

4) Fire Extinguisher

5) Disposable Blanket

6) Police Barricade Tape

D. The results of the inspection will be recorded on the Daily Watch Schedule for each shift.
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51 1 PROCEDURES

Equipment Audits

511.1 PURPOSE
All equipment assigned for use by the Patrol Bureau shall be inventoried on a daily basis to ensure
its location.

511.2 PROCEDURE

A. The Watch Commander/Supervisor assigned to Watch | is responsible for ensuring all
equipment assigned to the Patrol Bureau and stored in the Patrol Armory or Equipment Room is
audited on a daily basis. This audit includes portable radios, Preliminary Alcohol Screening (PAS)
devices, night vision equipment, and substitute duty weapon.

1. At the earliest opportunity during Watch I, after all Watch 11l personnel have turned in their
equipment, the Watch Commander/Supervisor shall conduct an inventory of all equipment
assigned to the Patrol Bureau and stored either in the Armory or Equipment Room.

2. Results of that inventory will be noted on the appropriate log sheet.

3. If any equipment is found to be missing,in need of repair, or unserviceable, a notation will
be made on the Watch Commander's Daily Log. A copy of the Log with the noted discrepancy
shall be forwarded to the Professional Standards Bureau Commander.

B. The Watch Commander/Supervisor assigned to Watch | is responsible for ensuring all shotguns
and AR 15 rifles assigned to the Patrol Bureau are audited on a weekly basis.

1. The results of that inventory will be recorded on the Weekly Firearms Audit form ( See
attachment: Weekly Firearm Audit MASTER.pdf ). The completed form will be forwarded to
the Deputy Chief and the Professional Standards Bureau Commander.
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512 PROCEDURES

Equipment for Supervisor Vehicle

512.1 PURPOSE

The Patrol Bureau has designated vehicles for the specific use of Field Supervisors. Recognizing
that Field Supervisors must have certain equipment at their disposal to ensure the effective
handling of field situations, this order identifies that equipment.

512.2 PROCEDURE

A. In addition to the basic equipment germane to all marked police vehicles as detailed in Patrol
Bureau Order 510, Section C,8,b,Patrol Supervisor vehicles will be equipped with the following
items:

1. Hand-Held Loud Speaker
. Barricade Tape
. Rubber Gloves

. Handi-Wipes/Anti Bacterial Lotion

2

3

4

5. Penal & Vehicle Code
6. Binoculars

7. Animal Snare

8. Hazardous Materials Manual

9. Hazardous Materials Kit

10 Extra Ammunition

11. Bolt Cutters

12. Jumper Cables

13. Evidence Collection Envelopes
14. SAGE

15 Hobble

16. Spit Mask

17. Window Punch Tool

18. Slim Jim

19. Pry/Extrication Tool

20. Command Board
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B. To ensure that each of the Patrol Supervisor vehicle equipped as described above and that
replacement occurs when necessary, a weekly equipment audit will be conducted. It will be the
responsibility of the least senior sergeant assigned to Watch Il to conduct said audit.
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513 PROCEDURES

School Resource Officer

513.1 PURPOSE
The Patrol Bureau will deploy officers specifically tasked with handling calls for service and other
associated duties on the campuses of schools in the Simi Valley Unified School District.

513.2 PROCEDURE

A. Officers assigned to the School Resource Officer (SRO) Program are expected to adhere to the
highest professional standards of contemporary law enforcement. The responsibilities of officers
assigned to the SRO Program are complex and varied. The following list, although not all inclusive,
contains specific responsibilities of the officers assigned to this program:

1. Handle calls for service on school grounds

2. Preliminary investigation of criminal activity on school grounds
3. Counsel at-risk students

4. Provide classroom instruction

5. Act as a liaison to school administrators

6. Other duties as assigned

B. For purposes of facilitating SRO assignments, an SRO will be assigned to specific schools,
but will cover any vacancies of other SRO's. If an SRO initiates an incident on school grounds,
they must contact the Communications Center and receive a GO/Incident Number. Each SRO is
responsible for carrying a department cellular phone during work hours.
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514 PROCEDURES

Criminal Investigation

514.1 PURPOSE

This Bureau Order will serve to establish guidelines for Patrol Bureau personnel in documentation,
review and follow-up investigation of criminal activity and the proper monitoring and supervision
of this process to ensure a timely and appropriate resolution of each investigation.

514.2 PROCEDURE
A. Investigative Responsibility

1. Patrol officers are responsible for the entire investigation of misdemeanor crimes with
certain exceptions relating to sex crimes.

2. Patrol officers are responsible for the investigation of non-criminal deaths.

3. Felony crimes should generally be referred to the Detective Bureau unless the handling
Patrol officer elects, with supervisory approval, to handle the investigation.

4. Detectives are responsible for the follow-up investigation of misdemeanor sex crimes or
other unusual or complicated cases beyond the expertise of available Patrol personnel.

B. Case Screening

1. Case screening is a process by which reports are reviewed by a supervisor to determine the
probability of solution, given a reasonable investigative effort. Certain factors and conditions
have been identified which, if present, are likely to yield important information. The reviewing
supervisor should consider the existence of one or more of these factors when deciding
whether or not to assign a case for follow-up investigation.

2. Other factors that may be considered by the reviewing supervisor include:
a. Seriousness of the crime
b. Political impact
3. Community reaction
4. Crime trends
C. Supervisor Responsibilities

1. Field sergeants are responsible for the supervision of preliminary investigation conducted
by patrol officers. They shall ensure that preliminary investigations are complete and thorough
as specified in this Bureau Order. They shall provide advice, technical assistance, and
expertise when requested or necessary. They shall ensure that the provisions of Report
Preparation, Policy 322 are followed.
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2. Specific Patrol Supervisor(s) will be selected for Patrol case screening, assigning of cases
to Patrol officers for follow-up and managing criminal investigations assigned to Patrol officers
and ensure that assigned investigations are either suspended or closed in an appropriate
time period. They are responsible for determining whether a particular case will undergo
further investigation and who has responsibility for the follow-up investigation. This will be
done through the Versadex Case Management queue.

a. If a follow-up investigation is, by policy, the responsibility of the Detective Bureau, the
case will automatically be routed to the respective Detective Bureau Supervisor.

b. If a follow-up investigation is to be conducted by a Patrol officer, the assigned Patrol
Supervisor(s) shall monitor the case in the Versadex Case Management "HPAT" queue.
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515 PROCEDURES

Death Investigation Checklist

515.1 PURPOSE
The Patrol Bureau shall handle every death investigation as a potential homicide until it is
determined to be otherwise.

515.2 PROCEDURE
A. Homicide Preliminary Investigative Responsibilities:

1. Preserve life
2. Arrest suspect
3. Protect scene

B. Handle every dead body call as a potential homicide until it is determined to be otherwise.
Officers should proceed through the checklist below until the death is determined to be accidental,
suicide, or a death due to natural causes (see first Note).

ACTIVITY
1. INITIAL CALL

[ ] Record exact time R/C received and type
of call broadcast.

2. ARRIVAL AT SCENE

[ ] Record exact time of arrival
[ ] If ambulance crew is not present, determine if possibility of life exists.

[ ] If safety conditions allow, enter the immediate crime scene area to view victim
(preferably one officer — use one path).

3. ACTIVITY

[ 1 If any possibility of life exists, apply appropriate rescue and first aid techniques and
summon ambulance to scene.

[ ] Record any alterations to the crime scene that were necessary (e.g. lights, body
moved — if entry into the crime scene is necessary to ascertain victim’s condition).

[] Protect the crime scene. Cordon off all surrounding vulnerable areas.
Note: If accidental or suicide, refer to Section #10. If natural death, refer to Section #11.

[ 1 If victim is removed from scene by ambulance crew, ensure that one officer
accompanies victim to hospital. If death is imminent, attempt to elicit audio recorded
dying declaration.
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[ ]1f victim’s clothing or personal property is removed at the hospital, the accompanying
officer shall maintain control of property/clothing and book into evidence.

[ 1 Record names, addresses, DOB, and telephone numbers of all persons at the crime
scene, remove them from immediate area and maintain control.

[ ] If Fire Department or ambulance crew is present record names

[ ] Determine if ambulance crew or any other person moved the body or any items within
the crime scene. If any alterations were made, record:

[1 What alteration(s) were made, photograph or video record scene as soon as practical.
[ 1 When made and by whom.

[ ] Purpose for making alteration(s)

[ ] Responsible party

[1 Initiate and maintain a personnel log, recording names and I.D., number of personnel
at scene, time arrived and departed.

[]11f R/P is present, obtain valid identification, record identity, and knowledge of crime.

[11f suspect has just fled the crime scene prior to officer’s arrival, initiate crime broadcast
if information is available.

[ ] Supplemental broadcast as necessary.

4. PRELIMINARY INVESTIGATION

[ ] Witness: Isolate, separate, do not permit contact with any suspect. Obtain valid I.D.,
complete F.I.

[ ] Examine entire crime scene area (preferably one officer). Conduct visual examination
only. Use one route; CAUTION: DO NOT STEP ON EVIDENCE.

[ ] Do not touch area or surfaces where possibility of evidence exists. (If available, wear
gloves.)

[ 1 Do not smoke inside crime scene areas.
[ 1 Do not flush toilets or run water in sinks/tubs.

[ ] Record any alterations necessarily made at crime scene; (e.g. unlocking doors,
opening windows, turning lights on, etc.) during your investigation.

[ ] Depart from immediate crime scene using one route (preferably the same as entry).
[ ] Secure and protect the crime scene pending the arrival of detectives.

Attention: Searches of an emergency nature to locate suspect(s) or additional victims
can be made; however, crime scene searches for evidence shall be made by detectives
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in full compliance with the provisions of the Mincey Decision, requiring either consent
or a search warrant.

5. NOTIFICATIONS

[ 1 Make notifications by telephone, if possible (Do not use telephones located inside
crime scene.)

[ ] Record time of notification and person notified

[ ] Contact W/C. Apprise of situation:

[ 1 Request a supervisor

[ ] Provide a call-back telephone number where you can be contacted

[ ] Contact detectives and be guided by their advice. (Where detectives are not on duty,
request W/C to request detectives)

Note: If death is an apparent “CRIB DEATH?”, notify Detectives.
6. EXPANSION OF CRIME SCENE CONTROL

[ ] The primary officer assigned the call shall ensure that no one enters the crime scene
(includes other officers and news media).

[ 1 Make no statements to news media; refer to Detectives or Press Information Officer.
[ 1 Do not direct comments regarding incident to spectators, etc.

7. EXCEPTIONS: Doctors and Fire Department, ambulance crews will be permitted entry,
if necessary, to protect life. Clergymen may be allowed to approach dying persons or dead
bodies. Record names of persons allowed to enter.

Note: Persons allowed to enter crime scene shall be accompanied by an officer and
cautioned regarding contamination or alteration of evidence.

[ ] Determine scope of general crime scene; (e.g. outside terrain, garages, yards).
[ ] Establish a perimeter, secure and protect general crime scene.
[ ] Request additional units, if necessary, and assign to specific security locations.

[ ] Request barrier tape, barricades, or other equipment necessary to protect scene and
control spectators

8. ASSISTANCE TO DETECTIVES

[ ] Standby for Detectives
[ ] Continue to protect the crime scene until relieved by Detectives
[ ] Assist Detectives as directed by them

[ ] Submit personnel list to Detectives.
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[]1f so requested, submit report containing all information obtained by the officer during
the preliminary investigation.

9. SUSPECT IN CUSTODY

[ ] Determine if suspect is armed. Search for weapons.

Note: If a weapon is recovered, record description and location recovered. Maintain
custody of weapon and be guided by Detective’s instruction regarding booking.

[ 1 Do not attempt to unload weapons or change position of evidence; maintain control.
[ ] Handcuff suspect

[ ]1f suspect is arrested outside of crime scene, do not return suspect to crime scene. If
suspect is apprehended inside, immediately remove from the crime scene.

[ 1 Note and preserve evidence found on suspect (e.g. blood, debris) and advise
Detectives.

[ ] Do not permit suspect to wash hands or use toilet to avoid contamination of evidence
on his person.

[ ] Do not permit any communication between suspect and other parties.
[ 1 Do not initiate interrogation with suspect
[ 1 Do not Mirandize, but carefully record all spontaneous statements.

[ ] Observe and record behavior of suspect (e.g., sweating, nervous, emotional, erratic
actions, or lack of unusual behavior).

[ ] Transport to station if directed by Detectives or situation warrants.

10. SUICIDE AND ACCIDENT

[] If death appears to be suicidal or accidental, handle as summarized below:

[ 1 Secure the immediate scene. Preserve all evidence (e.g., weapons, pills, ropes, vials,
notes, etc.) in their original locations.

[ ] Request a supervisor at the scene.
[] Interview all persons present and all available withesses.

[] If ambulance or Fire Department personnel were present, identify and document their
activities.

[ ] Contact Detectives and discuss findings. If patrol officer, supervisor, and Detective
concur on suicide, notify Medical Examiner’s Office.

[ ] Photograph the scene; particular attention to body, injuries, any physical evidence
and object, weapon, or condition that potentially caused death.

[ ] Disposition of body is pursuant to Medical Examiner.
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[ ] If the death is the result of an industrial accident, the handling officer will notify Cal/
OSHA Division of Industrial Safety (805 654-4571) as soon as possible (Labor Code
8§ 6409).

[ 1 Any evidence will, at request of the Medical Examiner representative, be released to
that representative at the scene, and the disposition of the

evidence noted in the reports. Other evidence will be booked at S.V.P.D.
[ ] Document the incident. Report to include:
1. Identity of R/P or how death was discovered.
2. ldentity of all witnesses/ persons present.
3. Description and condition of scene, photograph scene and subject.

4. Officer's observations of body, evidence, manner of death, notes, physical
evidence, etc.

5. Identity of ambulance, fire, and other officials present.
6. Identity of Coroner’s representative present or contacted.
7. Disposition of body (location and by whom).

11. NATURAL DEATHS

[ ] Determine history of iliness and if doctor has been in attendance within ten days.

[11f doctor has been in attendance within ten days and is willing to sign death certificate,
no further notification is necessary.

[]If doctor signs death certificate and responsible person is present at scene, no further
police action (except report) is necessary.

[ ] If there is no doctor to sign death certificate (or doctor will not sign), notify Medical
Examiner’s Office for disposition directions.

[ ] If there is no responsible person to assume control of premises, notify the Medical
Examiner’s Office.

[ ] Document death, photograph scene and subject.
Report to include:
1. Identity of R/P or how death was discovered.
2. Medical history and opinion as to cause of death.
3. Identity of doctor signing death certificate, or who last saw victim.
4. ldentity of person assuming control of premises.

5. Identity of Medical Examiner's representative.
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Cross Reference: Police 329, Death Investigation and Policy 322.2.3, Report Preparation, Death
Cases
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516 PROCEDURES

Reports and Logs

516.1 PURPOSE

The Patrol Bureau will provide a log to record significant events or informational items in order to
keep Administration and other specific personnel informed. The Watch Commander Log is also
the established mechanism for recording the Equipment Inventory and documenting Temporary
Holding Facility inspections. The Daily Watch Report is established to capture scheduling, Roll
Call Training, special assignments and/or events.

516.2 PROCEDURE
A. The Watch Il Watch Commander/Supervisor shall begin a new Watch Commander Log at the
beginning of each shift (0600 hours).

1. Each Watch Commander/Supervisor shall, at the beginning of their shift, enter the
appropriate information as required on a blank Watch Commander's Log form.

2. Daily Roll Call Training subjects and information is listed in a monthly file which will be
maintained in the G:\Shared file. This log shall be maintained by the Patrol Bureau Training
Coordinator.

a. Roll Call training for each Watch shall be the same each day. Additional training may
be provided by the Watch Commander/Supervisor as deemed necessary.

b. The subject of the Roll Call Training that was actually presented will be entered on
the Daily Watch Report.

3. Watch Inspections will be recorded on the Daily Watch Report in the following manner:
a. The type of inspection that was conducted will be recorded in the space provided.
b. The results of the inspection will be recorded in the space provided.

4. Each Watch Commander/Supervisor shall physically inspect the Temporary Holding
Facility and the Facility Logs.

a. The times of the inspections, along with the numbers of prisoners in custody shall be
noted on the Watch Commander's Log

b. Any irregularities discovered during the inspections shall also be noted on the Watch
Commander's Log. When appropriate, the responsible member shall be contacted for
corrections.

5. The Watch Commander/Supervisor on duty during Watch | hours shall conduct an
equipment audit each day of the week. The results of the audit shall be recorded on the
Watch Commander's Log.

6. The Watch Commander/Supervisor shall enter significant events in the Watch
Commander's Log in the following manner:
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a. The first portion of the entry will be the date of incident, type, location, GO#, and
time of occurrence. A series of check boxes shall be completed, the Field Supervisor on
scene should be noted and the identification of the supervisor completing the log entry. A
summarized narrative of what occurred will follow, and when appropriate, the name, age
and city of residence of those involved. Preliminary assessment of injuries, enforcement
action taken, time of special notifications and identity of those contacted, community
impact, damage assessment, handling officer or other information deemed necessary
will be included, as appropriate. These entries shall be complete and accurate, and
forwarded electronically as soon as practical.

7. Informational items may be listed in summarized narrative form. For example the reporting
of malfunctioning equipment should include the time the deficiency was noted (i.e. THF
cameras, building surveillance cameras., etc.).

8. Entries in the Watch Commander's Log shall not be altered without authorization from the
supervisor who made the initial entry. Corrective messages may be entered as required.

9. The Watch Commander's Log shall be used to communicate necessary factual information.
It should not be used for editorial comments or disparaging remarks.

10. The Watch Commander's Log does not replace other required notices, such as Briefing
items, Nixle press releases, or directed memorandums.

11. The Watch Commander's Log will be maintained on the G:\Shared drive.
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517 PROCEDURES

Records Management BOLO System

517.1

PURPOSE

The Simi Valley Police Department will establish a procedure for the Patrol Bureau for the use and
maintenance of the Records Management BOLO system. The purpose of the BOLO system is to
provide official department information to oncoming Watches and other department personnel.

517.2

PROCEDURE

A. The BOLO system may contain any of the following:

1.
2.

© 00 N oo o1 b~ W

Information concerning officer safety and "hot" crimes

Information concerning crimes and wanted suspects

. Information regarding current arrest warrants

. Information regarding stolen vehicles

. Information regarding traffic enforcement and current traffic conditions
. Informational memorandums

. Requests for extra patrol

. Training information

. Information regarding persons on probation and/or house arrest within Simi Valley, and

10. Other information that may be relevant and/or of interest to Patrol personnel

11. POA information

B. Information placed in the BOLO system will be automatically archived after 10 days unless
otherwise specified.
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518 PROCEDURES

Documentation of Gang Activity

518.1 PURPOSE
The purpose of the Bureau Order is to develop a system for documentation of contacts with
suspected or known, members or associates of street/motorcycle gangs.

518.2 PROCEDURE

A. Whenever a Patrol officer has a lawful purpose to contact an individual that is believed to be
a member of any gang or associates with any gang, the officer must complete a "gang-related"
street check.

1. In order to substantiate gang membership, the individual must meet one or more of the
following criteria:

a. An individual admits membership in a gang
b. A reliable informant identifies an individual as a gang member

c. An informant of previously untested reliability identifies an individual as a gang
member and the information is corroborated by independent information

d. An individual resides in or frequents a particular gang's area and affects their style
of dress, use of hand signs, symbols, or tattoos, and associates with known gang
members.

e. An individual has been arrested several times in the company of identified gang
members for offenses which are consistent with usual gang activity

B. All contacts with individuals meeting the criteria as gang members or associates may be
documented with a street check. Documentation should include a specific reference to a "gang
member", or "associate gang member" and the name of the gang.

1. When there are strong indications that an individual has a close relationship with a gang
but does not fit the above criteria, they shall be identified as a "suspected gang" member.
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519 PROCEDURES

Pursuit Documentation

519.1 PURPOSE
Whenever an officer of the Patrol Bureau is involved in a vehicular pursuit, documentation is
required and this documentation will be completed prior to the end of watch.

519.2 PROCEDURE

A. The on-duty Watch Commander/Supervisor or designee is responsible for ensuring the proper
completion of a department pursuit memorandum ( See attachment: Pursuit Memo tab format.pdf
) and the CHP 187 Pursuit Report Form ( See attachment: CHP 187A PURSUIT REPORT
FORM.pdf ). These forms should be submitted in a timely manner whenever an officer of this
Bureau is involved in a vehicular pursuit.

B. The memorandum is self-explanatory and shall be completed and submitted to the Deputy
Chief at the earliest opportunity after the conclusion of the pursuit.

C. The memorandum is in addition to and shall not supplant any other documentation currently
required under the policies of the department.
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