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1.0
INTRODUCTION TO THE MANUAL
This manual is an official publication of the Everett Police Department.  It is issued with the authority of the Chief of Police and contains procedure for this department.  These procedures have been established to direct personnel in duty and responsibility.  Violations of any of the procedures contained in this manual will be grounds for disciplinary action.

“Employee” shall refer to all members of the Everett Police Department.

KNOWLEDGE OF THE MANUAL CONTENTS

It will be the responsibility of every officer to be knowledgeable of the contents of this manual and to abide by all policies contained herein. 

Any electronic updates to the Policy or Procedures Manuals, or other written directives, will require all personnel to open and review these updates as issued.  This acknowledgment will indicate a receipt and review of all material.  It is the responsibility of the employee to request clarification if they do not understand any directive received in this manner.  Any employee requesting clarification will contact the Training Division to ensure a full understanding.

ISSUING THE MANUAL

Every employee, upon being issued the manual, will sign a dated form indicating that they have received the manual.  The employee is then required to read the manual within thirty days of receiving it.  At the end of the thirty days, the employee will be required to sign a form indicating they have read, understood and will adhere to the provisions of the manual.

SECURITY OF THE MANUAL

Officers will keep their manuals secure.  Any information, which could hamper the operation of this department, will be kept strictly confidential.  Strict confidentiality is especially important with regard to information on emergency response to criminal activity.  Loss of a manual or any of its parts will be immediately reported to a supervisor. 

MAINTENANCE OF THE MANUAL

The official manual is stored electronically, accessible through the Department Intranet. The Chief’s designee is responsible for tracking changes, archiving prior versions and maintaining the official manual. Printed copies of the current Policy and Procedures Manuals will be kept in the Records Unit and the Office of Professional Standards (OPS).

UPDATING THE MANUAL

Employees will be responsible for maintaining their manual in an up to date manner by making any changes or additions as directed.  Upon being issued manual updates, employees will sign and date a form indicating they have received the updated material. Employees are responsible for familiarizing themselves with all changes and additions to the manual. Updates may be distributed electronically to all employees. All employees will be required to open the electronically distributed updates. Opening the document provides an electronic signature acknowledging receipt. The OPS will update the printed copies as needed.

USE OF THE MANUAL

Officers will consult this manual for information regarding officer responsibility and departmental procedure. If, upon consulting the manual, the officer’s question is still not resolved, a supervisor or other Command Staff should be consulted.

MECHANICS OF THE MANUAL

This manual has been organized to assist officers in accessing information quickly and easily.  To find general subject areas, consult the table of contents for the correct chapter and section.  The table of contents will be updated as required.

PROCEDURE CONCEPT REVIEW AND IMPLEMENTATION

Because Department procedures are so important, it is essential that officers who are affected by them have the opportunity to participate in their development.  Although participation is desirable, the ultimate responsibility for procedure development rests with the Chief of Police.

1.  Procedure will be assigned to various staff officers for formulation.

2.  Drafts of proposed procedures will be distributed at a regular staff meeting with a brief explanation by the author.

3.  Following the introduction of a proposed procedure, each staff officer will circulate the material among his or her work group for comment.

AGENCY FORMS

All forms utilized by the Everett Police Department will be developed, modified and approved in the following manner, to ensure that their format is consistent with all records maintenance, data processing and functional requirements:

Requests for the development of new forms and modifications of existent forms will be made in writing to Command Staff for review at their weekly meetings.

Development of approved drafts will be completed by the department’s Budget and Finance administrative support staff for review and approval by Command Staff.

Final approval for all forms, new or modified, rests with the Chief of Police.  

The Budget and Finance administrative support staff will be responsible for the loading of all forms and modifications to the department intranet.

1.1 EVALUATIONS – Annual
The Budget and Finance Division administrative staff will notify all supervisors of pending evaluations, 30 days prior to their being due.  After two (2) weeks past their due date, if the evaluations are not yet completed, the supervisor will receive notice of their status as “past due”.  This notice will also be sent to the immediate chain of command for that supervisor.  If the evaluation is not received after the two (2) additional weeks (1-month past original due date), the supervisor may face corrective / disciplinary action as governed by department policy.

1.2
EVALUATIONS - Transfers
The Supplemental Transfer Evaluation form is required when any employee or Supervisor transfers from their current assignment, elsewhere within the department, or retires.  This evaluation supplement will be provided to the new supervisor to maintain consistent and current information for an employee’s annual evaluation.  Supervisors transferring elsewhere within the department are required to complete this supplement on all employees under their command (whom they would normally complete and annual evaluation for).  Attached with this supplemental evaluation, the supervisor will transfer their working files to the new supervisor of that squads or unit.  Transfer evaluations must be completed prior to the actual transfer date.

Evaluation Phase 5 Officers

Administrative Services will notify supervisors 30 days prior to the due date for Phase 5 monthly student evaluations.  If the Phase 5 evaluations are not completed within two (2) weeks of their due date, the supervisor will receive notice of their status as “past due”.  This notice will also be sent to the immediate chain of command for that supervisor.

If the evaluation is not received after two (2) additional weeks (1-month past original due date), the supervisor may face corrective / disciplinary action as governed by department policy.

1.3 SICK LEAVE – EXTENDED LEAVE MANAGEMENT
Supervisors will request the transfer of an employee to Administrative Services any time an employee goes on an extended period of sick leave.  Extended sick leave is defined as time off in excess of 2-full sets of sick leave (2-3 day Patrol sets and 2-4 day sets in Investigations).  The supervisor will include in this notice whether or not the employee’s transfer is related to an L & I claim.  This information is required for time-loss documentation.

Once assigned to the Administrative Services Division, employees working in limited duty assignments will be required to provide documentation from their physician concerning specific injuries and any restrictions.  All limited duty assignments will be managed through Administrative Services.  All limited duty assignments are Monday – Friday unless otherwise specified and approved by the Deputy Chief of Services.

Any supervisor or division requesting limited duty assistance for a specific project, will submit in writing o the Administrative Services Lieutenant the job specifications for that project, anticipated length of time for completion and any physical demands required to complete the project. Limited duty projects must be project specific and not associated with normal patrol or investigative duties (i.e. ongoing assistance or case management).
2.0   PROCESSING PERSONS IN CUSTODY
During the arrest, transportation and detention of a suspect, officers will take precautions to prevent escape, damage to property and injury to themselves and others, including the suspect.

An officer making an arrest is charged with the responsibility of determining whether the individual arrested is to be booked or released with a citation. 

A misdemeanant may be cited in the field and released, however consideration must be made as to the likelihood of the person appearing in court as promised by their signature on the citation.  Other considerations are:

· Local residency

· Seriousness of the offense

· Mandatory booking (Domestic Violence Assault)

When making an arrest, the suspect will be thoroughly searched after handcuffing to assure the personal safety of the arresting officer.  All items, which could be used as a weapon, contraband or evidence, must be removed from the prisoner prior to transporting.

Whenever a suspect is transported in a patrol vehicle, the hands will be handcuffed behind the back, unless this is medically or physically impossible.

· Suspects will be seated in an upright position and a seat belt secured.

· Suspects will NEVER be transported lying across the back seat of a patrol unit.  If necessary, contact Everett Fire Department or an ambulance service for transport.  The arresting officer will then follow the ambulance to the final destination.

· The transporting patrol unit must be equipped with a screen.  If it is not, a supervisor must give approval for the vehicle to be used for transport and a second officer will ride with the suspect in the back seat.

· The transporting officer will search the seating area, where the suspect is to be seated, both before and after each transport.

· Felony suspects will be transported to the County jail and booked.

· When transporting more than one prisoner, they will be handcuffed independent of each other.  Prisoners will not be handcuffed together.

· Prisoners will not be handcuffed to any portion of the patrol vehicle, with the exception of the hobble attachment for legs to be secured as needed.

· For the safety of the prisoner and officer, the prisoner will not be allowed to communicate with others, to include attorneys, during their transport.

· Officers will use discretion when transporting prisoners who appear ill or injured.  Officers may utilize medical personnel (Everett Fire Dept., or Ambulance services) to transport ill or injured prisoners.

· Once at the jail, Officers will ensure that their firearm is secured prior to removing the prisoner from the patrol vehicle.

· Officers will follow jail guidelines on removing handcuffs prior to placement into a holding cell, or transferring custody to jail staff.

· Officers will document the prisoner transaction or transfers of custody, in the narrative of their incident reports.

· Officers will provide jail personnel information concerning any known medical or security hazards involving the prisoner being booked.

· Officers will complete all appropriate booking forms “Superforms” prior to leaving the jail and provide them to jail personnel.

Medical Treatment / Illness or Injured Prisoners:
Officers will ensure that appropriate medical aid is provided or summoned for any subject arrested, following any use of force, lethal or less than lethal, where there is a complaint of injury, or suspected or obvious injury.  Officer will follow all use of force guidelines and policies with respect to providing or obtaining appropriate medical aid.

Appropriate medical attention may include, but is not limited to:


Flushing of eyes after OC applications


Medical attention per Taser Applications Policy


Evaluation by Everett Fire Department medics


First aid applications

Interruption in Prisoner Transports:

Officers will generally not disrupt their transport of prisoners to the jail, except in extreme emergencies, taking into consideration a potential diversionary tactic instigated to attempt to free a prisoner.  Officers will interrupt transportation of prisoners to provide exigent, emergency assistance, where danger to a third party is clear and the risk to the prisoner is minimal.

Escaped Prisoners:

In the event of a prisoner escape, Officers will, at minimum, take the following steps:


Notification to dispatch for immediate broadcast


Notification to their supervisor


Completion of an incident report

In the event that a prisoner escapes in another jurisdiction, Officers will ensure that the agency of jurisdiction is notified without delay and provided with suspect identifying information to aid in their efforts.

High Risk Prisoners:

In the event that a prisoner being transported to the jail or court is deemed to be of a significant security risk, officers will ensure that this information is provided to the receiving agency without delay.

2.01 DISABLED PERSON’S ARREST 

Standard transport practices may be difficult for people with mobility disabilities.  Officers should use caution not to harm an individual or damage his or her wheelchair.  Some individuals who use devices like crutches, braces, or  manual wheelchairs might be safely transported in patrol cars.

Safe transport of individuals who use manual or power wheelchairs might require the use of lift-equipped vans or buses.  If a subject requires special services consider contacting Para-transit, the jail or other community resources to assist in safe transportation.

PROCESSING AND TEMPORARY DETENTION:

The following areas / rooms are designated for prisoner detention for the purpose of interviews, BAC Processing and holding prior to transport to the jail or release.

· North Precinct Secure Waiting Areas (SWA’S)

· North Precinct Secure interview rooms

· South Precinct Secure Waiting Areas (SWA’S)

· South Precinct Secure interview rooms

· BAC Stations (North and South precincts)

· Detective interview rooms (Third floor North Precincts)

2.02 SECURE WAITING AREA
The Everett Police Department’s secure waiting area shall be operated in compliance with Washington Administrative Code, Chapter 289 and by RCW 13.04.116.  For a detailed description of procedures involving juveniles being placed in a secure waiting area, please reference Procedure Manual Section 10.17 PLACING OF JUVENILES IN ADULT JAILS.

The secure waiting area is provided for the safety of officers, citizens, police facilities and persons in custody.  It is also a convenient and safe location for temporarily detaining persons while arranging transportation to another permanent facility.

The secure waiting area will never be used if it increases the risk of injury to a citizen, detained person or officers.
Use of the secure waiting area  or other Temporary Detention areas will be documented on the “Secure Waiting Area Log (PD 132)” located on a clipboard in the vicinity of the secure waiting area.

· The name, offense, and case number of each person detained in a secure waiting area must be recorded, together with the arresting officer’s personnel number, date and time out and disposition.

· Officers will also document any meals provided

· The sector day shift lieutenant will ensure this procedure is followed.

PROCESSING AND TEMPORARY DETENTION:

The following areas / room are designated for prisoner detention and / or for the purpose of interviews, BAC Processing and holding prior to transport to the jail or release.

· North Precinct Secure Waiting Areas (SWA’S) – Detention

· North Precinct Secure interview rooms – Interviews /Interrogations

· South Precinct Secure Waiting Areas (SWA’S) – Detention

· South Precinct Secure interview rooms – Interviews / Interrogations

· BAC Stations (North and South precincts) – Detention, Interviews, BAC Processing / Interrogation

· Detective interview rooms (Third floor North Precinct) – Interviews / Interrogation

· Polygraph room – Interviews / Interrogation

Weapons Control:  Officers placing subjects into an interview / interrogation room will generally maintain possession of their weapons, rather than securing them off of their person, as is standard when entering the Snohomish County Jail or other correctional facilities.  As in all circumstances, officers will need to maintain weapon awareness and ensure weapon control at all times.

Security Concerns:  In the event that a high-risk prisoner is being held in an interview / interrogation room, and the officer in charge of the prisoner believes it is in the best interest to remove their firearm during the interview, the supervisor on duty will be notified to ensure weapon security and implement adequate personnel to address the situation.

Number of persons allowed:  When conducting interviews / interrogations, officers will utilize caution when in an interview room alone with a suspect.  If possible, 2 officers will be present during interrogations for safety precautions.  Generally, no more than 2 officers / detectives will be in an interview room with a subject unless security risks mandate more personnel.  The supervisor on duty will determine the need for additional personnel authorized in an interview room.

Summoning Assistance:  Panic or duress alarms are provided near the SWA’S at both precincts.  These alarms are provided to help with appropriate response to emergencies occurring in or near the SWA’S.  (See Training Bulleting 2007-22)  Officers conducting interviews / interrogations in alternative Interview Rooms (see list above) will utilize their portable radios for assistance as needed.

Equipment authorized in rooms:  For the safety of all officers and suspects, no items will be left in an interview room.  This included pens, pencils and other objects that could be used as weapons of opportunity.  Officers / Detectives obtaining written statements will remain with the subject until such time as they are complete, prior to leaving the interview room.  Telephones are available to plug in for use during interviews as needed, however, they should be removed when the officer / detective leaves the room.

Access to restrooms, water and comfort breaks:  All officers are reminded to document any meals / snacks or beverages provided to subjects they are interviewing / interrogating.  Officers will provide restroom breaks to individuals as requested, as long as the detainee is escorted and supervised by a member of the same gender.

SWA Logs, SWA Inspections
The sector lieutenant will ensure the log is complete and the original copy is given to the Records supervisor to be retained in compliance with Washington State Retention Guidelines.

The secure waiting area should be inspected after each use to determine that no damage has occurred and that no litter or contraband has been left behind.

Cleaning and sanitation of the secure waiting areas should be completed daily or after any soiling occurs.

· The sector lieutenant is responsible to ensure that this is accomplished regularly.

· The sector lieutenant will take inventory of the keys to the secure waiting area daily.  An emergency set of keys is always to be available on the premises outside of the secure waiting area.  Keys must never be left in the secure waiting area or in the possession of a person in custody.

If an unusual incident should occur in the secure waiting area, such as a serious injury, death, escape, serious property damage, use of force or fire; the incident and subsequent investigation will be handled in the same manner as similar incidents occurring elsewhere.  The sector lieutenant or operations duty officer will be notified immediately.

· A case report will be written for any unusual incident.  A copy of all related reports will be attached and routed to the Chief of Police the next business day.

Any person in custody, who has injuries which require medical attention, or who complains of a serious medical problem, is not to be placed in the secure waiting area.  They will be transported directly to the nearest emergency medical facility for treatment.  Consideration should be given to the seriousness of the illness or injury.  A medic unit may be required for transport.  The officer will follow the medic unit to the hospital for security of the prisoner.

Following treatment at the medical facility, the officer will obtain a “fit for jail” release from the doctor prior to booking at the county jail. If appropriate, the officer may cite and release the prisoner following treatment.

In the event of a fire or other catastrophic event in the building, removal of any detained persons from the secure waiting area will take precedent over property concerns.

Through observation and questioning, the arresting member will determine the welfare of the detained person. When persons suffering from injuries, illness, mental problems or violent tendencies are detained, it is preferable not to place them in the secure waiting area.
Restrictions apply to use of the secure waiting area.  A search of the person detained must be done to assure the safety of members, citizens and the prisoner.

Searches will be conducted by a member of the same gender whenever possible and in a manner which protects the dignity of the detained person. No person will be placed in the secure waiting area with any:

· Knife, tool, sharp object or other item capable of being used as a weapon

· Smoking materials

· Drug paraphernalia

· Fire-starting devices (i.e.: matches, lighters, etc.)

· Medication or other drugs

· Crutches, canes or similar items

· Bedding, cushions, mattresses, or blankets

· Pets

· Foods or beverages

· Writing instruments
If a person being detained has prescription medicine they claim is needed, no member will administer the drug.  It is not advised to use the secure waiting area for persons requiring prescription medicine.

Persons placed in the secure waiting area are to be constantly observed.  The Sector Lieutenant is responsible for ensuring compliance with this procedure.

If a person being detained becomes unruly or damages property, restraints may be used to prevent self-inflicted injury or further property damage.  If the situation warrants, criminal charges may be made against the person in custody for their actions.

No unauthorized person is allowed to contact anyone being detained in the secure waiting area.

Secure waiting areas are to be used only by commissioned members of the department unless otherwise authorized by the Chief of Police.

No person is to be held in the secure waiting area for a longer period than two (2) hours without the approval of the sector lieutenant.

If the arrestee is combative or uncooperative, members must not enter a secure waiting area alone.  If entry is required, another member will assist.

Restrooms will be made available to persons being detained as long as they are escorted and supervised by a member of the same gender.

Unless otherwise authorized by the sector lieutenant, only the member who placed a person in the secure waiting area will remove them.

Suspects will not be placed into the secure waiting areas with any other suspects.  Officers will attempt to ensure separation of males and females from view of other holding areas.

2.03
PRISONER HANDLING
When a crime is committed, officers are to initiate a prompt and thorough investigation and to make every reasonable effort to identify and arrest the suspect.  The constitutional rights of the suspect must not be infringed upon during this process.  Infringement of constitutional rights can negatively impact the investigation and/or subsequent prosecution as well as trigger civil rights liability for the officer and City.
Officers will ensure that all constitutional rights are afforded to suspects during custodial interrogations, to guarantee that any confessions or admissions are made freely and voluntarily and that all suspects are afforded access to defense counsel, upon request.  If an officer has ANY question regarding custodial interrogations, for example questions regarding Miranda warnings or interrogation tactics, the officer will immediately obtain assistance from a supervisor, an online resource such as the Washington Association of Prosecuting Attorneys “Confessions, Search, Seizure, and Arrest Guide,” or the department’s legal advisor.  The WAPA guide can be located at either website below:

· www.waprosecutors.org

· www.fortress.wa.gov/cjtc/www/led/ledpage.html
The Public Defender’s Office on call number will be posted in the prisoner holding areas of both precincts.  Access to defense council, via the telephone, will be afforded to all prisoners at their request, or as soon as reasonably possible.  Officer will note any such requests in their reports, and will further note whether or not the suspect was able to speak with council as requested.

Officers must treat the arrested individual with reasonable respect.  No officer will physically mistreat or verbally harass any individual in their custody.  Medical care will be provided when necessary.

Officers shall use only that amount and duration of force which is objectively reasonable and necessary to perform a lawful duty, given the facts and circumstances perceived by the officer at the time of the event, including whether a reasonably effective alternative to use force appeared to exist.

In the event that an officer uses force on an individual and the individual is injured or complains of injury, appropriate medical treatment will be summoned.

Actions taken under this section are subject to the same reporting requirements as outlined in EPD Policy Chapter 16: Reportable Use of Force.
Officers are responsible for advising suspects of their constitutional rights in the proper manner.  When an adult is arrested and/or taken into custody, that adult must be advised of their right to an attorney, whether there is questioning or not.  (See Washington State Court Rule CrR3.1)

The language used in the admonishment of rights will be the same as on the card issued to each member.  The language on the Constitutional Rights Waiver form is also acceptable.  It may be necessary for members to testify to the precise language used to warn the suspect of their rights.  

All persons arrested should be searched by the arresting officer at the incident scene.  Whenever possible, a member of the same gender should conduct the search.  This does not preclude opposite gender officers from conducting a search when it is consistent with officer safety and current law.

Strip Searches 

A strip search, by its very nature, is significantly invasive.  A warrantless strip search of a prisoner cannot be justified under exigent circumstances or as a search incident to arrest State v. Audley, 77 Wn. App. 897 (1995).

A warrantless strip search should be conducted only after the suspect is booked and in custody at the Corrections Facility.  Any request for a strip search should be made to jail personnel. If the request is appropriate under the guidelines set forth in RCW 10.79.130 and are within jail policy, a search will occur.  If the jail refuses to do the strip search and an officer believes that one is necessary the officer should speak to their supervisor about obtaining a warrant.

Under no circumstances should an officer take the initiative to conduct a warrantless strip search.
Warrantless strip searches are permissible in this State under RCW 10.79.130 and RCW 10.79.140, once a person has been placed in custody.  A strip search is defined as having a person remove or arrange some or all of his or her clothing so as to permit an inspection of the genitals, anus, or undergarments of the person, or breast of a female.  RCW 10.79.070(1)
The person doing the strip search must make a written record of any strip search under RCW 10.79.
2.04
WARRANT ARREST
A warrant of arrest is an order from a court directing peace officers to arrest the person described on the warrant and to bring the named person before the Court for further proceedings.  The warrant is valid until served or recalled by the issuing judge.

Types of Warrants

There are four (4) types of warrants:

1) Felony Warrants – May be served at anytime day or night.

2) Misdemeanor Warrants – May not be served between 2200 and 0700 hours, unless:
A) The subject is in a public place

B) The subject is already in custody pursuant to another lawful arrest

C) The subject is contacted during the officer’s lawful performance of duties (i.e. traffic stop, F.I.R.)

D) The judge who issued the warrant, directed that it be served at anytime of the day or night

For adults - Teletype warrants will normally be sent to the jail booking area of the Snohomish County Jail.

For juveniles – Teletypes warrants will normally be sent to the Charles Denny Youth Center (D.Y.C.).

There are occasions where officers may have to pick up a copy of a teletype at an alternate location.  Those locations are, but are not limited to, the Everett Police Department, the fourth floor of the Snohomish County Court House, and the Snohomish County Sheriff’s Office.

2.05
WARRANT PROCESSING
If an officer has arrested someone on a warrant, and there are no other charges, the following procedures apply: 

1) Obtain an event number and write a report.

2) Once at the jail sign off on the warrant.

3) Complete the COTTs booking procedure.

Informing Defendant and Posting Bail

The arresting officer shall inform the defendant that the arrest is under the authority of a warrant and shall show the warrant to the defendant when reasonable.

If the officer does not have physical possession of the warrant at the time of arrest, the officer shall declare that a warrant does exist and will be shown to the defendant as soon as possible upon arrival at the place of intended confinement.

The officer making the arrest shall inform the defendant that the defendant  may avoid further detention by posting a cash sum equal to the bail amount set by the warrant

If the defendant indicates that he cannot produce the amount of cash equal to the bail set by the warrant, the officer shall proceed to the detention facility.

Defendant Can Post Bail

If the defendant indicates that he can and will be able to post bail in a cash sum equal to the amount set on the warrant, the officer shall transport to the Police Station and proceed as follows:

If the court that issued the warrant is either Everett District Court or Everett Municipal Court and the court is open for business, the officer shall transport the defendant to the court so that cash bail may be posted with the court. 

If in the event that Everett Municipal Court or Everett District Court is closed, officers will take the defendant to jail, even if the defendant is willing to pay his/her bail amount.  Neither the Everett Police Department nor the Snohomish County Sheriff’s office will accept payment after hours. 

If the court that issued the warrant is Everett Municipal Court and the court is closed, and the warrant is not a “Cash Bail Only” warrant, the officer may elect to issue the defendant a “Notice of Case Setting” or NOCS.  See Section 2.06 Notice of Case Setting.
Methods of Payment

The Everett Municipal Court will only accept payment in the form of cash.

The Everett District Court will accept payment in the form of cash or check.
2.06
JAIL RELEASE NOTICE
Procedures have been approved that allow police officers to issue a “Jail Release Notice” (JRN) in the field for misdemeanor warrants that are not “Cash Only” warrants.

Steps for Completing NOCS in the Field: 

The officer completes a JRN and has the subject sign it in the area labeled defendant’s signature (see example).

The officer completes an Incident Report ONLY if anything out of the ordinary occurs during the arrest.

Officer contacts sergeant to turn in report (if written).

Officer or sergeant delivers JRN to Records Room immediately!

Records specialist completes necessary work on the warrant and JRN.

· Officer gives the white (top) copy of the JRN to the subject.
Example of JRN:

Officers need to complete the areas highlighted in yellow.

MUNICIPAL COURT OF EVERETT

3028 WETMORE

EVERETT, WASHINGTON 98201

(425) 257-8778

JAIL RELEASE NOTICE

                                                                                                                                      DATE: ________________________
DEFENDANT NAME: ______________________________________________________________________________
         ●YOU WILL RECEIVE A SUMMONS TO APPEAR AT THE EVERETT MUNICIPAL COURT.
         ●YOUR SUMMONS WILL BE MAILED TO THE ADDRESS YOU PROVIDED BELOW.
                          ●FAILURE TO APPEAR WILL RESULT IN A WARRANT FOR YOUR ARREST.
         ●IF YOU HAVE NOT RECEIVED A SUMMONS WITHIN TWOEEKS, CONTACT THE COURT AT THE PHONE 

              NUMBER LISTED ABOVE.

DEFENDANT RELEASED ON:                                                    DEFENDANT ARRESTED ON:______________________________
[   ]  Signature or Personal Recognizance
  [   ]  Cash Bail receipt No.: __________________________________    [   ]  Served Warrant/Case #: ______________________________________

  [   ]  Bail Bond Co.: ________________________________________   [   ]  New Charge by EVERETT POLICE / Case #: ______________________
                                                  (Name)

 Defendant Mailing Address:          ___________________________________________________________  Apt. # ____________
                                                       _______________________________________________________________________________
                                       Phone #: _______________________________________________________________________________
By: _________________________________________________            ________________________________________________
                                                               (Jail Officer/Clerk)                                                                                                                                           (Defendant’s Signature)

White – Defendant          Canary - Court
2.07  MENTAL HEALTH CONCERNS
Peace officers of the State of Washington are not only are charged with keeping the peace, but also have the authority to enforce provisions of the “Mental Illness Act,” Revised Code of Washington, RCW 71.05.150.

Everett Police officers may take into custody and deliver to Providence Regional Medical Center for mental evaluation a person whom the officer has reasonable cause to believe “is suffering from a mental disorder and presents an imminent likelihood of causing serious harm to others, self or is in imminent danger of being gravely disabled.”
A mental health concern may be held for a period of up to twelve hours, provided the person is evaluated by a “Designated Mental Health Professional” (DMHP or MHP), within three hours of arrival. At the time of the evaluation, the MHP will determine whether the person is to be involuntarily committed or not.

Occasionally, the suffering person is in such a mental state that requesting the MHP to perform an on-site evaluation may be an option.  When there is a particular person that the Department believes to be a likely candidate for involuntary commitment who has the potential for being dangerous, either to oneself or others, a representative of the department, which may be a police officer or city attorney, may request a MHP to undertake an investigation of that person.

Whenever a mental health concern is taken into custody, the officer will provide to staff or the MHP written documentation of the incident.  This documentation may be a copy of the police report or the county Mental Health Contact Report.  The officer must include the reason why the person was taken into custody and how the person meets the qualifications of the “Mental Illness Act.”

Officers contacting subjects they suspect are mentally ill will ensure that the constitutional rights of the individual are complied with during any interrogation.

Officers will take into consideration the mental illness of a subject they attempt to question, using the least obtrusive manner possible.  Officers will attempt to calm individuals known to be mentally ill, to attempt to avoid confrontations or altercations during interviews and interrogations.

Definitions of Mental Illness

Gravely Disabled: 

· A condition in which a person, as a result of a mental disorder, is in danger of serious physical harm resulting from a failure to provide for the essential human needs of health or safety; or

· Manifests severe deterioration in routine functioning evidenced by repeated and escalating loss of cognitive voluntary control over his/her own actions and is not receiving such care as is essential for personal health or safety.

Mental Disorder:

Is a caused by means of organic, mental or emotional impairment which has substantial adverse effects on the cognitive or voluntary functions of an individual.

Likelihood of Serious Harm:

· A substantial risk that physical harm will be inflected by an individual on oneself, as evidenced by threats or attempts to commit suicide or inflict physical harm on oneself; or

· A substantial risk that physical harm will be inflicted by an individual upon another, as evidenced by behavior which has caused such harm or which places another person or persons in reasonable fear of sustaining such harm; or

· A substantial risk that physical harm will be inflicted by an individual upon the property of others, as evidenced by behavior which has caused substantial loss of damage to the property of others.

Developmentally Disabled, Senile, or Chronic Alcoholic

Persons who are developmentally disabled, impaired by chronic alcoholism or drug abuse, or senile must not be detained for evaluation solely for that condition unless they display any of the behaviors defined as a mental illness.

Intoxicated Persons

Officers that have come into contact with Intoxicated individuals or chronic alcoholics will follow the following procedures:

If there are no criminal charges pending, ask the individual if he/she would be willing to go to detox.  If the individual is willing to go to detox, transport him/her there.  Officers must obtain prior clearance from detox staff prior to transport.  The individual must be ambulatory (able to walk) and must be cooperative. Detox will normally take individuals with a BAC level up to .40.

If there are charges pending, officers will arrest and book the individual into the Snohomish County Jail.  If the jail refuses to accept the individual because of a BAC level higher than .25, the officer must then transport the individual the hospital for a “fit to book” clearance.

NOTE:  Under no circumstances are officers to leave an intoxicated individual in the custody of hospital security. Exception: If there are no criminal charges pending, the individual is cooperative and hospital security offers to monitor the individual.

Prisoners Transported to Hospital

Officers may at times have to transport prisoners to the hospital for clearance to book.  Officers will maintain control of their prisoners ensuring that all contraband and weapons have been removed prior to transport and treatment being administered.  Officers will maintain handcuffs on their prisoners until this is deemed medically unsound.  In such instances where handcuffs need to be removed for medical treatment, Officers will maintain constant guard, to the best of their abilities and with consideration as to the types of medical treatment being administered, to prevent assault against hospital staff or others.

Prisoners will not be allowed personal phone calls or visitors during their treatment, with the exception of attorney contacts, as required by statute.

If the prisoner requires admission into the hospital, Officers will contact their supervisor for guidance reference continued observation, or for possible options with the Snohomish County Jail personnel for additional security needs.

Upon release from the hospital, Officers will obtain the necessary medical clearance paperwork authorizing the booking of the suspect into the jail.  All instructions for future treatment, medications and follow-up care, will be provided to Jail personnel at the time of the prisoner booking.

Officers will search all prisoners prior to transporting them to jail, following medical treatment.

Note:  Once a prisoner has been booked into the County Jail, all other specialty transports of prisoners, for purpose of scheduled medical appointments, or other unusual circumstances, will be the responsibility of the Snohomish County Jail personnel.

Officers will complete an incident report documenting any arrest made.  It is the responsibility of the Snohomish County Jail to fingerprint and photograph all adults being booked into the jail facility per the policies of the Snohomish County Jail and pursuant to RCW 43.43.735.

For juvenile processing, refer to Procedure 10.15.

2.08  PROBABLE CAUSE/SUPERFORMS
The Superform was developed by the County Prosecutor and County Corrections for all law enforcement officers to use when booking prisoners or when referring a case to the Snohomish County Prosecutor’s Office.  The Superform eliminated COTS booking and the former prosecutor’s office face sheet.  Everett Police officers do not use the Superform when they refer a case to the City Prosecutor for a charging decision or when they file a non-felony crime by citation and release the subject without booking him.  The Superform has a section entitled: “Synopsis/PC for Arrest (Include all elements of the Crimes Charged).  When completing this section, officers will stay within the following guidelines:

· DO NOT omit probable cause from the Superform itself by writing “see attached’ and then attaching a copy of the report narrative.

· DO NOT “cut and paste” the report narrative for any felony or non-felony charge into the Superform probable cause statement.
· DO NOT include a full narrative of all of the facts of the investigation.

· DO be aware that a police narrative in its entirety often contains protected information that must be reviewed and redacted prior to public disclosure.  Booking forms (Superforms), however, typically are immediately available for public inspection and copying and are not always subject to review and redaction before disclosure.  Attaching police narratives in full or pasting police narratives in full into the Superform probable cause statement can potentially compromise investigations or results in the release of protected information.

· DO draft a probable cause statement that briefly demonstrates how the suspect satisfied the elements of the crime that he/she is being booked for.

· DO stick to factual statements in the probable cause statements and avoid making statements of conclusion.

Filing of Probable Cause/Superforms:

Upon investigation of any offense where the suspect has been identified, yet is still at large, and the officer has probable cause for the suspect’s arrest, the investigating officer or detective will prepare a Superform with sufficient information to support the charge.  The Superform with the Probable Cause statement included is referred to in this procedure as the “PC/Superform.”
Officers’ and detectives’ PC/Superforms will be reviewed and approved by a supervisor.  Once the supervisor has approved and initialed the PC/Superform the supervisor will bring the original to the Records Unit and request that it be scanned into a folder on the S-drive entitled “Probable Cause/Superforms.”  It is the responsibility of the Records Unit to scan the PC/Superform into the electronic folder and place the original in a file folder maintained within the Records Unit.  The Records Unit must route a photocopy of the PC/Superform to both the Major Crimes sergeant and the City Prosecutor’s office.  Officers will note in their narrative that they completed a PC/Superform that was submitted to the Records Unit for entry.    

The investigations division will designate a point of contact (POC) to monitor the PC/Superforms submitted to the Records Unit.  The Major Crimes sergeant will give the POC all PC/Superforms after they have been reviewed.  It is then the responsibility of this POC to communicate with detectives and the prosecutor’s office to ensure the PC is still valid.  
For felony cases that have been assigned to an investigator, the assigned detective is responsible for (1) reviewing the PC/Superform upon receiving the case assignment; and (2) if through further investigation determines that the PC needs to be updated or removed, ensuring that it is updated or removed as appropriate.  The detective will also notify the designated POC of any changes in the status of the PC/Superform.  

The PC remains valid for cases that are being forwarded to the prosecutor’s office.  If after review the prosecutor’s office declines a case, they will send the designated POC a decline notice.  The POC will then immediately notify the Records Unit to pull the PC/Superform from both folders.   

The PC/Superform will remain in both folders for 45 days.  At the end of 45 days the POC will notify the Records Unit to remove the PC/Superform from both folders.  If an officer or detective requires a PC/Superform to remain beyond this time period, their supervisor must approve the extension and notify the designated POC.  In these cases the POC will not have the Records Unit remove the PC/Superform from the files.  

For misdemeanor PC cases where the subject has been identified but is still at large, the officer submitting the PC/Superform will not complete a criminal citation.  Instead, the citation will be issued if and when the subject is arrested on the PC.  If an arrest is made by another agency based on Everett’s misdemeanor PC, any available Everett officer can issue the citation at the jail.  The officer will complete a follow up report and make the appropriate notifications as outlined below.  

If any felony or misdemeanor suspect is arrested by an EPD patrol officer or detective based upon a PC/Superform, he/she will print the PC/Superform from the electronic folder and book the suspect into jail.  That officer or detective is responsible for then notifying the Records Unit of the arrest and requesting that the Records Unit remove the PC/Superform from both the electronic and hard copy folders.  Notification to the Records Unit shall be as soon as practical under the circumstances, but in every case before the end of the arresting officer’s shift.  Documentation of the arrest and request to remove the PC/Superform from the database will be included in the arresting officer’s/detective’s follow-up report.  An officer making arrests based upon a PC/Superform will also notify the General Investigations lieutenant, Major Crimes sergeant, and the investigations designated POC of the arrest via email.

Probable Cause Narratives/Superforms:

See Procedure 2.08:  Probable Cause/Superforms
Fingerprinting:

Prisoners will be photographed and fingerprinted, per established guidelines at the Snohomish County Jail, during their initial booking.  All photos and fingerprints will be maintained per established recording guidelines.

2.09
ARREST OF FOREIGN NATIONALS
Anytime a foreign national (someone who is not a citizen of the United States) is arrested, the Vienna Convention on Consular Relations is triggered.  This treaty requires that foreign nationals be advised that their local consulate may be notified of their detention and that such office may provide them with assistance.  Although in most cases the circumstances that trigger the Vienna Convention will be a custodial arrest, officers are required to follow this procedure anytime a subject is detained for longer than is typically necessary to cite and release.
Definitions
A “foreign national” is any person who is not a U.S. citizen; same as “alien.”  Aliens who are lawful permanent residents in the United States and who have a resident alien registration card (“green card”) are foreign nationals.  So are undocumented or “illegal” aliens.

A “consular officer” or “consul” is a foreign official authorized by the State Department to provide assistance to the foreign government’s citizens in the United States.  Consuls are not authorized to practice law.

Mandatory Consular Notification

Mandatory consular notification is triggered upon the arrest or detention of a foreign national from any of the 57 countries that have agreed to special rules with the United States.  For such a foreign national, Police must notify the consular officer regardless of whether the foreign national requests or wants the notification.  The “mandatory” list of these 57 countries is set forth below.  

In addition, consular notification is also required when a foreign national dies, is seriously injured or becomes seriously ill or in instances of accidents involving ships or aircraft.

Sample Statement: Mandatory Consular Notification

Because of your nationality, we are required to notify your country’s consular officers here in the United States that you have been arrested or detained.  We will do this as soon as possible.  In addition, you may communicate with your consular officers.  You are not required to accept their assistance, but your consular officers may be able to help you obtain legal representation, and may contact your family and visit you in detention, among other things.  

“Upon Request” Consular Notification
“Upon request” consular notification is triggered upon the arrest or detention of a foreign national from any country not on the “mandatory” list of 57 countries (set forth below).   “Upon request” consular notification requires that Police advise the foreign national of the right to consular assistance.

Sample Statement: “Upon Request” Consular Notification

As a non-U.S. citizen who is being arrested or detained, you may request that we notify your country’s consular officers here in the United States of your situation.  You may also communicate with your consular officers.  A consular officer may be able to help you obtain legal representation, and may contact your family and visit you in detention, among other things.  If you want us to notify your consular officers, you can request this notification now, or at any time in the future.  Do you want us to notify your consular officers at this time?

	Albania
	Dominica
	Mauritius
	Tajikistan

	Algeria
	Fiji
	Moldova
	Tanzania

	Antigua and Barbuda
	Gambia
	Mongolia
	Tonga

	Armenia
	Georgia
	Nigeria
	Trinidad and Tobago

	Azerbaijan
	Ghana
	Philippines
	Tunisia

	Bahamas
	Grenada
	Poland

	Turkmenistan

	Barbados
	Guyana
	Romania
	Tuvalu

	Belarus
	Hungary
	Russia
	Ukraine

	Belize
	Jamaica
	Saint Kitts and Nevis
	United Kingdom


	Brunei
	Kazakhstan
	Saint Lucia
	Uzbekistan

	Bulgaria
	Kiribati
	Saint Vincent and the Grenadines
	Zambia

	China (including Macao and Hong Kong)

	Kuwait
	Seychelles
	Zimbabwe

	Costa Rica
	Kyrgyzstan
	Sierra Leone
	

	Cyprus
	Malaysia
	Singapore
	

	Czech Republic
	Malta
	Slovakia
	


Consular Notification Procedures

1.  If the notification requirements are triggered due to booking a foreign national, the notification process will begin at the time the arrested foreign national is booked.  The officer who books the foreign national is responsible for implementing the notification process.

2. The first step is to determine the foreign national’s country.  In the absence of other information, assume this is the country on whose passport the foreign national travels.  Absent citizenship documentation or other evidence to the contrary, accept the foreign national’s own statement as to his or her nationality.

3. Determine whether or not this country is a mandatory notification country.  If the foreign national’s country is not on the list of “mandatory notification” countries, he or she is from an “upon request” country.

a. For foreign nationals from mandatory notification countries:

i. Notify the nearest consulate of the foreign national’s country via fax immediately or as soon as reasonably possible, and in no case longer than the end of the booking process.  Notify the consulate even if the foreign national does not want notification.  Contact information for consulates can be found by going to www.travel.state.gov/law and clicking on “consular notification and access.” 

ii. Never tell the consular officer that the foreign national has requested asylum.  If the consular officer insists on information the foreign national does not want disclosed, contact your supervisor or the EPD legal advisor for follow-up with the State Department (202-647-4415).

iii. Inform the foreign national that you notified his or her consulate, using the sample statement, above.  Links to translations of the statement (along with sample fax sheets and other information) are available by going to www.travel.state.gov/law and clicking on “consular notification and access.”

iv. Make a note of the completed notification in your incident report and include the fax and fax confirmation sheet with your incident report when filing it with records.

b. For foreign nationals from “upon request notification” countries:

i. As soon as reasonably possible, and in no case later than the end of the booking process, inform the foreign national that he or she may have his or her consular officers notified of the arrest or detention, using the sample statement above.  Links to translations of this statement can be accessed by going to www.travel.state.gov/law and clicking on “consular notification and access”.

ii. Make a note in your incident report that you made the notification and of the foreign national’s decision.

iii. If the foreign national requests notification, notify the nearest consulate of the foreign national’s country. Contact information for consulates can be found by going to www.travel.state.gov/law and clicking on “consular notification and access.”

iv. Never tell the consular officer that the foreign national has requested asylum.  If the consular officer insists on information the foreign national does not want disclosed, contact your supervisor or the EPD legal advisor for follow-up with the State Department (202-647-4415).

v. Make a note of a completed notification in your incident report and include the fax and fax confirmation sheet with your incident report when filing it with records.

Contact Information
CONSULAR NOTIFICATION AND ACCESS

http://www.travel.state.gov/law/
Assistant Legal Advisor for Consular Affairs

LCA, Room 5527A

U. S. Department of State

Washington D.C.  20520

Telephone 202-647-4415

Fax 202-736-7559

Urgent after-hours inquiries may be directed to: 202-647-1512

(State Department Operations Center)

Use of Interpreters
When it has been established that a person in your custody should be advised of their rights but this person does not speak English, you may call an interpreter.  See Use of Foreign Translators/Interpreters in this procedures manual.  The interpreter may then read the consular notification to the foreign national. 

2.10 RESPONSE TO CRIMES OR DOMESTIC VIOLENCE INCIDENTS THAT INVOLVE EVERETT POLICE DEPARTMENT EMPLOYEES OR OFFICERS FROM OTHER LAW ENFORCEMENT AGENCIES, OR OTHER PERSONS OF INFLUENCE
The following procedures will be followed in any case involving an Everett Police Department employee, any law enforcement officer from another agency while in our jurisdiction, or any other person of influence (elected political officials, prominent citizens), when such individuals are suspected of criminal conduct, or being a party to a domestic violence incident as either the suspect or the victim.

Patrol Officers:

Upon recognition that they are responding to or investigating such an incident, patrol officers will immediately notify a patrol supervisor.

Officers conducting the initial investigation will compete all reports just as they would for any other incident of a similar nature.  Officers will make arrests under a similar guideline.  If the incident is domestic violence related, officers will comply with state laws and make every reasonable effort to identify and arrest the primary aggressor.  If the suspect has fled the scene, officers will conduct a search of the area or other locations as appropriate.

Officers will conduct a thorough investigation and identify witnesses, obtain statements, record contacts and interviews if possible, document and retain evidence, take photographs, obtain and impound dispatch tapes, and complete a detailed report.

In domestic violence related cases officers will provide victims with the domestic violence victim’s resource sheet (PD-193) explaining court order information, shelter alternatives, and counseling resources.

All victim information will be kept confidential by all officers, to include victim transport locations.

Patrol Supervisors:

Upon notification of such an incident, a patrol supervisor will immediately respond to the scene to supervise the investigation.  The supervisor will make the required notification through the chain of command or ODO.  An on duty Lieutenant or ODO will respond to the scene if possible to assist the supervisor and to monitor the investigation for compliance with policy and procedure.  The patrol supervisor will also make such notification if contacted by another agency and reporting such an incident occurring in their jurisdiction and involving an Everett Police Department employee.

If the incident involves an officer from another jurisdiction, the patrol supervisor will make a notification to the Command Duty Officer.  The patrol supervisor will document this notification.

The patrol supervisor will manage any investigation, ensuring a thorough and complete investigation, and that arrests are made as appropriate.  The patrol supervisor will request dispatch to retain all tapes regarding the incident and to provide a copy of the tapes for investigators.

If an Everett Police Department officer is arrested, the supervisor will determine if the offense is of such a nature that the employee should be relieved of law enforcement duties and the officer’s weapon, badge, and identification confiscated.  In all cases where an Everett Police Department officer is arrested for a domestic violence incident, the supervisor will confiscate the officer’s weapon, badge, and identification.  The supervisor will inform the employee that he or she is on administrative assignment.

The patrol supervisor will ensure that any victims in a domestic violence incident, or any other incident where the supervisor deems appropriate, have been given the name and number of the Office of Professional Standards Inspector as a liaison and a point of contact for questions, concerns, or assistance.  The patrol supervisor will also ensure that the victim is provided information regarding employee and family counseling services that are available.  This information is located on any Department bulletin board.  The supervisor will see that any personal firearms at the location are removed as allowed by law, and that all parties are given the opportunity to voluntarily relinquish any personal weapons in order to reduce risk to victims, although victims may choose to retain weapons for personal protection.  The supervisor will offer reasonable transportation to a safe location for victims, or reasonably assist the victim in any other manner to accommodate for that persons safety.  

Office of Professional Standards

The Office of Professional Standards will conduct a thorough administrative internal investigation as directed by the Chief of Police.

Investigations- Detectives

The assigned detective will diligently investigate all such reported incidents and prepare a detailed and thorough case file.  The assigned detective will forward all case files to the prosecutor for review at the conclusion of the investigation.

Follow-up

The assigned detective will be responsible for all required follow-up.

If additional incidents occur involving the same parties, each incident will be documented with a new case report, and not as a follow-up to the initial incident.  The requirements established in these procedures will be followed for all new incidents.

If any court orders are obtained and the Everett Police Department will be serving those orders, the orders will be served by two officers and one supervisor of higher rank than the employee to be served.

Prosecutor’s Office

The prosecutor’s office will review all criminal case files and file charges as appropriate.

Chief of Police

The Chief of Police will review all criminal case files and the administrative internal investigation report and administer disciplinary action as appropriate.

City Administration

The city administration will review all administrative internal investigation reports and disciplinary actions for quality and consistency.

If the Chief of Police is involved in the incident, the Mayor will act in place of the Chief of Police during the course of the investigations and will administer disciplinary action as appropriate.

2.11 DNA COLLECTION
The State of Washington utilizes a DNA identification system to support federal and state criminal justice services.  Persons convicted of felony offenses and other crimes are required to submit DNA samples, which are then sent to the WSP CODIS laboratory.

Convictions that trigger required collection of a sample are as follows:
· All persons (adult and juvenile) convicted of a felony

· All persons (adult juvenile) convicted of a covered gross misdemeanors

· Assault 4th degree with Sexual Motivation (RCW 9A.36.041)

· Communication with a Minor for Immoral Purposes (RCW 9.68A.90; EMC 10.32.040)

· Custodial Sexual Misconduct 2nd degree (RCW 9A.44.170)

· Failure to Register (RCW 9A.44.130)

· Harassment (RCW 9A.46.020; EMC 10.23.010)

· Patronizing a Prostitute (RCW9A.88.110; EMC 10.24.140)

· Sexual Misconduct with a Minor 2nd degree (RCW 9A.44.096)

· Stalking (RCW9A.46.110; EMC 10.16.050)

· Violation of Sexual Assault Protection Order (EMC 10.22.060)

· Any adult or juvenile who is required to register under RCW 9A.44.130 (sex and kidnapping offenders)

· A subsequent submission is not required if the lab already has a DNA sample from an individual.

Which Agencies Collect Samples:
Most samples are collected by DOC or the County Jail.  However, local law enforcement must obtain the sample if (1) the offender is not sentenced to a term of confinement in a DOC facility or county jail, or (2) the sample is required because the offender is required to register under RCW 9A.44.030.

Procedure:
A. When the Everett Police Department is required to collect a DNA sample, the north precinct desk officer will collect the sample.  If the north precinct desk officer is not available to collect the sample, the records unit manager will request a trained officer from either the customer service unit or the training unit to obtain the sample.

B. Offenders convicted of one of the qualifying crimes who are not required to serve a term in the Snohomish County Jail will, immediately following sentencing, present themselves to the north precinct desk officer between 0830 and 1700, Monday through Friday, for collection of the DNA sample.  Defendants sentenced during the Wednesday 5:00 pm bench trial calendar will present themselves on the next business day.

C. The desk officer will:

1. Verify identification of the offender with state or federal issued photo identification before collecting the sample.

2. Check the offender’s criminal history in WACIC/NCIC prior to collecting the sample (only individuals listed as “DNA TAKEN: N” need to have a sample collected).

3. Make sure there is nothing in the offender’s mouth before collecting.  If there is, have them clean their mouth and wait 15 minutes before collecting the sample.  Do no allow the offender to collect his/her own sample.

4. Use the DNA collection kit provided by the WSP Lab Convicted Offender Program.  The kit included and instruction sheet, gloves, moist towelette, return envelope, security seal, submission card, DNA collection paper and foam-tipped swab.

5. Have the offender drink some water before collection.

6. Collect the sample by:

i. Swabbing between the cheek and gum on one side of the amount for approximately 30 seconds;

ii. Flipping the swab over and repeating on the other side of the mouth;

iii. Using a rocking motion, pressing the swab onto one of the circles on the DNA collection paper (there should be a color change from pink to white);

iv. Flipping the swab over and press the other side to the second circle;

v. Labeling the DNA collection paper with the offender’s name, date of birth and SID number.

7. Legibly, completely and correctly fill out the submission card:

i. The degree of crime is required.

ii. Use offense titles, not RCW number.

iii. If suing abbreviations, make sure they are clear.

iv. Use enough ink for a complete print, but not too much to smudge.  The entire thumbprint should be present and its patterns and characteristics clearly visible.

8. Make sure there is enough DNA on the DNA collection paper

9. Mail the sample the same day as its collection.

Questions about the program, collecting, or ordering more kits maybe directed to CODIS staff members at (206) 262-6020.
3.0
ADULT PROTECTIVE SERVICES COMPLAINT INTAKE PROCEDURE
Adult Protective Services (APS) receives complaints citing instances where the individuals who are to be protected by APS are allegedly being victimized. RCW 74.34.063(2) mandates that these incidents are to be reported to local law enforcement. Along with APS reporting these crimes, the Washington State Attorney General’s Office must inquire into cases where there is suspected Medicaid or Medicare fraud.

Because of the mandate to investigate these cases thoroughly, the Everett Police Department will adhere to the following procedure for handling and investigating all Adult Protective Services complaints received by the department.

CHECKLIST:
 FORMCHECKBOX 

APS will fax complaints they have received to the Records Room of the Everett Police Department. 
 FORMCHECKBOX 

When the fax is received, Records Room personnel will log receipt of the fax in a logbook kept near the fax machine. This log will require that the date & time of when the fax was received be recorded, as well as the Records Room personnel who obtained the fax and the SNOPAC incident number assigned. 
 FORMCHECKBOX 

After the fax has been received by Records Room personnel, they will review it and ascertain which sector the complaint falls in (North or South). Records Room personnel will contact SNOPAC, obtain an Incident Number, and advise SNOPAC to have the appropriate beat sergeant contact the Records Room. 
 FORMCHECKBOX 

When the beat sergeant contacts Records, the Records Room personnel will advise the sergeant of the APS complaint, and have that sergeant either pick up the complaint, or fax it to the sergeant. 
 FORMCHECKBOX 

The sergeant will assign the complaint to a patrol officer for an initial investigation. This investigation will determine whether there is any merit to the complaint. 
 FORMCHECKBOX 

Reports will be mandatory on all APS complaints. 
 FORMCHECKBOX 

The report will be reviewed by the officer’s sergeant, and then forwarded to Investigations via the Records Room as is the normal manner.

Note: Please mark all reports with the words “APS Complaint” in the title of the report, along with the type of crime, i.e. “APS Complaint – Assault,” so Investigations is sure to flag these reports for follow-up, if necessary.

3.01
AIRCRAFT ACCIDENTS
CHECKLIST:

 FORMCHECKBOX 

Snopac will notify units of the downed aircraft within the city limits.

 FORMCHECKBOX 

The first officer to arrive will check for injuries, report medical status of victims to dispatch and assume control of the scene.

 FORMCHECKBOX 

A perimeter will be set and a supervisor requested.

 FORMCHECKBOX 

The supervisor will assume command of the scene and set up an Incident Command Center.  Details of the situation will be relayed to the sector lieutenant.

 FORMCHECKBOX 

Supervisors will provide sufficient personnel to security the scene and assess the need for additional personnel where needed.

 FORMCHECKBOX 

Supervisors will coordinate with the fire Command Post. 

 FORMCHECKBOX 

Supervisors will notify the National Transportation Safety Board and the Federal Aviation Administration who will conduct the accident investigation.

NOTE: Refer also to the supervisor’s Unusual Occurrence Checklist and the City of Everett Emergency Operations Plan for details on emergency operations.

3.02
ALARMS
Withheld per RCW 42.56.240(1): the non-disclosure of which is essential to effective law enforcement.
3.03
ANI-ALI (911 HANG UP)
Withheld per RCW 42.56.240(1): the non-disclosure of which is essential to effective law enforcement.
3.04
ANIMAL CONTROL
Animal control personnel are available for most animal problems during normal working hours.  When problems arise after hours, request supervisor approval before a call out to animal control is made.

Dangerous Animals

CHECKLIST:  

 FORMCHECKBOX 

Remain on the scene until the arrival of animal control. 

Attempt to keep the animal contained and protect the public from attack.

 FORMCHECKBOX 

If a bite occurs, all attempts should be made to capture and confine the animal and contact the owner.

 FORMCHECKBOX 

Secure medical treatment for the victim, if necessary.  

 FORMCHECKBOX 

Advise the owner to quarantine the animal until contacted by animal control.

 FORMCHECKBOX 

A police report shall be generated in all animal bite situations and a copy forwarded to animal control.

 FORMCHECKBOX 

Disease exposure reports should be completed if necessary. (Officers only)

Injured Animals

CHECKLIST: 
 FORMCHECKBOX 

Snopac maintains a call-out list for on-call emergency veterinarians or can advise on the availability of the Diamond Emergency Clinic, which is located at 3625 Rucker Ave.

 FORMCHECKBOX 

Humanitarian dispatch requires permission of sector lieutenant whenever possible.  Animals must be dispatched safely and out of view of the public.  If an animal is to be dispatched, officers are to shoot the animal “center mass.”
 FORMCHECKBOX 

A report shall be generated in all humanitarian dispatch cases.

Stray Animals

CHECKLIST: 

The Everett Animal Shelter may be used after hours when the need arises.  

Steps to Follow When the Animal Shelter is Closed:

 FORMCHECKBOX 

Enter through the man gate on the south side of the shelter.  An ADA1 key will open the lock on the gate.

 FORMCHECKBOX 

There’s no need to concern yourself about alarms when passing through this gate.

 FORMCHECKBOX 

Once inside, the controls for the drive through gate can be activated if necessary.  The controls are located on the south end of the building near the rear door.  The gate remains open for approximately one minute, then closes automatically.

 FORMCHECKBOX 

The animal should be placed in the small building located inside the fenced area.  The door at the far right with the “drop” light above is the entry door.  A key for this door is kept directly to the right of the door in a gold colored lock box.  An ADA1 key will open the gold lock box.

 FORMCHECKBOX 

Once inside, place the animal in an appropriately sized kennel.

 FORMCHECKBOX 

Fill out the paperwork provided by the Animal Shelter for this purpose.  Inform the shelter where the animal was found, time, date, etc.  If the paperwork is not available, leave a business card with the same information.

 FORMCHECKBOX 

When the animal is secured, turn off the lights and activate the light switch for the exterior “drop” sign.  This alerts the shelter that an animal has been placed inside.  

3.05
ASSAULT WITH WEAPON/ MAJOR INJURY OR DEATH
CHECKLIST:

 FORMCHECKBOX 

Clear and secure the scene for officer safety.

 FORMCHECKBOX 

Locate injured parties.  Assess the extent of injury and inform dispatch of the need for medical assistance.  This should include the victim’s age, gender, their status pertaining to “conscious, alert and breathing” and a brief description of the injuries.

 FORMCHECKBOX 

Contain the scene from unauthorized entry and begin a Crime Scene Log.

 FORMCHECKBOX 

If at all possible, weapons should be left undisturbed until photographed and measured.

 FORMCHECKBOX 

Detail an officer to hospital with the victim to obtain statements and secure evidence.

 FORMCHECKBOX 

Notify the duty Lieutenant of the nature and extent of injuries, as well as the need for detective or crime scene tech call-out.

 FORMCHECKBOX 

Obtain statements from suspect, victim and witness (NOTE: if detectives are called out, they prefer that the suspect not be read Miranda rights or interviewed prior to their arrival).

 FORMCHECKBOX 

Call-out evidence tech, if needed, to receive bloody clothing or weapons  (supervisor’s approval).

 FORMCHECKBOX 

If the victim is a juvenile and the assault is serious and abuse related, the Crimes Against Children sergeant should be notified.

 FORMCHECKBOX 

Assign officers to assist crime scene detectives if necessary.

3.06
ASSAULT 3
Assault 3 is primarily designed to protect police officers, fire fighters, transit operators (public or private), and school bus drivers from assault during the performance of their duties.
If a police officer is assaulted while on duty, the correct charge is Assault 3.  There is no provision in the RCW stating that the officer has to be injured for this charge to be filed.  

CHECKLIST:

 FORMCHECKBOX 

If an officer is assaulted while on duty, that officer is now a victim of the crime of assault 3 (a felony).

 FORMCHECKBOX 

Because he is the victim a crime, he cannot write the report.  

 FORMCHECKBOX 

Another officer will be assigned as the primary officer on this case and will conduct an investigation as with any other felony assault case.

 FORMCHECKBOX 

Injuries will be assessed, evidence gathered and interviews conducted with the suspect, victim and witnesses.

 FORMCHECKBOX 

In many cases the assault will happen during the victim officer’s involvement in the original case.  A separate time and number should be drawn for the assault case.

 FORMCHECKBOX 

The suspect and civilian witness statements should be taken on a normal statement form.  Officers who witnessed the assault should record the events on a follow up form.  Victim officers should complete a statement form.  Cross-reference the number from the original case in the assault report.

 FORMCHECKBOX 

If misdemeanor PC existed for arrest in the original case, the officer reporting the assault should make reference to the original charge in the assault report and forward it to the City Prosecutor’s Office for possible filing at a later date.

3.07  BLOOD DRAW
There are four situations in which a police officer may take a blood sample from a suspect driver without consent.  The driver has been in a motor vehicle collision and is under arrest for:

1)
VEHICLE HOMICIDE with DUI
2) VEHICLE ASSAULT with DUI 

3) DUI UNCONSCIOUS

4) DUI WITH SERIOUS BODILY INJURY

PROCEDURE:

These four situations are located under the special evidence portion of the DUI packet.

If one of these situations exists, read the top portion of the special evidence, EVEN IF THE SUSPECT IS UNCONSCIOUS, and place the suspect under arrest for one of the four (4) above listed charges.  Skip over the “implied consent warning for blood” and “voluntary blood/urine/breath” portion of the form.  Complete the bottom portion of the form, which is the actual drawing of the blood.

KEY: 
Handle a felony DUI arrest just like a roadside DUI arrest.  Include your P.C. from sobriety test administered, officers observations, and of course, the suspects driving.

3.08
BOATING ACCIDENT 
In the event an officer is dispatched or has responded to an accident involving a boat, the following procedure shall be followed:

CHECKLIST:

 FORMCHECKBOX 

Determine if a report is required using the following guidelines:

· Is there a death?

· Is there injury to a person that requires medical treatment beyond first aid?

· Was there damage to a vessel or other property that totals more than $500.00 or the vessel was a complete loss?

· Is there a missing person (person overboard), with the likelihood of death or injury?

 FORMCHECKBOX 

If one of the above criteria is met the officer shall submit the following reports:


Washington Boat Accident Report (BAIR)

This report is to be completed by the initial responding officer or the departments boat accident investigator(s).

· Boating Accident Report (BAR)
· This report is given to and completed by the operator of the vessel.

· If the operator of the vessel is unable to complete the report, the owner of the vessel shall complete it.

· If the operator or owner cannot submit the report, the responding officer shall submit the BAR report.

 FORMCHECKBOX 

Timelines for BAR’s to be completed:


· If a person dies, within 24 hours of the occurrence

· If a person requires medical attention beyond first aid, within 48 hours
· Disappears from a vessel, within 48 hours
Officers shall submit completed BAR’s and BAIR’s to the marine operations unit sergeant for review.

The marine operations Sergeant will ensure that a completed copy of the reports is forwarded to Washington State Parks as required.

3.09  BOMB THREATS
Withheld per RCW 42.56.240(1): the non-disclosure of which is essential to effective law enforcement.
3.10  BOMB THREAT: County Building
Withheld per RCW 42.56.240(1): the non-disclosure of which is essential to effective law enforcement.
3.11  BURGLARY IN PROGRESS
Withheld per RCW 42.56.240(1): the non-disclosure of which is essential to effective law enforcement.
3.12
CASE ACTIVATION AND DECONFLICTION PROCEDURE
Purpose

The Everett Police Department recognizes the importance of deconfliction and the sharing of information with other law enforcement agencies.  Deconfliction and proper case activation procedures will enhance officer safety and efficiency of criminal investigations.  As such, the following procedure will be adhered to when executing a planned operation or conducting a felony level criminal investigation.  In most instances this procedure will not apply to general patrol level investigations.

Definitions

Deconfliction:  A process that law enforcement officers rely upon to enhance their safety.  By notifying a central location of a planned event prior to its execution, officers will not accidentally target another law enforcement officer or compromise another investigation.

Planned Operation:  Any tactical activity or operation that requires a personal appearance at a predetermined location.  These activities include, but are not limited to, the service of search and arrest warrants, narcotics purchases or sales, and sting operations.

Western States Information Network (WSIN):  A centralized information system located in Sacramento, California, where law enforcement agencies report information regarding the identification of criminal suspects and conduct deconfliction for planned operations.

Deconfliction Procedure

The assigned detective or officer shall report all planned operations to the WSIN Watch Center either by telephone (1-800-952-5258) or if a remote user, via the internet at least two hours prior to the planned operation.  This deconfliction service is provided 24 hours a day, 7 days a week.  The assigned detective or officer will provide the following information at a minimum to the Watch Center:

1. Date and time of planned operation;

2. Nature of the operation;

3. Location of operation, including any staging areas;

4. Information about the suspect(s), including full names, aliases or street names, physical descriptors, vehicle information, telephone and pager numbers;

5. Lead and participating agency names;

6. Name and officer of the assigned detective, including cellular telephone number.

The detective or officers should request notification of any other planned law enforcement activities occurring within 1 mile of the planned operation.  Should the WSIN Watch Center detect another law enforcement activity occurring within the distance specified by the detective or officer of the planned operation, WSIN will notify both law enforcement agencies and encourage contact with one another to de-conflict.

The assigned detective or officer shall notify their direct supervisor that notification to WSIN has been made.  The assigned detective or officer shall also ensure that the appropriate sector supervisor is aware of the planned operation.

This deconfliction procedure applies to not only Investigative Units, but also to other departmental units that engage in planned operations such as the Tactical Unit and the Anti-Crime Team.  A WSIN Deconfliction check box has been added to the notification and checklist portion of the “Events Ops Plan”, located on the S-drive under the “Ops Plans” folder.

Any exemption or deviation from this procedure or a request from a detective or officer to maintain a higher level of confidentiality shall be considered on a case by case basis and approved only by the Chief of Police or his designee.

Case Activation Procedures

Upon the assignment of an active felony investigation on a named suspect, detectives shall run all suspects through both the WSIN and LInX databases.

In cases meeting the criteria outlined below, detectives shall enter the suspect and all associated suspects and case identifiers to the WSIN database.  This notification shall take place by either entering the information directly into the WSIN data base via the internet or by telephoning the WSIN Watch Center (1/800-952-5258).  If the detective discovers that no previous record of the suspect exists in WSIN, the detective will proceed with a new entry.  If the detective discovers that a record of the suspect already exists in the WSIN database, the detective will link the new information to the existing record in WSIN.

Entry into the WSIN database should be guided by, but not necessarily limited to the following types of cases:

1. Suspects are known gang members.  This should also include any intelligence information pertaining to the gang members;

2. Suspects or groups engaged in on-going criminal activities involving serial property crimes such as auto theft rings, financial crime rings, burglary rings, and organized retail theft;

3. Suspects in high profile cases such as homicide investigations, robberies, and hate crimes.

This list is not designed to be all inclusive.  Detectives shall consult with their direct supervisor if there is any doubt over whether or not to make an entry.

A Case Activation checkbox will be added to the Detective Division Case Checklist that accompanies all detective case files. This box will be checked only after a suspect has been run through both the WSIN and LInX databases and an entry made into WSIN if applicable.  Data upload for LInX is done automatically, so there is no need for officers to detectives manually input this data.

Dissemination

The WSIN database has three levels of confidentiality:  full release, limited release, and no release (restricted).  Detectives making entries in to WSIN may select either full or limited release.  Before any entry is labeled as no release or restricted, it must first be reviewed and approved by a supervisor.  As noted above, any exemptions to the case activation procedure must be reviewed on an individual basis and approved by the Chief of Police or his designee.

The information submitted to the WSIN database remains the property of the submitting agency, which controls the input and dissemination of its information in accordance with current laws and the agency’s disclosure policies.  A controlling agency must grant written permission for disclosure of its information by another law enforcement agency.

Intelligence Sharing

Generally, authorized personnel may only enter “general intelligence” into the WSIN database in accordance with Title 28, Part 23, Code of Federal Regulations (28 CFR Part 23).  There must be reasonable suspicion that an individual is involved in criminal activity or conduct and that the information is relevant to that criminal activity or conduct.  No criminal intelligence information shall be maintained or collected based solely upon political, religious, or social views associations, or activities of any individual or any group or organization unless such information directly relates to criminal conduct or activity and there is reasonable suspicion that the subject of the information is or may be involved in criminal conduct or activity.

Training and Access

All detectives, officers and administrative staff with assignments that could require them to perform case activation or deconfliction should receive WSIN training enabling them to navigate through the computer program as well as obtain security access to the system.  Detectives, officers or administrative staff who do not have WSIN training and/or security access to the WSIN system will partner with a detective/officer who does have training and access to comply with the case activation requirements of this procedure.

3.13
CHECKS
 FORMCHECKBOX 

The check packets handle many of the cases of Unlawful Issuance of a Bank Check and Forgery without officer intervention.  At times, though, an officer is required to take a report.

CHECKLIST:
 FORMCHECKBOX 

Obtain a written statement from the victim and all witnesses.

 FORMCHECKBOX 

Make photocopies of all original documents (checks, credit cards, counterfeit money front and back) and attach them to the report.   The originals will be impounded

 FORMCHECKBOX 

Attempt, if at all possible, to obtain a written statement from the suspect.

CHECK PACKET

The Everett Police Department is experiencing a considerable increase in the number of forgeries and check related crimes, which are placing a significant burden on our resources.  To investigate and prosecute these matters with any degree of success, we have developed a “check packet.”


The Everett Police Department has combined the Forgery and UIBC packets into one Fraudulent Check Packet. These packets may be delivered to businesses / financial institutions by officers where a forgery or unlawful issuance of a bank check (UIBC) has occurred and the suspect is not present. A forgery or a UIBC case where the suspect is present will still require a police officer to respond and complete the initial report.


These forms are available via a password protected link from the Everett Police Department Internet website for businesses / financial institutions who have been trained to complete the packets.


Officers may also download additional copies of the packet via a link on the Everett Police Department Intranet homepage entitled “Fraud Check Packet”.  A supply of these packets will also be located at both precincts.

The following types of checks will not be accepted for criminal investigation:

· Account Closed Checks Under $2,000

· Amounts under $2,000 submitted for prosecutions are held until the aggregated sum of all such cases reach $2,000

· Non-Sufficient Funds Checks under $2,000

· Amounts under $2,000 submitted for prosecutions are held until the aggregated sum of all such cases reach $2,000

· Non-Sufficient Funds and Account Closed Checks where the business has not yet sent a “Notice of Dishonor” to the account holder and/or 15 days have not elapsed from the time the “Notice of Dishonor” was sent

· Stop Payment Checks
· Post-Dated Checks
· Checks drawn on out of state banks
· Two party checks

· Checks received more than 60 days prior to submittal for investigation

· Civil Contract Checks

· Checks returned for various reasons that are involved with rental agreements, contract payments, repayment agreements and other civil matters are considered part of that same civil process and will not be investigated criminally
· Payroll Checks

· United States or Canadian Postal Money Orders

· These cases should be referred to the Postal Inspector
· Government-Issue Checks Including Welfare and Social Security Checks

· These cases should be referred to the appropriate government agency
3.14 CHILD ABUSE/ NEGLECT/ PROTECTIVE CUSTODY
An officer shall take a juvenile into custody if:

· The juvenile is absent from parental custody without consent.

· The officer reasonably believes, considering age, location and time of day or the child is in a situation, which constitutes a danger to the child.  

· There is probable cause to believe the child has suffered abuse or neglect and will continue to suffer abuse or neglect if not taken into custody (RCW 13.32A.050).

· An agency legally charged with the supervision of a child notifies a law enforcement agency that the child has run away.

· Juvenile Court notifies law enforcement that probable cause exists that a child has violated a court placement order or the court has issued an order to pick-up the child.

RCW 13.34.050

The court may enter an order directing law enforcement to take a child into custody if a petition with the court finds reasonable grounds to believe the child is dependent and that the child’s health, safety, and welfare will be seriously endangered.

RCW 26.44.050

An officer may take, or cause to be taken, a child into custody without a court order if there is probable cause to believe the child is abused or neglected and that the child would be injured or could not be taken into custody if it were necessary to obtain a court order. 

CHECKLIST:
 FORMCHECKBOX 

Contact the victim and assess injury status or the need for medical assistance.

 FORMCHECKBOX 

Photograph injuries and home conditions, if appropriate.

 FORMCHECKBOX 

Contact Child Protection Services (CPS) for response or custody transfer.  Officer must sign the custody transfer papers provided by CPS.

 FORMCHECKBOX 

In all cases involving abuse or neglect, a report must be made (even to document that you found everything to be all right).

 FORMCHECKBOX 

In all cases where an officer or any care worker observes child abuse or neglect, a report must be routed to CPS within 24 hours.

 FORMCHECKBOX 

In cases of severe abuse/neglect, the location should be treated as any other crime scene and secured for further investigation.

 FORMCHECKBOX 

If hospital or care worker reports abuse/neglect, which requires investigation, every 
attempt must be made to locate and secure the crime scene for investigation by proper authorities.

NOTE:  The authority for taking a child into custody is the responsibility of the Police Department.  Refer to attached guidelines for placement of a child in a secure crisis residential center.

3.15
CIVIL DISTURBANCES
A civil disturbance may occur at any time and can present a challenge to the police ability to respond.  The purpose of a police response is to maintain order.  Police supervisors must ensure the officers responding exhibit a neutral attitude.

CHECKLIST:
 FORMCHECKBOX 

Designate units to contain and control the disturbance if possible and units to act as arrest teams if necessary.

 FORMCHECKBOX 

Maintain command to reduce escalation of disturbance through police actions.

 FORMCHECKBOX 

Contact the Sector Supervisor and notify of the need for personnel or equipment (if necessary, request activation of the Special Operations Group).

 FORMCHECKBOX 

Attempt to isolate the incident as much as possible by cordoning off the area and denying access to others.

 FORMCHECKBOX 

Establish an Incident Command Post allowing arriving units to report safely and notify dispatch of the location.

 FORMCHECKBOX 

As sufficient personnel respond, assign them to I.C. duties (i.e.: operations, intelligence, logistics, photographs, video, etc.).

 FORMCHECKBOX 

Stage aid for possible use in case of injuries to participants or police.

 FORMCHECKBOX 

If the S. O. G. is activated, hold situation until their arrival, prepare summary of situation for the team leader and prepare to assist as needed.

 FORMCHECKBOX 

Insure officers involved complete reports prior to securing.

REFERENCES:

COMMAND POST CHECKLIST (REFERENCES) SPECIAL OPERATIONS GROUP CALL OUT UNUSUAL OCCURRENCE CHECKLIST.

3.16
CIVIL STANDBYS
A “Civil Standby” is a service offered by the Police Department to citizens who are in hostile domestic situations.  If requested, an officer can accompany a person to their former residence to retrieve living necessities.  This is normally done for a suspect when they have been removed through court order, or for a victim if they are afraid to return on their own.  This needs supervisor approval to be done.

CHECKLIST:

 FORMCHECKBOX 

Civil Standbys will normally last no longer than 15 minutes.

 FORMCHECKBOX 

The citizen will need to arrange his/her own transportation to and from the residence.

 FORMCHECKBOX 

Citizens can expect to pick up only emergency items that will be needed until the next court hearing.

 FORMCHECKBOX 

Officers do not normally assist in the moving effort.

The following list will be used as a guide during Civil Standbys:
	YES
	NO

	Toiletries
	Furniture

	Toothbrush
	Bunk Beds

	Prescription   

Medication
	Dressers

Lamps

	Baby Needs
	Appliances

	Bottles
	Kitchen Items

	Diapers
	Household Items

	Portable Crib
	Stereo Equipment

	Work Needs
	Family Heirlooms

	Hand Tools
	Picture Albums

	Uniform
	Jewelry


 FORMCHECKBOX 

When directed through a “Protection Order” to help pick up children, officers may:

· Accompany the citizen to the residence/establishment where the children are being held.

· Indicate their presence to the person(s) in charge of the children.

· Inform the party(s) of the Protection Order and its provisions.

· Request the children be released to them.

NOTE: Officers shall not use force or threat of arrest to transfer property or custody of children.  Officers shall not assist in a transfer of residence or children if it cannot be done with the cooperation of both parties.  If the party is unwilling to relinquish possession of property or children, refer the parties back to court.  A contempt action may begin, but there is no criminal violation of the protection order.
3.17
COMMAND STAFF / PIO NOTIFICATION/ MANDATORY
In the event of the following occurrences, the Command Duty Officer will be notified via voice mail by calling #257-8522.

· Shots fired, officer involved

· Serious injury to an officer or civilian employee

· Serious injury to another as a result of a police action

· Hostage situation or a barricaded subject

· Homicide or a questionable suicide

· Kidnapping or a missing child when foul play is suspected

· Mass arrests in single or related incident

· Major activity of another law enforcement agency in our City of Everett

· Bomb threat to a City owned facility

· Demonstrations or labor disputes

· Sabotage of a public utility

· Unusual occurrences, to include:  major fire, widespread utility outage, significant damage from manmade or natural causes

· Any death which occurs as a result of an accident

· A mutual aid request or response involving the call out of personnel; i.e., the Tactical Unit, Dive Team, etc.

· Any circumstance which, in the opinion of the Shift Lieutenant or On Duty Lieutenant (ODO), needs to be brought to the attention of the Command Staff; i.e., arrests or injury accidents involving City officials, criminal complaints or arrests involving officers or civilian employees.

· Any incident that will likely result in media attention to the department or city.

Note:  Normally the Shift Lieutenant will contact the Command Duty Officer, but this function will fall to the On Duty Lieutenant in the Shift Lieutenant’s absence.
3.18
COUNTERFEITING
The U. S. Treasury Department, Secret Service Division, maintains enforcement authority over the counterfeiting of U. S. currency notes as well as some other counterfeiting activities.  The shift supervisor should be notified in currency counterfeiting cases in order to coordinate with the Secret Service.

CHECKLIST:

 FORMCHECKBOX 

The supervisor should respond to the scene if requested by the on-scene officer.

 FORMCHECKBOX 

Examine the currency note to ascertain or confirm it is counterfeit.

 FORMCHECKBOX 

Notify the U. S. Secret Service and determine if they wish to respond.

 FORMCHECKBOX 

Obtain statements from victim(s) and witness(s) and get a complete description of the suspect and any accomplices.

 FORMCHECKBOX 

Protect the U. S. Treasury note from further contamination by securing it in a plastic bag or sheet protector.

 FORMCHECKBOX 

If U. S. Secret Service does not respond, ensure note is properly impounded and report is submitted.  Once report is received in Investigations, a copy will be sent to Secret Service and the bill(s) will be turned over to that agency for investigation.

NOTE: See RCW 9A.60.020 Forgery

3.19 CRIME PREVENTION CAMERAS
Guidelines

The Crime Prevention Camera locations are selected as those identified with continuing crime problems. The cameras are positioned in public areas with the prime consideration not to violate the standard of “reasonable expectation of privacy ” to the community and will be positioned limiting views of residential housing.

All personnel operating the camera system are required to adhere with the Crime Prevention Camera Guidelines and receive training in operating the monitoring equipment.

Video Recording

· The monitoring station has the ability to video record utilizing both standard and time-lapse video recorders. Recording of events will fall into one of two categories; short term recording of specific, in progress crimes, and long term recording to document specific crime trends or anticipated criminal activity within the camera zones.

· Personnel operating the cameras will only use the video recording equipment to document specific criminal activity as the operator is viewing it.  A bank of blank videotapes, numerically numbered, will be at the monitoring console. If a tape is used, the operator will log out the tape and if criminal activity is recorded, the videotape made will be processed as an item of evidence and will be handled according to Departmental Policy. The tape will be returned to the video bank if no activity is recorded.

· Camera control operators will not monitor or record individuals based solely on the characteristics of race, gender, ethnicity, sexual orientation, disability or other classifications protected by law. Operators will not attempt to view activity inside private residences or buildings where an expectation of privacy exists.

· Crime Prevention Camera Areas will be posted; the Police Department may monitor indicating the area.

3.20
DEATH INVESTIGATIONS
Any time a body is discovered it should be approached as a homicide until proven otherwise.  Caution at the scene must be used in the event that processing of that scene becomes necessary.  When in doubt, contact your supervisor so that he may confer with the detectives.

CHECKLIST:
The two things police officers need to be concerned about are:
 FORMCHECKBOX 

Was the death natural?

 FORMCHECKBOX 

Was the death attended by a physician (physician was actually on-scene at the moment of death)?

If the death was both natural and attended by a physician, no police involvement is required.

If the death seems natural, but was unattended:

 FORMCHECKBOX 

Gather as much information about the victim and the situation as possible: name, age, physician’s name and what you see at the scene, such as medications and condition of the body

 FORMCHECKBOX 

Call the Medical Examiner’s Office and give them the information.  They can sometimes make an assessment over the phone

 FORMCHECKBOX 

If they decide that the death was natural, they will not respond to the scene and will release the body to you.  In this case, they will issue you an NJA number (no jurisdiction assumed); this is their number under which they will write the reasons they released the body without investigation. This number should be included in the body of your report, but does not take the place of your own case number.

 FORMCHECKBOX 

You are now free to write your report and release the body to the family.  The family is responsible for making arrangements with a funeral home to pick up the body.  You may be asked to stay and assist or call a chaplain

If there is some suspicion surrounding the death or if it is a suicide:

· Treat this scene as a crime scene.

· Set a perimeter.

· Contact the Medical Examiner’s Office and a Persons Crime detective.

· They will decide where the investigation goes.

· Do not remove identification from the victim.

· The ME will take custody of identification and the suicide note if there is one.

3.21
LAW ENFORCEMENT-INVOLVED FATAL OR SERIOUS INJURY INCIDENTS: Patrol Supervisor’s Checklist
Law Enforcement-Involved Fatal or Serious Injury Incident:  An incident involving police contact in which a death or serious injury to a person or persons, either civilian or law enforcement, occurs. This includes but is not limited to incidents involving physical, chemical, or electronic force; force by impact weapon or firearm; vehicular collision or in-custody detention.  

Subject officer:  A law enforcement officer(s) whose act directly resulted in or is reasonably believed to be a “proximate cause” of a fatal or serious injury to another person; or a law enforcement officer performing official duties who sustains serious injury or is killed by another.

Investigator(s): Refers to either detectives from the Snohomish County Multiple Agency Response Team (SMART – Refer to Procedures Section 22) or any other detectives responsible for the investigation of the incident. 
CHECKLIST:

Life saving efforts or emergent medical needs are first priority and shall be rendered as safely as possible. Once emergency life savings measures have been provided, ensure the scene and persons involved in the incident are sufficiently controlled. Take the following steps:

 FORMCHECKBOX 

1. If any injured person(s), either civilian or law enforcement, are going to be transported from the scene to a medical facility, assign an uninvolved officer to ride in the ambulance with the injured person(s) if possible or have an officer respond immediately to be present at the medical facility.


Considerations are as follows:

· Recording of spontaneous and other unsolicited statements

· Recovery, securing, and protecting physical evidence

· Maintaining custody of an arrestee

· Identifying medical personnel who spend time with injured person(s)

· Provide a source of information to medical personnel

 FORMCHECKBOX 

2. Identify and secure all scenes (original felony, escape/chase route, fatal scene, collision scene, suspect vehicle, officer’s vehicle, hospital, etc.) with generous perimeters. Prevent scene contamination. Adjust boundaries outward as necessary.

 FORMCHECKBOX 

3. Identify an outer perimeter for each scene. Ensure that the perimeter is sufficient enough to cover the entire area that was involved in the incident, to include adequate space beyond. Then establish an inner perimeter surrounding the actual scene of occurrence.

 FORMCHECKBOX 

4. Secure the now protected area by assigning personnel to enforce a visible perimeter established with crime scene tape. Establish an entrance/exit point and assign an officer to that location to begin and maintain a crime scene log.  Also record the names and contact information for every person who was in the scene prior to it being secured.

 FORMCHECKBOX 

5. Remove any unnecessary personnel or citizens from within the perimeter. Limit entry into scene(s) to the absolute minimum. Only those that have a necessary and legitimate need to enter the scene should be allowed access.

 FORMCHECKBOX 

6. Identify and separate the subject/witness officer(s) involved. Ask subject officer(s) only public safety/scene management questions, such as:

· Are you OK? Are you injured? 

· Is there anyone else injured?

· Are there any outstanding suspects unaccounted for or have left the area? If so, ask for a suspect description

 FORMCHECKBOX 


     7. The subject officer(s) shall be informed of the right to immediate access 

to the following:

· The Association attorney and/or personal attorney 

· Spouse, significant other or immediate family member

· Clergy of choosing or police chaplain

· Department psychologist or personal counselor

· Department peer support


     The subject officer(s) will not be required to submit a written report until a 

      later time.

 FORMCHECKBOX 

8. Take steps to make notifications per department procedures (ODO, CDO). The sector lieutenant/ODO should respond immediately to incident location to assess and assist with required protocols. Consult with SMART Commander regarding possible callout of SMART Team. In the event that SMART does not respond, contact the department Major Crimes Unit supervisor(s) to initiate a callout. Notify the responding investigative supervisor of any concerns that need immediate attention (anything emergent that cannot wait until investigators arrive) and seek guidance if necessary. Be cautious of radio transmissions. Use of cellular equipment is preferred.

 FORMCHECKBOX 

9. Subject officer(s) with gun(s) in possession:

a. If a subject officer still has possession of a weapon he/she used in the incident it is acceptable for the subject officer to maintain custody and control of the weapon on his person during the initial stages of the investigation, as long as an uninvolved officer/investigator is assigned to stay with the subject officer to insure it is not altered. Detectives conducting the investigation will collect the subject officer’s weapon after the subject officer’s outer appearance and condition of the weapon have been properly documented.  

b. If for any reason, the responding supervisor/officer determines the need to take possession of a subject officer’s weapon or instrument prior to investigators arrival on scene, its condition should be documented and photographed prior to being removed from the subject officer. Proper evidence handling techniques should be utilized and although it is preferred that the weapon not be altered in any manner, any changes to its condition once it is removed from the subject officer should be documented.  Make note of when it was collected and who it was collected from. Document the weapon’s general description and condition, the appearance and location of any trace evidence adhering to it and where the weapon or instrument was first observed by the supervising officer. The weapon should be secured in a location that cannot be accessed by anyone until the investigators arrive. The subject officer should be issued a new weapon at the same time, or as quickly as possible, by authorized department personnel.

c. “Long weapons” involved in an incident and still in the subject officer’s possession should be secured in a vehicle at the scene.  In the event a long gun is located on the ground or a location separate from the subject officer, it would be preferable to leave it in the original location if it can be maintained safely and securely by personnel until investigators arrive. If prohibited by manpower and/or security concerns, the long weapon should be secured in a vehicle at the scene. The previously described documentation, photograph and collection procedures should be adhered to if possible. The collected long weapon shall be transferred to an investigator upon their arrival on scene.              

 FORMCHECKBOX 

10. Whenever possible, subject and witness officers who were present at the scene at the time of the incident should be separated from one another as soon as practical. The subject officer(s) should be relieved of their duties at the scene as promptly as possible and taken to the nearest police or sheriff station/precinct unless directed otherwise by investigators. Officers not involved in the incident shall be assigned to accompany the subject officer(s), either in a group or individually. Witness officers should remain at the scene to brief investigators. If a witness officer is impacted by the event to such an extent that it would be better to remove the officer from the scene, then the removal protocol noted above should be followed.

 FORMCHECKBOX 

11. Circumstances may prohibit the prompt removal of witnesses or the subject officer(s) from the scene.  If this occurs, then the subject officer should be given first priority for removal as soon as practical.

 FORMCHECKBOX 

12. The subject officer(s) should not discuss any details of the case with other involved, witness, or sequestering officers.
 FORMCHECKBOX 

13. Identify as many civilian witnesses as possible and ensure they are secured separately to await interviews. If feasible, have officers canvass the surrounding area to identify possible witnesses. Obtain statements from all civilian witnesses.
 FORMCHECKBOX 

14. Be prepared to brief investigators with any information you have when they arrive on scene. Be sure to advise investigators of anything that requires immediate attention or that altered the scene(s).   

 FORMCHECKBOX 

15. Remain on scene as an Everett Police supervisory liaison to the investigators until relieved of this responsibility.
NOTE: The involved officer(s) written report will not be required until a minimum of 24 hours have lapsed. The officer may consult with legal counsel prior to completing a report.
3.22
DRUG LAB/ MANUFACTURING
Patrol units may discover drug-manufacturing facilities (labs) during normal police duties.  These labs are very dangerous due to explosive capabilities and hazardous chemicals.  The preservation of public health takes precedence over enforcement of these labs.  Labs should be treated as Haz-Mat situations until the danger is neutralized.

CHECKLIST:
 FORMCHECKBOX 

Secure the perimeter by cordoning off the area with tape and officers.  If possible, evacuate location and surrounding areas.

 FORMCHECKBOX 

Contact dispatch and request a Fire Department Haz-Mat Unit respond immediately.

 FORMCHECKBOX 

Contact the sector sergeant and lieutenant to describe the circumstances and any need for additional personnel.

 FORMCHECKBOX 

Contact the Narcotics Unit supervisor and request a response.

 FORMCHECKBOX 

Report to Fire Incident Command Post for liaison with fire personnel.

 FORMCHECKBOX 

Avoid contamination of police, witnesses and equipment, as much as possible. (Tyvek suits should be utilized for protection.)

 FORMCHECKBOX 

Suspects should be transported in one vehicle if possible to avoid  multiple vehicle/officer contamination.  Officers shall have all suspects decontaminated prior to transporting from the scene. 
 FORMCHECKBOX 

Limit ingress and egress to only essential personnel.

 FORMCHECKBOX 

Assist with relief assistance if necessary for those evacuated (VOA, Red Cross, etc.).

 FORMCHECKBOX 

Seize buildings for search and decontamination.

 FORMCHECKBOX 

Arrange with Snohomish County Corrections for booking of suspects after decontamination.

 FORMCHECKBOX 

Arrange for decontamination of police personnel, clothing and equipment (Note: the Fire Department has this capability). 

NOTE: The State Patrol will be contacted to dismantle the drug lab.

3.23
DRUG INVESTIGATIONS
“Field” officers may make drug investigations as a result of, but not limited to, traffic stops, field interrogations, citizen information and personal observation.  These types of investigations are within the scope of duties of a field officer.

CHECKLIST:

 FORMCHECKBOX 

Involvement in any drug investigation which will take an officer “out of service” for an extended period of time must be initiated only with the approval of a supervisor or, in his/her absence, the approval of the sector lieutenant. 

 FORMCHECKBOX 

Upon receiving permission for this type of investigation the Drug Unit supervisor or a member of the unit, should be contacted to determine if the incident being investigated ties in with any on-going investigation.

 FORMCHECKBOX 

In the absence of approval by the supervisor or sector lieutenant, the Drug Unit must be notified and that unit will assume the responsibility for further investigation.

 FORMCHECKBOX 

On occasion, circumstances that warrant an initial inquiry will change during a field drug investigation.  When it becomes apparent that a time consuming investigation must be made, the field officer, unless otherwise directed by the supervisor, must end the involvement at a point which will not impair the investigation, and must submit all information to the drug unit.

 FORMCHECKBOX 

All drug investigations incident reports should be routed through the Drug Unit, after the Records Division, for proper distribution.

3.24 DISCHARGE OF FIREARM BY OFFICER: NO DEATH OR INJURY
CHECKLIST:
 FORMCHECKBOX 

The patrol officer must notify the patrol supervisor whenever a firearm is discharged. The patrol supervisor shall respond to the scene whenever an officer discharges a firearm for any reason.

 FORMCHECKBOX 

The patrol supervisor shall contact the duty lieutenant as soon as possible explaining the circumstances of the discharge.  (The duty lieutenant shall notify the Command Staff immediately).

 FORMCHECKBOX 

Secure the scene and search for any possible injuries and locations of projectile impact.

 FORMCHECKBOX 

If appropriate, contact the crime scene investigators to assist in determining projectile trajectories and impact. Every effort must be made to account for each discharged round.

 FORMCHECKBOX 

Obtain statements from witnesses, if appropriate.

 FORMCHECKBOX 

Involved officers will complete an incident report.

 FORMCHECKBOX 

The involved officer’s immediate supervisor will initiate a Supervisor’s Use of Force or Pursuit Review and forward it up the chain of command.

Reports must be completed prior to the securing of duty status by officers involved.

3.25 
DUI INVESTIGATION / ALCOHOL AND DRUG IMPAIRED TRAFFIC OFFENDERS
The following steps are to be followed when making a DUI arrest:

CHECKLIST:

 FORMCHECKBOX 

Observations of the impaired driving are probable cause for a stop.

 FORMCHECKBOX 

Stop and contact the driver in a safe location.

 FORMCHECKBOX 

Assess the possibility of intoxication.

 FORMCHECKBOX 

Conduct “pre-exit” sobriety tests as deemed necessary.

 FORMCHECKBOX 

Conduct standardized field sobriety tests outside of the vehicle in a safe location and note performance by the driver on each test to support a D.U.I. charge.  At a minimum, officers shall use the State-Approved Sobriety Tests (Walk-and-Turn, One-Leg Stand, and HGN).

NOTE:  Officers should not administer FST’s at the police station because doing so could create issues regarding voluntariness of the tests and/or whether the violator was “in custody” at the time of the tests.  If it is not safe to administer the tests at the scene, document in the report why tests were not done and why there was sufficient PC for arrest without the tests.

 FORMCHECKBOX 

If trained in the Preliminary Breath Test instrument, administer the PBT in accordance with Training Bulleting 2003-15.

 FORMCHECKBOX 

If from field observations, FST’s and/or PBT results the officer has PC that the person was driving under the influence of intoxicating liquor and/or had an alcohol concentration of 0.08 or higher, advise the person that he/she is under arrest.

 FORMCHECKBOX 

If the person does not exhibit being under the influence of intoxicating liquor and/or the PBT result is 0.00, but the person does appear to be under the influence of a drug, consider requesting as Drug Recognition Expert (DRE) for further testing and evaluation.  DRE’s are available by contacting on-duty, trained Everett Police DRE’s, SNOPAC or the WSP Dispatch Center.  If following this further testing the officer has PC that the person was driving under the influence of a drug, advise the person that he/she is under arrest.

 FORMCHECKBOX 

Take the violator into custody.

 FORMCHECKBOX 

If a child under 13 years of age is in the vehicle that was being driven by the DUI driver, ascertain whether or not the arrestee is the child’s parent, guardian or legal custodian.  If so, promptly notify CPS.  In addition, determine whether or not there is a responsible person or an agency having the right to physical custody of the child that can be contacted to safely take custody of the child.

 FORMCHECKBOX 

Upon arrest, handcuff and search the violator prior to placing in the patrol unit.

 FORMCHECKBOX 

Take photographs to support subsequent prosecution, such as photographs of the car, things in the car (beer/bottles), the accident, etc.

 FORMCHECKBOX 

Advise the violator of Miranda warnings from the department-issued card.  Washington law requires that an arrested person must, as soon as practicable after arrest, be advised of the right to a lawyer.  Read the warning immediately after arrest instead of waiting until arrival at the station.

 FORMCHECKBOX 

Follow impound procedures for the vehicle.  Even though officers have authority to impound a DUI driver’s car, the officer must show that the decision to impound was reasonable under the circumstances.

 FORMCHECKBOX 

Note all “spontaneous utterances” for inclusion in the report.

 FORMCHECKBOX 

Transport violator to the station for administration of a breath test. Use the clock on the Datamaster for observation period.

 FORMCHECKBOX 

Once transported to the station, re-advise the violator of his/her constitutional rights and implied consent warnings as written in the WSP DUI Packet. Note any questions the violator may have about the warnings.

 FORMCHECKBOX 

If the violator refuses to sign the Rights form and/or Implied Consent Warnings, document the refusal in your report.  Write “REFUSED” where the signature is required.

 FORMCHECKBOX 

Provide access to public defender by phone if requested.  The phone number is located on the wall by the BAC machine.

 FORMCHECKBOX 

Administer the breath test.

 FORMCHECKBOX 

Punch the License (Washington State License only) if the suspect provides a breath sample at or above the state accepted threshold.

 FORMCHECKBOX 

Fill out and issue the “Drivers Hearing Request Information” form prior to release.

 FORMCHECKBOX 

In case of booking, write, “booked” in the signature line of the citation for the defendant and leave with the booking officer at the jail.
 FORMCHECKBOX 

Offering Blood Tests instead of BAC Test:  Qualified medical personnel may draw blood when:

· The violator is incapable due to physical injury, physical incapacity, or other physical limitation, of providing a breath sample; or

· The violator is being treated in a hospital, clinic, doctor’s office, emergency medical vehicle, ambulance, or other similar facility where a breath-testing instrument is not available; or

· The office has reasonable grounds to believe that the violator is under the influence of a drug.

Physicians, registered nurses, licensed practical nurses, nursing assistants, physician assistants, emergency medical technicians, health care assistants, and technicians trained in withdrawing blood are all “qualified medical personnel”.  Read the implied consent for blood when offering the blood test instead of the BAC test.

 FORMCHECKBOX 

Mandatory Blood Test (see also Section 3.07):  Blood shall be taken from a driver arrested for any one of the following:

· Vehicular Homicide

· Vehicular Assault

· D.U.I., and the arrest results from a collision in which there has been serious bodily injury to another person

· D.U.I., and the driver is unconscious
Under these circumstances, the officer can take the driver’s blood without his/her consent, however the “Special Evidence Warning” must be read to the driver whether he/she is conscious or not. 
 FORMCHECKBOX 

It is strongly recommended that if a violator has a BAC level higher than 0.25 the test be re-administered ½ hour later.  If the violators BAC level is continuing to rise, the officer shall transport the violator to a hospital for treatment.

 FORMCHECKBOX 

Complete the DUI packet.

 FORMCHECKBOX 

Charging Considerations:

· D.U.I. is a FELONY if the violator has 4 or more prior offenses in the previous 10 years.  A “prior offense” includes a conviction for D.U.I. or a Physical Control, a successfully completed deferred prosecution, and any conviction for Negligent Driving 1st Degree, Reckless Driving, or Reckless Endangerment where the charge was initially filed as DUI/Physical Control.

· If there is doubt about PC for a felony D.U.I., the officer’s supervisor should contact the city prosecuting attorney.

· If there is not PC for a felony D.U.I., issue a citation, including the BAC record of breath or refusal and a copy of the test and complete the affidavit of breath test/refusal.

· If there is not PC for either felony or misdemeanor D.U.I., the officer should consider whether there is PC to charge either Negligent Driving First Degree (RCW 46.61.5249) or Driver Under 21 consuming Alcohol (RCW 46.61.503).  Note: If the driver is under 21 and there is PC for D.U.I., the correct charge is D.U.I.  Officers should charge Driver Under 21 Consuming Alcohol only if there is no PC for D.U.I.

 FORMCHECKBOX 

Incident Report:

· Describe in detail the basis for the stop, physical observations about the driver, his/her actions (e.g. how long it took to get out his/her license), observations about the car (e.g. beer bottles inside), and passenger information, including age.

· List all witnesses to the crime, including firefighters/medical personnel by name, anyone with whom the driver may have had contact before the stop/crash, anyone who can put the driver behind the wheel, and anyone who can describe other aspects of the crime such as the driving or conduct/actions after the stop.  If a 911 caller reported the driving, include contact information for that person.

· Include a copy of BAC card of the officer who administered the breath test.

NOTE: In all cases, officers must establish independent PC for alcohol and drug intoxication prior to blood being drawn. Officers must be able to articulate the reason for drawing blood. 

 3.26
FIRE RESPONSE
The Everett Fire Department has responsibility for fires to include arson investigations.  The Everett Police Department’s function is traffic and crowd control.  If the fire results in a major injury or death, a call-out of the Crimes Against Persons Unit may be appropriate.

CHECKLIST:

 FORMCHECKBOX 

Traffic control should be initiated to divert traffic from the fire scene and protect fire personnel and equipment.

 FORMCHECKBOX 

Supervisor should report to the Fire Incident Command Post (ICP) to liaison with fire supervisory personnel.

 FORMCHECKBOX 

Police may assist with the evacuation of people in the area of the fire, but shall not enter a burning building.

 FORMCHECKBOX 

Notify the your supervisor of the extent of the fire, any injury or death resulting from the fire, and the need for additional personnel.  (The senior supervisor will make command notification if appropriate.)

 FORMCHECKBOX 

Assist with the relief assistance of those affected if appropriate (VOA, Red Cross, chaplain, etc.).

 FORMCHECKBOX 

If the fire is determined to be an arson, treat the area as a crime scene and act accordingly.  On all fires thought to be arson, the police officer on scene will complete an initial report.
Request for Assistance 

The Everett Fire Department may request assistance at the scene of a fire.

· The officer assigned to area where the fire is occurring will respond as requested.  Unless already directed, the officer will meet with Fire Command to determine the needed assistance.

· The sergeant will respond to the scene of the fire to meet with Fire Command.

· The sergeant will coordinate assistance needs at the scene with Fire Command and will apprise the watch commander of details.

· If the fire demands long-term operations, rotation of personnel must be considered (over 2 hours).

· The sergeant will make necessary changes in personnel assignments to assure scene security or evacuation is accomplished.
Burning Buildings

Everett Police Officers shall not enter a burning building.  Properly equipped fire personnel will search for victims in any burning building.
Primary police duties at the scene of a fire include, but are not limited to:

· Scene containment

· Traffic control

· Direction of incoming fire units

· Gather information about the residence or building

· Number of residents

· Floor plans, etc.

· Removal of blocking vehicles

· Evacuation of nearby structures

Medical Response

The need occasionally arises for an AirEvac on the scene of a life-threatening incident.  

· The Incident Commander of the Fire Department makes requests for this service.

· Fire personnel, at the direction of their Incident Commander, will determine the location of the landing zone.

· Police officers may be required to assist with the landing zone security. 

3.27 FIREWORKS DISPOSAL
To more efficiently dispose of smaller fireworks, the Everett Police Department has placed a 55-gallon barrel at the service center.  This barrel is located near the cabinet containing flares and fuel storage and is clearly marked “Police Fireworks.”

This 55-gallon barrel is half full with diesel fuel.  On the top of the barrel is a metal ring that is secured by a lock.  Officers can access this barrel by using an ADA1 key.

Fireworks are not to be impounded as evidence.  The following procedure will apply when disposing of small fireworks:

CHECKLIST:

 FORMCHECKBOX 

Photograph the fireworks that are intended to be used for prosecution.

 FORMCHECKBOX 

Unlock the metal ring that secures the barrel top and place the fireworks into the inner plastic barrel.

 FORMCHECKBOX 

After all the fireworks have been placed inside the inner barrel, secure the top back on the barrel using the metal ring and lock.

 FORMCHECKBOX 

Officers will not place any large fireworks into the 55-gallon barrel.

 FORMCHECKBOX 

An example of large illegal explosive devices would be M-80, M-100, or larger. An M-80 is approximately 1.5” in length.

· In the event charges are to be filed, officers will photograph these larger items.

· A member of the Interagency Bomb Team must then be contacted to determine if the items need to be transported to the approved storage facility or be destroyed by the Bomb Technician.

 FORMCHECKBOX 

Any device that is homemade, commonly called an improvised explosive device, is not to be transported or handled by anyone other than a bomb technician. These devices are commonly seen as tennis balls, homemade M-80’s or larger, pop cans with fuses, or whatever can be imagined. They are very unstable, usually constructed with flash powder, and sensitive to a variety of stimuli. These devices require that a bomb technician be contacted.

3.28
FORGERIES
CHECKLIST:

 FORMCHECKBOX 

Responding officers are not required to complete an Incident Report. 
 FORMCHECKBOX 

The Everett Police Department has developed a “Forgery Packet.”  This packet is to be completed by those who were involved in the acceptance of the check.

 FORMCHECKBOX 

Forgery packets are to be used to report the crime of forgery, if the forged document was accepted inside the city limits of Everett.

 FORMCHECKBOX 

If you’re talking to a complainant who indicates their checks were stolen and are now being forged, DO NOT give them a check packet.  Take a theft report if the theft occurred in the city of Everett. 
HOT FORGERIES  (Forgeries in progress)

CHECKLIST:

 FORMCHECKBOX 

If a forgery is in progress, officers will respond.

 FORMCHECKBOX 

Take the suspect into custody.

 FORMCHECKBOX 

Attempt to contact the “account holder,” and, if possible, have them sign an affidavit of forgery

 FORMCHECKBOX 

Confirm P/C (i.e. suspect presented stolen check, stolen credit card, or other falsified document).

 FORMCHECKBOX 

Get statements from the teller, clerk and witness.

 FORMCHECKBOX 

Get a statement from the suspect, if possible.

 FORMCHECKBOX 

Make photocopies of forged documents (i.e. checks, receipts for credit cards etc.) to include with the report.

 FORMCHECKBOX 

Impound original document (i.e. check, stolen credit card etc.). 

 FORMCHECKBOX 

Impound bank or store surveillance tape, if available.  If not, place a “hold” for detectives (speaking with bank or store manager usually does this).

3.29
FUGITIVE FROM JUSTICE
The state of Washington does not honor warrants from other states, but does recognize their existence and the probable cause under which they were issued.  In lieu of this, suspects contacted in Washington who have an out-of-state warrant are booked under a “fugitive from justice” charge in order to hold and extradite them to the state that issued the warrant.

 FORMCHECKBOX 

When you get an out-of-state warrant hit on a suspect, place that person under arrest for the charge of “fugitive from justice.”

 FORMCHECKBOX 

Transport to the jail.

 FORMCHECKBOX 

This is a probable cause booking and will require a PC statement in the COTS computer.

 FORMCHECKBOX 

The PC should not address the crime that the warrant is based on, but merely your involvement with the suspect. You should cover the basis of your initial contact with him through to the point of finding out who he was and running a warrants check.  The legality of this “Terry” stop or whatever the situation was is all you are concerned with.  This is not actual PC for arrest and no elements of a crime need to be satisfied.

3.30
HARBOR PATROL UNIT
The purpose of the Harbor Patrol Unit is to assist the boating public within the jurisdiction of the City of Everett waterways and to enforce all applicable marine law as well as city ordinances.

The Harbor Patrol Unit is under the supervision of the Operations Bureau.  All inquiries regarding the Unit shall be directed to the Special Operations Lieutenant.

Proper usage of the Harbor Patrol Vessel is limited to the following:

 FORMCHECKBOX 

Authorized regular weekend/holiday patrol of waterways within the municipal boundaries and jurisdiction of the City of Everett.  Such patrols will generally commence with the Memorial Day weekend and conclude at the end of the Labor Day weekend, or at the discretion of the Chief of Police or his designee.

 FORMCHECKBOX 

To support the Dive Team and/or Harbor Unit training as required

 FORMCHECKBOX 

Emergency call-out for response to boating or other on-the-water emergencies within the City of Everett  

· The Special Operations Lieutenant will be notified of any call-out of either the Harbor Patrol or the Dive Team.

 FORMCHECKBOX 

Emergency call-out for mutual aid or backup assistance to other agencies

 FORMCHECKBOX 

For ceremonial purposes as directed by the Chief of Police 

3.31
HATE CRIMES INVESTIGATIONS
Whenever any member of this department receives a report of a suspected hate crime or other acts or threats of violence, property damage, harassment, intimidation or other crimes motivated by hate and bias, a complete and thorough investigation will be conducted.

CHECKLIST:
 FORMCHECKBOX 

Officer(s) will be promptly assigned to contact the victim, witness or reporting party to investigate the matter further as circumstances may dictate.

 FORMCHECKBOX 

A supervisor should be notified of the circumstances as soon as practical.

 FORMCHECKBOX 

Once the situation has been stabilized, the assigned officer(s) will take all reasonable steps to preserve available evidence that may tend to establish that a hate crime was involved.

 FORMCHECKBOX 

The assigned officer(s) will interview available witnesses, victims and others to determine what circumstances, if any, indicate that the situation may involve a hate crime.

 FORMCHECKBOX 

Depending on the situation, the assigned officer(s) or supervisor may request additional assistance from detectives or other resources to further the investigation.

 FORMCHECKBOX 

The assigned officer(s) will include all available evidence indicating the likelihood of a hate crime in the relevant report(s) and will clearly mark the “Hate/Bias” box located in the data field of the incident report form. Absent prior approval of a supervisor, the report will be completed and submitted by the assigned officer(s) before the end of the shift.

 FORMCHECKBOX 

The assigned officer(s) and supervisor should take reasonable steps to ensure that any such situation does not escalate further.

 FORMCHECKBOX 

If a case is assigned to the Investigations Unit, the assigned detective will coordinate further investigation with the prosecutor and/or other appropriate law enforcement agencies as required, and maintain contact with the victim(s) and other involved individuals as needed.
3.32
HAZARDOUS MATERIALS
The Everett Fire Department is responsible for hazardous materials incidents. It is the policy of the Everett Police Department to cooperate with them in the containment and control of these incidents.  This cooperation shall include, but is not limited to: 

CHECKLIST:

 FORMCHECKBOX 

Recognition of a hazardous materials incident involving dangerous, or possibly dangerous amounts of toxic substances

 FORMCHECKBOX 

Communication of this hazard to the proper authorities

 FORMCHECKBOX 

Establishment and control of a perimeter line around the site

 FORMCHECKBOX 

Provision of a Police Department supervisor to the Fire Department HAZ MAT Command Post.

 FORMCHECKBOX 

Assistance to the Fire Department in necessary evacuation

 FORMCHECKBOX 

Notification of Command Staff and department HAZ MAT representative of any HAZ MAT incident 

RADIOACTIVE MATERIAL:

 FORMCHECKBOX 

Officers should not attempt to handle the situation independently.

 FORMCHECKBOX 

Notify Police Department HAZ MAT representative.

 FORMCHECKBOX 

Notify the Snohomish County Department of Emergency Management through Snopac.

3.33
HAZARDOUS MATERIAL INCIDENTS
The Everett Fire Department is responsible for hazardous material control and containment in the city, while the Washington State Patrol has the responsibility on the state highways.  The Everett Police Department is responsible for crowd and traffic control, as well as evacuation of affected areas.  Be aware that very dangerous substances are routinely transported by road and rail, and respond accordingly.  Police will often be the first on the scene and must make every attempt to guard their safety as well as that of the public.

CHECKLIST:
 FORMCHECKBOX 

Fire dispatch should be notified immediately in any situation involving possibly hazardous materials.

 FORMCHECKBOX 

The patrol supervisor should respond to the Fire ICP for liaison.

 FORMCHECKBOX 

If possible, attempt to safely obtain the placard number off the container and refer to the Emergency Response Guidebook for special instructions.

 FORMCHECKBOX 

Begin evacuation a minimum of 1/2 mile downwind and 1/4 upwind of the substance if it is determined to be hazardous.  (Note: the guidebook may recommend more or less than this when the substance is fully identified.)

 FORMCHECKBOX 

Contact the duty lieutenant and report the nature of the spill and any need for more personnel or equipment.  (The duty lieutenant will contact the Command Staff and establish Command Post if necessary.)

 FORMCHECKBOX 

Assign personnel to traffic control, site containment, evacuation, etc. as they arrive.

 FORMCHECKBOX 

Arrange for relief assistance if needed for evacuees (VOA, Red Cross, etc.).

 FORMCHECKBOX 

Arrange for decontamination of people and equipment.

 FORMCHECKBOX 

Notify dispatch upon completion of the incident.

NOTE: Refer to Supervisor’s Unusual Occurrence checklist and the City of Everett Emergency Operations Plan.

3.34
HAZARDOUS ROAD CONDITIONS
When officers encounter hazardous road conditions requiring the attention of the street department, the officer will notify dispatch of the location and specifics of the problem.

CHECKLIST:

 FORMCHECKBOX 

During winter months, if the officer deems that a main thoroughfare requires attention due to snow or ice, the same procedure as above will be followed.  

3.35
HOSTAGE/ BARRICADED SUBJECT
Withheld per RCW 42.56.240(1): the non-disclosure of which is essential to effective law enforcement.
3.36
IDENTITY THEFT & IDENTITY THEFT VICTM’S NCIC PASSWORD FILE
IDENTITY THEFT

Identity Theft is the use of, or the intended use of, a person’s identifiers and/or financial information with intent to commit a crime.  Any officer who responds to an Identity Theft incident that occurred in Everett or where the victim (person or business) resides in Everett, will complete a police incident report entitled, “Identity Theft.”  The mere theft of an individual’s personal identifiers or financial information (example – theft of a wallet or purse) is not Identity Theft.  These reports should be titled as Theft, Burglary, Robbery, etc.

Officers are not to utilize a matter of record report form for any Identity Theft crime reports.

IDENTITY THEFT REPORT REQUIREMENTS:

· A person/business who believes that his/her financial information or means of identification has been illegally obtained, used, or disclosed to another to commit, aid or abet a crime, may file an incident report with law enforcement either in the jurisdiction where the person/business resides or in the jurisdiction where the crime occurred

· Law enforcement agency must create the report and provide the victim with a copy

· Law enforcement agency may refer the completed report to another agency

· Law enforcement agency is not required to assign the completed report for follow-up investigation

Taking a report is mandatory when the victim lives in Everett or when the crime occurred in Everett.  For purpose of Identity Theft, the victim can be a person (living or deceased) or place of business, depending on who owns the identification or financial information used.  If the victim requests a copy of the police report, he or she should be directed to the Records/Public Disclosure Unit.  The Records/Public Disclosure Unit will prioritize Identity Theft victim public records requests.

Although taking a report is mandatory as described above, normal police department protocols will determine whether or not the matter is assigned to a detective for follow-up investigation.

CHECKLIST:

 FORMCHECKBOX 

Create an incident report or follow-up report as noted below:

· If Identity Theft report already on file: Document the new identity theft information in a follow-up report to the original Identity Theft report

· If no Identity Theft report is on file: Draw a new case number and initiate an Identity Theft report

 FORMCHECKBOX 

Obtain the victim’s statement.

 FORMCHECKBOX 

Make sure account numbers are noted on victim statements or bank records.

 FORMCHECKBOX 

Obtain documentation on how and where victim’s identity and/or financial information were used.

 FORMCHECKBOX 

Obtain statements from bank tellers and other witnesses if possible.

 FORMCHECKBOX 

Obtain related bank information and/or other financial documentation.

 FORMCHECKBOX 

Attempt to secure any other related evidence, i.e. video surveillance tapes from banks, stores or other retail outlets.

 FORMCHECKBOX 

Recommend that the victim close any accounts that have been tampered with.

 FORMCHECKBOX 

Provide handouts on Identity Theft referring the victim to the three nationwide consumer reporting companies for a fraud alert and/or credit freeze.

· Equifax

· Experian

· TransUnion

 FORMCHECKBOX 

Direct the victim to the Records/Public Disclosure Unit for assistance if he/she requests a copy of the incident report.

IDENTITY THEFT VICTIM’S NCIC PASSWORD FILE – VICTIM REQUIREMENTS:

The National Crime Information Center (NCIC) Identity Theft File is a means for law enforcement to “flag” stolen identities so that imposters can be identified when they are encountered by law enforcement.  In order for a victim to qualify for entry into the NCIC Identity Theft File, a report taken by a law enforcement agency must meet the following three criteria:

1. Someone is using a means of identification belonging to the victim;

2. The identity of the victim is being used without the victim’s permission; and

3. The victim’s identity is being used or intended to be used to commit an unlawful activity

Further, in order for the Everett Police Department to enter a password into NCIC for a victim, the victim must meet the following criteria:  

4. Filed an Identity Theft report with the Everett Police Department.  Only the agency that takes the identity theft complaint may make an NCIC identity theft entry   
5. Signed an Identity Theft File Consent Document (located in Records)

6. Photo ID

If a victim meets all of the above criteria, they may be directed to the Everett Police Records Unit for assistance.  A victim will need to complete an Identity Theft File Packet (located in the Records Unit).  Upon completion of the packet, the Records Unit will enter the information into NCIC.  After this entry has been made, the Records Unit will forward a copy of the ID Theft File entry to the Financial Crimes Unit for review.  If the Financial Crimes Unit determines that the case is not actually an identity theft, they will notify the Records Unit and the entry will be removed from NCIC.

IDENTITY THEFT VICTIM’S NCIC PASSWORD FILE – PATROL PROCEDURE:
While in the field, officers conducting records checks on individuals may receive an Identity Theft Person “hit.”  Officers receiving these hits should do the following:

CHECKLIST:
 FORMCHECKBOX 

Re-contact the subject and ask him or her for their password

 FORMCHECKBOX 

If the subject recites the password as identified in the NCIC hit, then proceed with the original contact as usual

 FORMCHECKBOX 

If the subject is unable to recite a password, then the officer may detain that subject for a reasonable amount of time in order to attempt to confirm that person’s identity.  This may involve asking the subject other questions such as their last known address, age, arrest history, social security number, tattoos, etc.  The officer may obtain a photograph of the person or attempt to contact other subjects who may be able to verify the subject’s identity

 FORMCHECKBOX 

If the subject recites an incorrect password, the officer should take all reasonable steps to identify the subject they are detaining.  This includes attempting to contact the original identity theft victim or anyone else who may be able to identify the identity theft victim or the subject being detained

 FORMCHECKBOX 

Officers may not arrest a subject based solely upon the fact that the subject in question cannot provide a password or if he or she provides an incorrect password.  Officers must establish probable cause for a crime in order to arrest (i.e. Identity Theft, Obstructing, etc.)

 FORMCHECKBOX 

Officers will not broadcast passwords over the radio and should not allow anyone the opportunity to view the password information displayed on an in-car computer terminal from the back seat or from outside of the police vehicle

 FORMCHECKBOX 

See EPD Policy 9.25 Identity Theft Victim’s File/Password for further reference

3.37
INTRA-DEPARTMENT COMMUNICATION
The exchange of information is vital to the success of all operational division of the Everett Police Department.  Various methods will ensure this coordinated effort succeeds.  Exchanges of information will occur in the following manners to include, but not limited to:

· Patrol Recaps will be completed per established protocol.

· Investigative Reports i.e.:  R.I.B. bulletins will be distributed to all supervisory personnel to share vital regional information on crime trends and wanted subjects.

· Command Staff weekly meetings.
· Patrol Staff weekly meetings.
· Daily patrol shift briefings.

· Weekly Investigative meetings.

· Investigative personnel attending patrol briefings as needed.

· Electronic systems.

3.38
K‑9 APPLICATIONS
Withheld per RCW 42.56.240(1): the non-disclosure of which is essential to effective law enforcement.
3.39  K-9 APPLICATIONS NARCOTICS
The Everett Police Department has developed a narcotics K‑9 program presently consisting of one dog. The dog will be available as needed on duty hours and will be made available to all Snohomish County Law Enforcement Agencies. The Everett Police Department recognizes that the utilization of the Narcotics K‑9 is a valuable asset for Patrol Operations as well as Investigations Units and will make the dog available to this Department as well as for other agencies. The Checklist presented here is to be used during non‑scheduled work hours.

CHECKLIST:

 FORMCHECKBOX 

Outside agencies or supervisors requesting the Narcotics K‑9 Unit are to page the handler at 339‑0419.

 FORMCHECKBOX 

The Narcotics K‑9 handler will evaluate the request and contact the on duty sector lieutenant for authorization to use the dog.

 FORMCHECKBOX 

All requests for assistance will be evaluated for timeliness, case integrity and legal considerations.

 FORMCHECKBOX 

The Narcotics K‑9 handler will maintain a log of all calls for assistance and the result of these calls.

 FORMCHECKBOX 

The Narcotics K‑9 log will be submitted monthly to the K‑9 sergeant who will maintain them with the K‑9 records.

3.40
KIDNAPPING
A kidnapping or unlawful imprisonment that is cold and no suspect is on scene should be reported and handled in the same manner as any other crime with consideration to PC, evidence, etc.  If this crime is in progress and has become a hostage or barricaded subject situation, follow the guidelines set forth under HOSTAGE/ BARRICADED SUBJECT.
3.41
MAJOR INCIDENT CRIME SCENE
At all major incident crime scenes, the area supervisor is in charge of the scene, regardless of the presence of higher-ranking officials, unless otherwise relieved of that responsibility by the higher ranking official. 

Specialized Investigator

Upon the arrival of specialized investigators, the supervisor will relinquish control to the specialist but will provide any and all assistance as required.

Patrol Responsibilities

Officers responding to a major incident or crime scene will follow the procedure outline below: 

CHECKLIST:

 FORMCHECKBOX 

Secure the scene of potential danger.

 FORMCHECKBOX 

Render required first aid.

 FORMCHECKBOX 

Secure the area with crime scene tape.

 FORMCHECKBOX 

Avoid contamination of the scene.

 FORMCHECKBOX 

Start an incident log.  Record everyone’s name, and the time they entered and left the scene. 

 FORMCHECKBOX 

Restrict personnel movement to only those necessary inside the perimeter of the scene.

 FORMCHECKBOX 

Remain on scene until relieved by supervisor in charge, or specialized investigator.
3.41.1 MEDICAL MARIJUANA
Medical Marijuana as a Defense to Criminal Charges

A claim that marijuana possession is for medical use under state law is an affirmative defense to a criminal prosecution.  A “medical marijuana” defense does not negate probable cause, nor does it per se legalize an activity.  The “medical marijuana” defense assumes that all of the elements of the crime have been established, but that the person committing the crime is able to show by a preponderance of evidence that their conduct meets the requirements of state medical marijuana laws and is thus excused.

Key Elements of the Defense

The key elements of a medical marijuana defense are:

(1)  There is a qualifying patient;

(2) There is a designated provider; and

(3) The amount is allowable.

Enforcement

Although “medical marijuana” is considered an affirmative defense and probable cause is not affected, the law also states that any person meeting the requirements of the Medical Use of Marijuana Act “shall not be penalized in any manner, or denied any right or privilege” for their actions.  As such, if an officer can reasonably conclude that the person with the marijuana is compliant with all requirements of the Medical Use of Marijuana Act, the officer will not take enforcement action; however, the officer will detail the contact in an informational report.
Asserting the Defense- Legal Limitations

· Dispensaries are illegal.


· The defense does not cover drug paraphernalia. Officers encountering a potential medical marijuana claim should use their discretion regarding citing for PDP.


· The defense is never available to a person who has used marijuana in a way that endangers a person through use of a motorized vehicle.

· Marijuana is illegal according to the federal government, even when used by state-authorized patients. Federal penalties for marijuana production and trafficking are not affected by state medical marijuana laws.

· Certain specific illnesses “qualify” a patient to use medical marijuana.  As of 2011, these illnesses include:

· Cancer, HIV, multiple sclerosis, epilepsy/other seizure disorder, spasticity disorders;

· Intractable pain (pain unrelieved by standard medical treatments and medications);

· Glaucoma;

· Crohn’s disease (with debilitating symptoms unrelieved by standard treatments or medications);

· Hepatitis C (with debilitating nausea or intractable pain unrelieved by standard treatments or medications); or

· Diseases, including anorexia, which result in nausea, vomiting, wasting, appetite loss, cramping, seizures, muscle spasms or spasticity (when these symptoms are unrelieved by standard treatments or medications).


· The 2011 law added numerous requirements to prescribing physicians.  Any suspicion of unprofessional conduct on the part of a physician should be reported to the EPD Legal Advisor for follow-up with the State licensing board.


· The 2011 law allowed qualifying patients to create and participate in Collective Gardens to produce medical marijuana/cannabis.  However, the gardens are banned in the City of Everett until July 2012.  If the ban is lifted sooner, EPD will be notified.  See Training Bulletin No. 2011-10 for additional detail regarding Collective Gardens.


Report, Citation & Booking Decision
· Any officer who contacts a person who claims a medical marijuana defense:

· MUST decline to take enforcement action, assuming the officer can reasonably conclude that the person with the marijuana is compliant with all requirements of the Medical Use of Marijuana Act

· MUST complete an incident report if the officer impounds the marijuana

· MAY book an arrested subject according to departmental booking policy (see Policy Section 12.1)

· Incident reports should:

· Thoroughly document any paperwork that supports the defense, especially the date of the doctor’s opinion or the qualifying patient’s designation of a provider, OR impound a copy of the paperwork.

· Document the amount of marijuana involved in the case


Notes:

· Officers should refrain from arresting any subject who was merely in the presence or vicinity of marijuana when the person who was in actual possession of the marijuana appears to be entitled to raise the medical use of marijuana defense at trial.  Officers should document the incident but refrain from taking the person in “constructive possession” into custody.
· Peace officers are exempt from civil liability for not seizing medical marijuana
CHECKLIST – QUALIFYING PATIENT

If an officer is told by a subject that he/she is a medical marijuana patient, the following steps should be taken:

 FORMCHECKBOX 

Request the required documentation, allowing the subject a reasonable opportunity to obtain and/or present the documentation.

 FORMCHECKBOX 

Check the documentation to make sure it’s either signed by a licensed Washington physician or it’s the patient’s actual pertinent medical records.

 FORMCHECKBOX 

Make sure the documentation states that the patient has been diagnosed by the physician as having a terminal or debilitating medical condition, that the patient was a Washington resident at the time of the diagnosis, that he/she has been advised by that physician about the risks and benefits of the medical use of marijuana/cannabis, and that the patient might benefit from the medical use of marijuana/cannabis.

 FORMCHECKBOX 

Get proof of ID if not already done.

 FORMCHECKBOX 

Determine and note in the incident report whether the quantity of the drug in the person’s possession, being grown or being delivered is in excess of the allowable maximum amount of 24 ounces of useable marijuana/cannabis and 15 plants.  If the officer encounters a marijuana/cannabis product that is not readily apparent to be useable marijuana/cannabis, contact the EPD Legal Advisor for assistance.  If the person is both a qualifying patient AND a designated provider, he/she may possess twice the amount, or 48 ounces of useable marijuana/cannabis and 30 plants.

 FORMCHECKBOX 

If a juvenile appears to be a qualifying patient, it is his/her parent or guardian who is responsible for determining the parameters of possession and/or deciding how much / often to use it.  If the medical marijuana defense is likely to be raised in a case against a juvenile, the parent or guardian should be interviewed.

CHECKLIST – DESIGNATED PROVIDER:

In order to be a designated provider, the person must:

 FORMCHECKBOX 

Be at least 18 years of age

 FORMCHECKBOX 

Be designated in writing by a qualifying patient to serve as a provider

 FORMCHECKBOX 

Not consume the drug

 FORMCHECKBOX 

Not provide the drug to more than one qualifying patient at a time.  This means a one-on-one relationship.  If a provider wants to switch patients, he/she must wait 15 days from the time he/she no longer provides to one patient until the time he/she begins to provide to another patient.

CHECKLIST – IMPOUND

 FORMCHECKBOX 

If in a medical marijuana/cannabis case the subject has in excess of the allowed maximum amount, the officer should take normal enforcement action even if there is reason to believe the subject is a legitimate qualifying patient or designated provider.  NOTE:  The officer may ONLY seize and impound the useable cannabis/marijuana and plants exceeding the allowable amount.  In the case of plants, the person must be allowed to select the plants that will remain at the location.

 FORMCHECKBOX 

If in a medical marijuana case the subject has the equivalent or less than a 60-day supply but other circumstances require normal enforcement action, the officer may impound a representative sample that is large enough to test and allow the subject keep the rest.

 FORMCHECKBOX 

If a person is being booked on a warrant and the officer is reasonably sure that the requirements of the medical marijuana statute are being met, the officer may book the marijuana with the person into the jail just like with any other prescription.  Refer to Training Bulletin 2010-5 for additional information about booking medications into the jail.

 FORMCHECKBOX 

When impounding dried marijuana, it is essential that it not be stored in plastic.    Property room personnel should be notified when marijuana that is being impounded in plastic bags is possibly medical marijuana so they can properly package it for storage and potential release back to the subject.

 FORMCHECKBOX 

As with any marijuana impound, if impounding a large amount of non-dried marijuana, property room personnel will coordinate with the investigator and county prosecutor’s office to get a court order allowing EPD to photograph and weigh, and then destroy the plants.

Miscellaneous Crimes to Note:

· It is a civil infraction to display medical marijuana in a manner or place which is open to the view of the general public (RCW 69.51A.060.1)

· A person who fraudulently produces any record purporting to be valid documentation for purposes of the Act, or who tampers with the content of any record for the purpose of having it accepted as valid documentation under the Act, is guilty of a class C felony (RCW 69.51A.060.5).
3.42
NEWS MEDIA
The following are guidelines for handling of the media (including media photographs) at the scene of major incidents:

· All news personnel must be kept behind Police and Fire lines as established by the officer in charge.

· News personnel are not permitted access to Police and Fire Command Post at the scene.

· It is the responsibility of the supervisor in charge of the scene to designate an area for press personnel to be briefed, as the situation permits.

· At major fires, it is the responsibility of the area police supervisor to establish a press area away from the fire line and Command Post to ensure that the fire personnel are totally free to perform their jobs.  The press will be briefed at fire scenes as determined by the Fire Chief or Assistant Fire Chief.

It is realized that the public has a “right to know” and all reasonable efforts will be made to ensure that news personnel are accommodated. 

The Community Information Officer (CIO) is designated as the primary spokesperson for the Everett Police Department. In the event that the CIO is unavailable, the sector lieutenant and supervisor are authorized to deal with media questions.

3.43
NATURAL DISASTER/ EMERGENCY OPERATIONS
Under extreme conditions of hazard to public and private transportation or threat to public health and safety, the Mayor or his designee may order the closure of non‑emergency city facilities. The Police Department is charged with advising the Mayor of such conditions and is the law enforcement coordinator for disasters. In all cases of a natural disaster, the City of Everett Emergency Operations Plan must be utilized and followed.

CHECKLIST:

 FORMCHECKBOX 

Each supervisor should have a preplanned location selected for the unit to respond in case of a break down of radio communications.

 FORMCHECKBOX 

At the scene of any major incident which would qualify as a natural disaster (i.e.: a major earth slide, an earthquake, etc.), information must immediately be given to dispatch and the sector lieutenant as to the nature and extent of the situation. Any need for additional personnel or equipment must be relayed, as well as available routes of ingress or egress.

 FORMCHECKBOX 

An Incident Command Post must be set up as soon as possible (see Command Post checklist).

 FORMCHECKBOX 

Direct personnel to establish an outer perimeter to prevent unauthorized entry and direct evacuation of the area.

 FORMCHECKBOX 

Coordinate with fire personnel for medical, fire or evacuation needs.

 FORMCHECKBOX 

Arrange with relief assistance if needed for evacuees (VOA, Red Cross, etc.) to include a site for evacuees or residents to respond to, such as a school, church, etc., outside the outer perimeter (notify dispatch and other agencies of its location).

 FORMCHECKBOX 

Each supervisor should be aware, in cases of a major disaster, such as an earthquake or a major storm, communication and transportation systems may experience a complete breakdown. In that case, each sector is expected to act independently until a viable command structure is reestablished.

NOTE: In case of a hazardous materials leak, refer to HAZ‑MAT checklist.  In case of a major fire, refer to Fire Response checklist.  See Annex P of the Everett Emergency Operations Plan in Reference section.

3.44
OFF-DUTY/ SECONDARY EMPLOYMENT
The primary employment of each officer is the Everett Police Department.  All secondary employment and/or self-employment must conform to the following regulations and restrictions:

Such employment shall not interfere with an employee’s performance of duties for the Department.

Officers must report for duty when scheduled or directed regardless of any off-duty employment commitments.

Officers must not participate in any off-duty employment, which, by its nature, could possibly involve a conflict of interest with the duties, responsibilities, or functions of the department.

The Chief of Police, or his designee, will approve all off-duty and secondary employment. 

During the initial Department Probation Period, there must be no off-duty employment, unless the Chief of Police, or his designee has granted specific permission.

Permission to work off-duty in secondary employment may be revoked by the Chief of Police.

Off-Duty Detail Sign-in Procedure:

 FORMCHECKBOX 

Every officer who works a detail will sign the Off-Duty Work Log.
· The off-duty work logs will be kept near the sector lieutenant’s office.

· Officers may sign-in ahead of time within the day of the detail.

· Upon arrival at the detail site, the officer will make a radio announcement of “In Service” at the location using OD numbers, (example OD 236 or Ocean-David 236), and will ask that the area supervisor be notified.

· At the completion of the detail officers will make a radio announcement of “10-10” (Out of Service).

 FORMCHECKBOX 

If the administration has requested a Daily Activity Report (DAR) to be completed and a city vehicle has been authorized for a specific off-duty job, the DAR must contain the City vehicle number.

 FORMCHECKBOX 

Officers will not work in excess of twenty-four hours of off-duty work in any calendar week.

 FORMCHECKBOX 

Officers will not work in excess of sixteen hours in any twenty-four-hour period.

 FORMCHECKBOX 

Officers will not engage in off-duty work during their on-duty tour.  It is also mandatory that there be eight hours of rest between the time an off-duty job ends and a tour of duty starts.  This period of rest does not include the travel time to and from the job. 

 FORMCHECKBOX 

Any deviation from this procedure requires a variance granted by the Chief of Police, through the scheduling officer.

 FORMCHECKBOX 

These requirements will not apply in unusual or exigent circumstances, such as crime scene call-out or a call back for minimum crew situations.

3.45
PAWNED PROPERTY

Pawnshops are a legitimate business established to make loans on personally owned property submitted as collateral. The pawnshop does not know in advance if the property is stolen but is required to keep records and will often be helpful in assisting officers in the recovery of stolen property and suspect identity. Pawnbrokers are required to report all transactions within 24 hours. (Note: Secondhand dealers are held to the same record-keeping standards.)

CHECKLIST:

When an officer is contacted by a person who believes an item of stolen property is in a pawnshop, the officer should obtain the following information:

· When was the item reported stolen? 

· What is the case number of the stolen report? 

· Who does the person believe stole the item? 

· How can the item be identified (i.e.: serial number, marks, etc.)?


A search of RMS with the suspect's name should verify if that individual has pawned the item.

When an officer is contacted by a person who states they saw their stolen property in a pawn shop, verify the above information and, in addition: 

 FORMCHECKBOX 
       
Go to the pawnshop or telephone the shop (make a note of date and time).

 FORMCHECKBOX 

Identify yourself to the proprietor and give a brief explanation of the circumstances.

 FORMCHECKBOX 

The proprietor must allow the officer to see the item and the records.

 FORMCHECKBOX 

Request a police hold, and write a complete report to include the proprietor's name.

 FORMCHECKBOX 

Route the entire package to Investigations‑Pawn Detail.

NOTE: Do not attempt to take the property! The verbal hold is good for ten days and the pawn detail detective should have a 120-day written hold on the property.

3.46
PHONE HARASSMENT
The crime of “telephone harassment” entails threats to person or property being communicated via the telephone, using obscene language or making repeated calls at inconvenient hours of the day with the intent to harass. 

In an effort to lessen the impact on the Patrol Division, the “Phone Harassment Packet” has been implemented. This packet contains all the documents and directions necessary for a citizen to begin and possibly prosecute a case. This packet is designed to be filled out by the victim. Officers will utilize the following checklist in order to determine if the packet is appropriate. An officer may supply a packet if:

CHECKLIST:

 FORMCHECKBOX 

The victim has received threatening, obscene or repeated calls with the intent to intimidate or harass

 FORMCHECKBOX 

The suspect is not known

 FORMCHECKBOX 

It is the officer’s discretion to write a report in these instances.  If the victim knows the suspect, the officer should take a report rather than using the packet.

3.47
PHOTO AND PHOTOMONTAGE REQUEST
Officers shall follow this procedure when requesting a photomontage:

CHECKLIST:

 FORMCHECKBOX 

Fill out the photomontage request form as completely as possible.  In all felony cases the assigned detective will complete the photo or photomontage request form.

 FORMCHECKBOX 

Forward the completed form to the Investigations Division.  If a photo or photomontage is needed for an emergency situation, contact the investigation supervisor.

 FORMCHECKBOX 

The completed photo/photomontage will be sent back to the requesting officer for their use.

 FORMCHECKBOX 

Showing of the completed montage (Procedure):

1. Completely fill out the “Photographic Montage Instruction Sheet” prior to showing the montage.

2. Have the victim/witness read the photomontage instruction sheet prior to looking at the montage.

3. Have the victim/witness look at the photomontage and ask them to identify the suspect.

4. Fill out the bottom portion of the photomontage instruction sheet.

5. Have the victim/witness sign and date the sheet.

 FORMCHECKBOX 

The officer should refrain from telling the witness if they picked the suspect or not.  The reason for this is so that other witnesses can be shown the same montage without the possibility of prior knowledge. 

 FORMCHECKBOX 

After the victim/witness has viewed the montage and a pick of the suspect has been made:

Make a photocopy of the montage and include the photocopy in the report.

The original montage shall be impounded as evidence (normal impound procedures shall be followed).

A follow-up report shall be written indicating the results of the montage.

3.48
POWER LINES DOWN 

Members of the Everett Police Department responding to a call, or otherwise coming upon the scene of a power line down must at no time touch the wire.

CHECKLIST:

 FORMCHECKBOX 

Cordon off the area and prevent anyone from coming in contact with the wire. 

 FORMCHECKBOX 

Notify dispatch immediately of the location and situation and request that the appropriate public utility agency be contacted.

 FORMCHECKBOX 

Officers must remain on scene until arrival of the repair crews. 

3.49
PRODUCT TAMPERING
The United States Food And Drug Administration maintains a 24-hour Emergency Response Team. Police response to a scene should be discreet so as to minimize public alarm. Communicate by telephone as much as possible to prevent unauthorized people hearing the call and to protect public announcement until all agencies agree to it.

CHECKLIST:

 FORMCHECKBOX 

Obtain immediate aid for victims of possible tampering and try to determine from the Aid Crew if a poisoning has occurred and what substance was used.

 FORMCHECKBOX 

Determine as quickly as possible the following information:

· Has a crime occurred involving product tampering? 

· Does a risk to the public exist which requires immediate action?

 FORMCHECKBOX 

Contact the sector lieutenant as soon as possible upon learning of an allegation of product tampering advising on the information available and any need for additional personnel or equipment.

 FORMCHECKBOX 

Secure the crime scene and prevent any unauthorized persons from entering for any reason.

 FORMCHECKBOX 

Identify and secure any possible witnesses for follow up investigation.

 FORMCHECKBOX 

Preserve any evidence present without touching it if possible for trace evidence and chemical analysis.

 FORMCHECKBOX 

Notify the proper government agencies and determine their response time.  (Request advice from them on what to do until they arrive.)

 FORMCHECKBOX 

If necessary, from your investigation or information you have received, contact businesses, which handle similar products and warn them of what you have found.

NOTE: Trace evidence is very important in solving a product tampering case.

3.50
RAPE
Rape is a socially sensitive crime.  Officers should show the utmost professional demeanor and sensitivity to the victim and seek victim assistance if necessary.

CHECKLIST:
 FORMCHECKBOX 

Contain and secure scene from unauthorized entry.  

 FORMCHECKBOX 

If at all possible, weapons should be left undisturbed until photographed and measured.

 FORMCHECKBOX 

Do not allow victim to bathe or change clothes, if possible. 

 FORMCHECKBOX 

Obtain immediate medical treatment for the victim:

1) Have victim transported to the hospital.

2) Get Medical Release forms signed.

3) Have Rape Kit completed by medical authority.

4) Have Rape Kit impounded by officer via Evidence Control Officer.

5) Have clothing items bagged and impounded separately (ensure victim has change of clothing available).

 FORMCHECKBOX 

Notify the sector lieutenant of the nature and extent of injuries and any need for investigative or crime scene call-out.

 FORMCHECKBOX 

Notify Special Assault Unit detectives and request call-out, if appropriate.

 FORMCHECKBOX 

Interview victim and witnesses to obtain statements (victim may have friend or counselor in attendance during interview). 

 FORMCHECKBOX 

If suspect is in custody:

1) Ensure medical treatment for suspects (photograph injuries).

2) Separate and mirandize multiple suspects for interrogation.  If investigators are going to respond, they prefer the suspect not be mirandized or interviewed prior to their arrival.

3) Seize clothing items and bag/impound separately.

4) Impound vehicle for search warrant to police impound yard.

3.51
RENTAL EQUIPMENT MAIL-IN REPORT
In an effort to better serve the community, and lessen the impact on the Patrol Division, the “Rental Equipment Theft” mail-in packet has been implemented as a reporting process for this crime.

This mail-in reporting process is to be used when an officer is detailed to a report of a Rental Equipment Theft.

 FORMCHECKBOX 

The officer will respond to the business and contact the complaining party.

 FORMCHECKBOX 

The officer will determine if the complaint fits the criteria for Failure To Return Rental Property under RCW 9A.56.170 or EMC 10.56.170. If yes, the officer will leave a Rental Equipment Theft packet for the victim to fill out and mail back to the Police Department.

 FORMCHECKBOX 

The officer should explain the contents of the packet and what is needed for successful prosecution of Failure To Return Rental Property cases, including the following points:

· The procedure for composing a Demand Letter to the customer

· The need for retaining a copy of the Demand Letter
· The need to send the Demand Letter via registered mail

If the customer receives the certified Demand Letter and still doesn’t return the property within 10 days, the business should go ahead and mail the Theft of Rental Property Report to the Police Department for prosecution.

If the Demand Letter comes back from the post office marked as undelivered or unclaimed, the business may immediately mail the Theft of Rental Property Report to the Police Department for prosecution.

 FORMCHECKBOX 

Stress the need for the mail-in report to be filled out completely, ideally by the employee who actually handled the rental contract in question.   If the employee who handled the rental contract isn’t the one who fills out the mail-in, at a minimum, he/she will be required to make a full written statement on a witness form covering all the points raised by the mail-in report, especially issues of the customer’s ID.

3.52
ROBBERY
Withheld per RCW 42.56.240(1): the non-disclosure of which is essential to effective law enforcement.
3.53
TRAFFIC COLLISION: MAJOR
Patrol supervisors shall respond to all major accidents in their sector unless they are involved in another legitimate police activity.  The first officer on scene will be in charge until the primary or reporting officer arrives.  

CHECKLIST:

 FORMCHECKBOX 

Obtain aid for the injured.

 FORMCHECKBOX 

Contain and protect the scene and preserve evidence.

 FORMCHECKBOX 

Initiate a Major Incident Log for potential felony traffic cases.

 FORMCHECKBOX 

Direct officers to traffic and crowd control if needed.

 FORMCHECKBOX 

Notify sector lieutenant and dispatch of the severity of the accident and possible need for traffic investigators. 

 FORMCHECKBOX 

Ensure pictures are taken of the scene (note: these pictures will be turned over to the Traffic Unit if they are called in).

 FORMCHECKBOX 

Ensure statements are obtained from all witnesses at the scene.

 FORMCHECKBOX 

Detail a unit to the hospital to obtain statements or retrieve evidence from victims, drivers or witnesses.

 FORMCHECKBOX 

Control of the scene is turned over to traffic investigators upon arrival.

 FORMCHECKBOX 

Ensure the traffic investigator receives any requested assistance.

NOTE:  The Medical Examiner assumes custody of the body and the belongings in case of death.  Do not remove the identification from the body.  Officers will attempt to control property belonging to accident victims, for safekeeping as needed.

3.54
TRAFFIC COLLISION: PUBLIC SERVICE VEHICLE
Patrol supervisors shall respond to all collisions involving police vehicles or other vehicles belonging to a public agency.  Supervisors will ensure that the collision is properly documented (see Procedures Manual 26.03 for reporting procedures) and that photographs are taken of damage. The first officer on scene will be in charge until the primary or reporting officer arrives.

CHECKLIST:

 FORMCHECKBOX 

Obtain aid for the injured.

 FORMCHECKBOX 

Contain and protect the scene and preserve evidence.

 FORMCHECKBOX 

Direct officers to traffic and crowd control if necessary.

 FORMCHECKBOX 

Notify the senior supervisor and dispatch of the severity of the collision.  (Note: The SECTOR SUPERVISOR will make requests for traffic investigators through the Traffic Safety Unit sergeant and will notify Command Staff if needed.)

 FORMCHECKBOX 

Ensure photographs are taken of the collision.

 FORMCHECKBOX 

Call out traffic investigators if appropriate. (Note: See Traffic Unit call-out for guidelines.)  

 FORMCHECKBOX 

Ensure statements are obtained from witnesses, drivers and victims at the scene.

 FORMCHECKBOX 

Detail a unit to the hospital to obtain statements or retrieve evidence from victims, drivers or witnesses.  Coordinate this effort with traffic investigators.

 FORMCHECKBOX 

Control of the scene is turned over to the Traffic Investigation Unit upon their arrival.

 FORMCHECKBOX 

Ensure traffic investigators receive requested assistance.

Officers will attempt to control property belonging to accident victims, for safekeeping as needed.

NOTE: Do not discuss fault in front of drivers, victims or witnesses at the scene.

NOTE: Citations should not be issued at the scene for collisions involving emergency vehicles.  Discipline should be determined through internal process.  Citations should only be issued after consultation with the Prosecutor’s Office.

3.55
TRAFFIC COLLISION REPORTS CHECKLIST FOR ACCURACY
PART A:

· Date- all eight boxes are required to be filled in (Example- 05-09-2000).
· Total number of units includes motor vehicles, pedal cycles, pedestrians, and property owners.

· When the ‘County Road’ box is marked, don’t show the location as being in the city.  If you want to show how many miles from the city, make sure the direction box is marked.  If you don’t know the miles or direction from the city, leave the city box and direction box blank.

· Use the correct city number to ensure accurate location, whether or not the collision is in the city limits.

· Complete side coding boxes on Part A and Supplemental Report for each vehicle.

· Use a short, neat, dash (-) in boxes that should be left blank or leave the box blank.  Do not enter a slash (/) as the computer reads the ‘/’ as the number ‘1’.

PART B:
· When a name is entered, do not leave Passenger/Witness boxes blank.  This box needs to be marked.

SUPPLEMENTAL:

· When filling in the Commercial Motor Carrier information, include the Unit number for the vehicle to which the information refers.

· Complete the side coding boxes for each unit entered on the Supplemental Report.

UNITS:  (Found on Part A and on the Supplemental Report)
· No contact vehicles are vehicles which may have caused other vehicles to collide, but did not come in contact with the other vehicle(s).  They should not be included as a unit on the collision report.  The no contact vehicle and driver information should be included in the narrative.

· A collision report can have only one Part A.  Do not use two Part A’s when a supplemental Report should be used.  Additional units beyond 2 should be placed on a Supplemental Report Form.

· Damage Threshold Met box.  Of the reports sent back for a question about this box, about 70% are returned with the box checked for damaged threshold met.  A small ‘no’ may be written next to that box to indicate that the damage threshold was not met.

· Injury class code should match nature of the injuries (Example:  1 is no injury, 7 is a possible injury and is used for soreness or stiffness with no evident sign of injury).

· Unit 1 can only be a motor vehicle or a pedal cycle.  A motor vehicle versus pedestrian collision requires that the motor vehicle be in the unit 1 position.

· Trains are considered property and are listed with a property owner.  The engineer is listed as a witness.

· Property owners, pedal cycles, pedestrians, and motor vehicles are all considered units and need to be included in the Total # of Units.

CORRECTIONS:
· Corrections to an original report must be made on a Part B or Supplemental Report and the original report number filled in.  A new Part A cannot be used to make a correction.

ASSEMBLY:
· Report #’s at top right and page #’s at bottom right should be shown for all pages.

· Reports should be in order:  Part A, Part B, Supplemental, Attachments.

· Reports should be stapled in the upper left corner.

· Attachments needed are narratives and diagrams; attachments not needed are citations, impound forms, DUI forms, witness statements.

3.56
SUPERVISOR’S USE OF FORCE OR PURSUIT REVIEW FORM
The supervisor will complete a Supervisor’s Use of Force or Pursuit Review Form when any of the following occur:

· Any Level I applications with injury reported by subject or observed by officer.

· All Level II applications.

· Taser applications (does not include display, aiming or arc display).
· All OC applications.

· All canine contacts (injury or not).

· All Level III applications

· All  Fleeing Vehicles.

CHECKLIST:


Each officer involved in the incident must write a complete narrative in their report and check the appropriate box on their incident report form showing that force had been applied. 


Any supervisor, including the first line supervisor, who is involved in the administrative review process is expected to thoroughly review the facts and circumstances surrounding the application of force, evaluate the reasonableness of the application of force, and make comments detailing his/her conclusion as to the reasonableness of the application of force.


When the first line supervisor has completed the Supervisor’s Use of Force or Pursuit Review form, he/she will forward the Form, plus copies of the Incident Report and any other attached documentation, to the Lieutenant.


The Lieutenant will review the matter, complete the Form, and forward all documentation to the Captain.


The Captain will review the matter, complete the form, and forward all documentation to the Office of Professional Standards (OPS).


The Inspector will review the matter, complete the Form, and forward all documentation to the appropriate Deputy Chief.


The Deputy Chief will review the matter, complete the form, and forward all documentation to OPS to log the final disposition of the case.


OPS will maintain the records upon completion. If the situation warrants, the OPS may forward the documentation to the Legal Department. If appropriate under the circumstances, the Legal Department may forward copies to private counsel who is or may be retained to represent the City in litigation and/or personal matters related to the incident.


If a supervisor is involved in the application of force, that supervisor shall not review their own use of force incident.
3.57
VEHICLE IMPOUNDS
CHECKLIST:

 FORMCHECKBOX 

Vehicle impound authority must follow applicable State law in R.C.W. 46.55 or city ordinance.

 FORMCHECKBOX 

The towing company will be drawn from a rotational list at Snopac.  If that company is unavailable, they will advise Snopac and the next company on the list will be called.  (Note: Vehicles that are impounded for evidence in collisions require use of the towing company currently contracted to do Police impounds.)

 FORMCHECKBOX 

Prepare a vehicle report for impound.  Provide all requested vehicle information on the form.  

 FORMCHECKBOX 

Conduct a full inventory of the vehicle contents and include what items were found in the vehicle and their location in the vehicle.  Any loose item of value should be impounded for safekeeping at the Property Room.

 FORMCHECKBOX 

Obtain the tow truck driver’s signature on the form and provide a copy to him with the registered owner information on it.

 FORMCHECKBOX 

A vehicle report will be completed and an officer will follow the vehicle to its destination, the city impound lot on 36th street.  

 FORMCHECKBOX 

Note the impound lot space number on the vehicle report and also write the case number on the windshield of the vehicle with the traffic crayon found in the impound lot alarm box.

3.58
VEHICLE RECOVERY
When stolen vehicles are recovered, the following details must be added to the recovery reports:

CHECKLIST:

 FORMCHECKBOX 

Obtain the name, address and case number issued to the theft report from dispatch.  

 FORMCHECKBOX 

On stolen vehicles taken in the city of Everett, officers will reuse the original case number.  

 FORMCHECKBOX 

Indicate the method of entry and any other Modus Operandi factors

 FORMCHECKBOX 

For vehicles taken outside the city and recovered inside the city limits, officers will be required to add the words “OUTSIDE THEFT, INSIDE RECOVERY” to the offense section of the report.

 FORMCHECKBOX 

Vehicle thefts which are incidental to other crimes require both a “Vehicle Report” and an “Incident Report.”  The same event number must be entered on both reports.  Examples:

Burglary:  When a vehicle is taken from a building under circumstances containing the elements of burglary.

Bad Check: When a vehicle is purchased with a worthless check and the title and registration have been signed over to the buyer.

Robbery:  When a vehicle is taken by force or fear.
Larceny/fraud: When a vehicle is taken by misrepresentation, for example:

· A person obtains a vehicle by representing themselves as the owner or the agent of the owner, or

· A person fails to return a rented or otherwise lawfully obtained vehicle after receipt of a certified letter requesting the return of the vehicle 

3.59
VEHICLE HOLD
Criteria for hold:

 FORMCHECKBOX 

The vehicle is actual evidence or must be processed for evidence of a known or suspected serious crime

 FORMCHECKBOX 

To secure a vehicle for a search warrant

 FORMCHECKBOX 

Seized as a narcotics seizure

When a vehicle is held for evidence or a “hold” is placed on the vehicle, officers must use the tow company that has contracted with the City.

Once a vehicle has had a “hold” placed on it, and Investigations has released interest in the vehicle, the Records Unit will issue a “Release of Impound” to the registered owner of the vehicle.

3.60
VEHICLE THEFT/ STOLEN PLATES
Officers must always attempt to certify the authenticity of reported auto thefts. Consider the possibility that the vehicle has been repossessed or impounded; check with the Records Department for information on this. The vehicle may have been involved in a hit and run accident or other crime and the driver may be making a theft report as a cover-up.

CHECKLIST: 

 FORMCHECKBOX 

A “Vehicle Report” will be submitted when reporting the theft of any vehicle with a VIN.

 FORMCHECKBOX 

It must first be established whether or not the reporting person has the authority to sign the vehicle stolen.

· Is this the registered owner? If not:

· Has the registered owner given the reporting party legitimate control over the vehicle?

If this is the case, the situation surrounding the change of control over the vehicle must be outlined in the reporting party’s statement.

It is always best to have the registered owner sign the car stolen if at all possible.  If not, at least try to make contact with the R/O by phone to check out the legitimacy of the reporting party’s story.

 FORMCHECKBOX 

Have the victim or person reporting the theft give a written statement.  This statement should include details as to where the vehicle was parked, and the circumstances surrounding the theft. It is advisable to end this statement with the words: “I gave no one permission to use my car. My car has been stolen.”

 FORMCHECKBOX 

Officers are to confirm that the reporting person has read the warning regarding the filing of a false report before having them sign the statement.

 FORMCHECKBOX 

When all the information has been gathered, have the reporting party sign the Vehicle Theft Report and include the date and time of the signature.

 FORMCHECKBOX 

Inform dispatch that you have “a signed stolen.”  Give them the color, year, make and model of the car with any distinguishing factors about it such as dents, bumper stickers, chrome wheels, etc.  They will also need the timeline and location of the theft and will broadcast an attempt to locate for you.

 FORMCHECKBOX 

Return to the station immediately and give a copy of the fact sheet to the Records personnel for entry into WACIC/NCIC.  The copy (for the purpose of expedient entry) does not need a sergeant’s signature. 

 FORMCHECKBOX 

Submit the original report to your sergeant and route a copy of the report to the Auto Theft detectives.

 FORMCHECKBOX 

If the year and make of the vehicle are not known (insurance policies always have VIN numbers on them), the investigating officer must then have Records run an AVR (All Vehicle Registered) on the registered owner of the vehicle. You will need the registered owner’s name and the address that the car was registered from in order to receive a hit.

 FORMCHECKBOX 

If the AVR fails, our resources have been exhausted.  The reporting party should be instructed to call back when the information is available.

 FORMCHECKBOX 

When reporting motorcycle thefts, include both frame and engine numbers, if available (when running engine and frame numbers for stolen status, both should be run with and without the prefix).

 FORMCHECKBOX 

Officers completing a Vehicle Report for a stolen vehicle shall include the following information on the report: License plate number, state of plate, license year, license type, year of vehicle, make and model of vehicle, style of vehicle, color of vehicle and vehicle identification number (VIN).
THEFT OF LICENSE PLATES CHECKLIST:

 FORMCHECKBOX 

A “Vehicle Report” will be submitted when reporting the theft of one or both vehicle license plates.

 FORMCHECKBOX 

If an officer responds to a theft involving one license plate, the officer shall remove the remaining license plate from the victim’s vehicle and impound it as evidence to the property room.

 FORMCHECKBOX 

The reporting officer will provide the victim with his / her business card displaying the case number.  The victim may provide this as proof of the report should detainment by law enforcement occurs.

 FORMCHECKBOX 

The reporting officer will instruct the victim to contact the Department of Licensing to obtain a new set of license plates as soon as possible.

 FORMCHECKBOX 

In the event the detailed officer is unable to remove the remaining license plate, the officer shall complete a theft report on an Incident Report.

 FORMCHECKBOX 

When the case involves a vanity plate, the above procedure should be followed.

 FORMCHECKBOX 

Officers should be aware that in the theft of a vanity plate, the State of Washington will re-issue the same plate; the only difference is the tab control number.

 FORMCHECKBOX 

Officers completing a Vehicle Report for stolen license plates shall include the following information on the report: License plate number, state of plate, license year, license type, year of vehicle, make and model of vehicle, style of vehicle, color of vehicle and vehicle identification number (VIN).
3.61 VICE/ GAMBLING/ ORGANIZED CRIME INVESTIGATIONS
Investigations initiated by the Everett Police Department into organized crime activities shall consist of an in-depth probe into all aspects of criminal involvement utilizing all available expertise and police resources, in accordance with all state and federal laws.

Investigations of those persons or groups involved in organized crime or vice and gambling activities, shall be initiated as the result of the following sources of information:

· Public complaint

· Police sources (i.e. Informants, undercover officers, etc.)

· Police Department elements 

· Allied law enforcement agencies

Officers fielding complaints from citizens concerning vice, gambling or organized crime will:

CHECKLIST:

 FORMCHECKBOX 

Patrol officers will investigate as far as possible, then generate an informational report (i.e. Prostitution Informational).

 FORMCHECKBOX 

Reports will then be forwarded to CIU (Criminal Intelligence Unit) through the Records Unit, for follow-up.

 FORMCHECKBOX 

Officers will not instruct the complainants to contact the CIU office during business hours to lodge their complaint.  Officers will take a report and forward that report.

3.62
VIDEO AND TAPE RECORDED STATEMENTS

(Interviewing of witnesses and suspects)

Officers shall observe the following procedure when video or tape recording a suspect:

CHECKLIST:

RCW 9.73.090

Washington is a two-party consent state, which means that all parties must consent to either the video recording or the tape recording of statements. 

Procedure for Taping:

 FORMCHECKBOX 

Officers must ask, and get verbal consent prior to taping statements.

 FORMCHECKBOX 

Officers must fill in the top two portion(s) of the Tape Recorded Witness Statement Form (PD-227) prior to taping.

 FORMCHECKBOX 

Officers must read the rest of the form, word for word, while taping.

Example: This is a “CITY OF EVERETT POLICE DEPARTMENT TAPE RECORDED WITNESS STATEMENT CASE #…etc.” 

Exception:  The Constitutional Rights portion does not have to be read if the person being interviewed is a witness.

 FORMCHECKBOX 

If there is a break in the interview the end time as well as the start time will be recorded/read into the tape.

 FORMCHECKBOX 

If while conducting the interview another person walks in to the room, the interviewer must announce the other person by name on the tape.

Example: “We have just been joined by….”

 FORMCHECKBOX 

At conclusion of the interview read the last portion of the statement. 

 FORMCHECKBOX 

Impound tape as evidence.
Once an interview has been completed the tape will be removed from the recorder and the tabs on the tape will be punched out preventing the tape from being destroyed or altered.

Officers must impound the tape using normal evidence impounding procedures.  Detectives will then retrieve the tape from impound and have the tape transcribed.

Once the tape has been transcribed, the officer that interviewed the suspect/witness must then compare the tape to the transcription for accuracy.

If a detective has recorded an interview with a witness/suspect, that detective will make a copy of the tape.

 FORMCHECKBOX 

Reports

Complete the required reports.  Indicate in your report that the interview was recorded and that the tape was impounded.

4.0
COMMUNICABLE DISEASE EXPOSURE CONTROL
Everett Police Department employees may be exposed to communicable disease such as hepatitis, HIV (AIDS), meningitis, herpes, and tuberculosis in the performance of their duties.  The infected individual may not know they have the disease or they may choose not to reveal that fact to Police Department personnel.

The following procedures have been established to prevent or reduce the risk of exposure to communicable disease while on the job. They also provide decontamination procedures following a possible exposure and the method of reporting such an exposure.

General Recommendations

Everett Police Department employees should consider any person they contact in the course of their duties as a potential carrier of communicable disease. Precautions to avoid communicable disease are based on a sound evaluation of available facts and on knowledge of how the particular disease is transmitted.  Refer to the quick reference chart at the end of this section.

Preventative Measures

The following preventative measures will be followed when Police Department employees come into close contact with any individual who is known to have a communicable disease, is suspected of having a communicable disease, or whenever exposure to body fluids is anticipated. 

Limit the number of employees and the amount of exposure time to an absolute minimum.

Do not directly touch open skin lesions. Prior to your work shift cover any wounds or skin openings with a bandage.

Wear disposable medical grade latex (or substitute) gloves whenever exposed to body fluids or items containing body fluid stains, secretions, or excretions.  Employees whose hands have psoriasis, abrasions, or other open wounds will wear medical grade gloves to minimize potential transfer of disease. Dispose of the gloves after each use. 

Hand washing is recommended following each use of gloves to protect from blood borne pathogens. Soap and water is preferred, but alcohol-based hand rubs are also effective.

Exercise extreme caution during pat searches to avoid needle sticks or lacerations from razors. Needles and syringes must be handled with caution and disposed of in proper Sharps containers. Never attempt to remove the needle from a syringe. 

Sharps disposal locations include:

· Everett Police Department North Precinct,
· Everett Police Department South Precinct,

· Everett Police Department Evidence Room, and 
· City of Everett Service Center
· Everett Police Department Evidence Room Staff will be responsible for removing and disposing of the containers.

Employees may place an N-95 mask over the face of a known or suspected infectious person to avoid the spread of disease, such as tuberculosis, transmitted through respiratory droplets.

Clothing items that become contaminated with blood or other body fluids will be changed as soon as possible. Contaminated clothing will be placed in a red biohazard bag provided in the laundry areas at the north and south precincts. Do not take these clothing items home, as they will be cleaned by the laundry service contractor.

Whenever physical contact is necessary with a person suspected of carrying a communicable disease, employees will wash their hands with soap and water or one of the other approved disinfectants. Cleansers are available in Police Department facilities.  The Communicable Disease Kit in each patrol vehicle contains a limited supply of disinfectant.

When an employee transports liquid blood samples, all vials must be carried in a sealed, leak-proof container to avoid direct contact with the blood in the event of accidental breakage. Never carry blood vials in pockets. Proper containers for blood transports are available in the Property Room and from the Fire Department medic units.

Medical grade gloves and eye protection will be worn when an employee handles potentially infectious fluids. Aprons, Tyvek suits, face masks, respirators, and other protective devices will be worn as needed.

When blood or body fluid spills occur in Police Department buildings, employees will notify their supervisor to request the City of Everett Facilities Department to provide clean up assistance. Identify contaminated objects with the appropriate “Bio-hazard” label or tape to avoid accidental exposure to others working in the area.

When minimal blood or other body fluids contaminate the interior of a patrol vehicle it will be “shopped” at the City of Everett Motor Vehicles garage for cleaning. The work order must specify the affected area of the vehicle and a bio-hazard warning label will be affixed to the exterior or other conspicuous place to warn others of the contamination.

If an employee must handle a deceased person, gloves and other protective clothing must be worn, as the situation requires.

Potentially infectious evidence will be sealed with evidence tape in a paper bag. Do not staple the bag after applying the tape. The bag must also be marked with the appropriate “Biohazard” warning label. Easy identification of the infectious material must be present for Property Room personnel or other evidence handlers to see.

The Administrative Services Division will distribute protective gloves, masks, eye shields, biohazard bags, disinfectants, Tyvek Suits, etc. as needed. The poly-coated Tyvek suit may be worn at the discretion of the investigating officer at particularly bloody homicide scenes, assaults, or traffic collision scenes unless directed by a supervisor to use them. If the Tyvek suits are used, eye protection is also necessary.

Program Management

There are four major areas of responsibility that are key to the effectiveness of the exposure control plan.  

Administrative Services Division Lieutenant: The Communicable Disease Control Liaison (Administrative Services Division Lieutenant) will be responsible for overall management of the Communicable Disease Control Plan. (Section 12.0 of the Accident Prevention Program). These responsibilities include, but are not limited to:

· Annual review and updating of the Communicable Disease Control Plan as necessary.

· Knowing current legal requirements concerning blood borne/airborne pathogens.

· Evaluate reported employee exposures to communicable diseases and coordinate communication between the Police Department, Snohomish County Health District, and area medical clinics.

· Coordinate an immunization program, and facilitate medical testing for blood borne and airborne exposures as needed.  

Police Supervisors: Police Department supervisors are responsible for communicable disease exposure control compliance within their area of supervision.  Supervisors will work directly with the Administrative Services Lieutenant to ensure employees follow proper exposure control procedures.  Everett Police Department supervisors will;

· Support and enforce compliance with the Communicable Disease Control Program.

· Mandate safe practices in all situations.

Administrative Services Division Sergeant: The Administrative Services Division Sergeant will be responsible for providing information and training to all employees who have the potential for exposure to blood borne or airborne pathogens. The responsibilities of the Administrative Services Division Sergeant include, but are not limited to:

· Developing suitable communicable disease education or training programs.

· Scheduling periodic continuing education as deemed necessary or by mandate.

· Maintaining appropriate training documentation.

Employees: Our employees have a key role in the Communicable Disease Control Program. That role includes the following:

· Know the tasks they perform which have potential communicable disease exposure.

· Attend communicable disease and blood borne/airborne pathogen training programs.

· Plan and conduct all operations in compliance with established safety guidelines.

· Maintain good personal hygiene habits.

· Document and report any suspected occupational communicable disease exposure to their supervisor.

Availability of the Communicable Disease Exposure Control Plan to employees
The Communicable Disease Exposure Control Plan is available to all employees online at any time.  (Section 12.0 of the Accident Prevention Program).  Minimization of Communicable Disease Exposure 

There are three areas where we can effectively eliminate or minimize exposure to communicable diseases.

· The use of universal precautions

· Implementation of appropriate workplace controls

· Implementation of appropriate housekeeping procedures

Universal Precautions

“Universal precautions” are the measures taken by personnel to prevent exposure to blood borne pathogens found in all human blood and certain body fluids. Universal precautions will be observed by Everett Police Department employees to minimize contact with potentially infectious blood and body fluids. All human blood and body fluids will be treated as if they are infected with communicable disease pathogens.  If it is an unknown fluid type, assume it is potentially infectious.

Workplace Controls

The following workplace controls will be used in compliance of the Communicable Disease Control Plan:

Employees will wash their hands immediately, or as soon as possible, after removal of protective gloves or other personal protective equipment. If water is not immediately available, the appropriate antiseptic towels or other hand cleanser will be used. Hands should be washed with soap and water as soon as possible afterward.

As a part of personal hygiene, employees are reminded to wash their hands after using the restroom, after cleaning or decontaminating equipment, before eating, and after participating in firearms training.

Contaminated needles should not be bent, recapped, or removed from a syringe when being prepared for disposal. Contaminated needles will be placed into a Sharps container.

Eating, drinking, smoking, applying cosmetics, lip balm, or contact lenses is prohibited in work areas where there is a potential for exposure to blood borne or airborne pathogens.

Extreme care shall be taken to avoid or minimize splashing, spraying, or other actions, which could generate droplets of blood or other infectious materials.

Specimens of blood or other materials must be placed in proper leak-proof containers, which will be properly labeled as a biohazard for handling and storage.

Any equipment that becomes contaminated shall be decontaminated unless the situation dictates decontamination is not possible. In such cases notify your supervisor to request replacement of the contaminated equipment.

The appropriate “Biohazard” label shall be attached to any contaminated equipment and must identify the contaminated area of the item.

All employees will be informed of any remaining contamination prior to handling, servicing, transporting, or the shipping of the item.

Contaminated uniforms will be contained in a properly labeled “biohazard” clothing bag and will be sent to the dry cleaners. If possible, identify the contaminated location for the laundry handlers.

Employees will maintain at least one clean uniform in their lockers to change into if the current uniform should become contaminated.

An employee who is transporting a person suspected of carrying an airborne communicable disease should place a disposable N-95 facemask on that person.  Employees should open the back windows of their patrol car and keep the front windows closed. Turn the outside air vent on to force air from the front to back.

Housekeeping Procedures 

The Federal Government regulated handling and disposal of contaminated materials in July 1992.

It is the responsibility of every employee to maintain assigned equipment and their working environment in a clean and sanitary condition. Supervisors will make regularly scheduled inspections and will require correction as needed.

4.01
PERSONAL PROTECTIVE EQUIPMENT
Personal protective equipment is the employee’s last line of defense against communicable diseases.  The police department provides this equipment to employees in order to protect them from potential exposure.

Supervisors shall examine Infectious Disease Kits carried in the patrol vehicles at least once each quarter.  The kits are equipped with, but not limited to, the following:

Gloves

Gowns or Tyvek suits (optional)

Masks

Protective eyewear

Needle disposal containers

Biohazard disposal bags

Shoe covers

Antiseptic hand wash

Spit mask

Disinfectant spray

 “N95” filtering face piece 

4.02
HEPATITIS B VACCINATION PROGRAM
A Hepatitis B Vaccination Program is available at no cost to employees.  Participation is recommended, although not required.  Employees who participate will receive a series of three inoculations.  A titer test follows the three injections to determine the reactivity of the vaccination.  Depending on the results, additional boosters may be required.

A licensed physician or health care professional performs vaccinations.  Any employee choosing not to participate in the Vaccination Program is required to sign a “Declination” form.  This form is signed at the office of the health care professional and is kept on file.  Any employee who chooses not to participate in the vaccination program may later decide to participate.

4.03
DISEASE EXPOSURE REPORT AND REVIEW 
The Administrative Services Lieutenant will review every exposure incident involving employees of the Everett Police Department.  This review is necessary to insure that proper follow-up procedures are initiated and maintained.

Employees are required to provide the following information to their supervisor, for routing to the Administrative Services Lieutenant as soon as possible following the exposure.  The information will be documented on Everett Police Department’s “Possible Disease Exposure/Action Report” packet prior to the end of the exposed officer’s shift whenever possible.  

Date and time of the incident 

Location

Identify the type of exposure (blood borne/airborne pathogen)

Identify the source of the exposure

Specifically detail how the blood borne/airborne pathogen was transferred from the exposure source. 

Protective equipment used at the time of exposure.

Actions taken at the time of the incident by the employee such as decontamination, cleanup, and proper notification.

Any employee who has been exposed to bloodborne/airborne pathogens may be examined in the emergency department at either campus of Providence Hospital and receive timely treatment if necessary.  

4.04  MEDICAL RECORDS
The Everett Police Department will maintain medical information in accordance with OSHA, CFR 29, part 1910...1020. Employee participation in the Communicable Disease Exposure Control Program  is strictly confidential. Medical records will be maintained and will be separate from personnel records. Medical records will not be released without the signed written consent of the employee.

Any record of participation in employee assistance programs or critical incident stress debriefings are considered medical records.

Employees may examine their own medical records and may request that copies be sent to their personal physician. Release of medical records to another physician will be made only with signed written consent of the employee.

4.05  
TUBERCULOSIS (TB)
Tuberculosis is spread from person to person. This is an airborne pathogen. The germs are put into the air when an infected person coughs, sneezes, laughs or sings. People nearby breathe in the bacteria and become infected. When a person breathes in the TB bacteria, the bacteria can settle in the lungs and begin to grow. It can then move through the blood to other parts of the body. TB in the lungs can be very infectious.  People with TB are most likely to spread the disease to people they spend time with everyday. An officer exposed to TB can spread it very easily to those at home and other people they come in contact with, including other officers.

To comply with OSHA regulations, any employee having contact with a known, or suspected, TB infectious person will wear a department-approved respirator. A “N95” filtering face piece  may also be offered to the infectious person for added employee safety. It will be the responsibility of the employee to properly dispose of any mask used by the infectious person.

Prevention:

The “spit mask” will only stop large quantities of spittle or saliva. Keep the area well ventilated (don't coop yourself up in a car with the windows rolled up and the heater on). 

ASK QUESTIONS. Find out the history of the infected person (When did they contract the TB? Are they actively taking medications?). Transport them to the hospital for a voluntary blood draw, and have them sign a medical release form.

4.06 REPORTING EXPOSURE TO HIV/AIDS, HEPATITIS 

Fill out a PD 248 (Possible Disease Exposure/Action Report) and disease exposure packet.  Also document in your Incident Report all information as well. When filling out the PD 248 and disease exposure packet, be as complete and thorough in your description as possible. 

The disease exposure packet will be given to your supervisor and routed through the Administrative Services Division Lieutenant. When dealing with TB and other diseases there is a crucial time element involved with testing. Exposed employees need to be evaluated by medical staff at the hospital ER to determine if there has been a significant exposure or not. If an employee is being evaluated at the ER for a potential exposure a supervisor will respond to the ER to assist with the completion of the disease exposure packet. The Department contracts with US Health Works to provide follow up appointments if recommended by ER staff. An employee may also seek follow-up treatment from their primary care doctor.

4.07  HEPATITIS: DEFINITION/ PREVENTION 

Hepatitis A: A virus commonly spread through contaminated water and food. Transmitted by the fecal‑oral route. Most infections result from eating food or drink, which has been contaminated with Hepatitis A virus. Drinking water or eating shellfish contaminated by sewage. Contamination occurs when people don't wash their hands with soap and warm water after going to the toilet. Eating uncooked food handled by a person who has the disease also spreads it. Toddlers spread the disease during play, sharing toys and other close contact. Childcare workers spread the disease when they do not carefully wash their hands after changing diapers.

Prevention:
Wash your hands with soap and warm water after going to the toilet or changing diapers. Wash your hands before touching food or drinks.

Hepatitis B: A virus spread through sexual contact and/or sharing needles with an infected person. Very tiny amounts of infected blood on needles, razor blades, toothbrush, nail clippers or devices used to pierce the skin can spread Hepatitis B. Touching an infected person's open sore or cut can spread the disease. Hepatitis B is NOT spread by a handshake or hug, sitting next to an infected person, or by sharing an infected person's food or drink.

Hepatitis C: Transmitted by exposure to contaminated blood and plasma derivatives. The virus can also be found in saliva. Can be spread by sharing razor blades, needles, and toothbrushes or nail clippers. Also touching an infected person's open sore or cut can spread the disease. Injuries from contaminated needles/syringes are major ways for contact with Hepatitis C. There is NO vaccine or effective treatment for Hepatitis C. There is no evidence that Hepatitis C is spread by sneezing, coughing, hugging, or other casual contact. Food or water CANNOT spread hepatitis C. A person who has had other types of viral hepatitis, such as Hepatitis A or Hepatitis B can still get Hepatitis C.

Hepatitis D and E: Hepatitis D is most prevalent among blood product recipients, injecting drug users, and others at high risk for Hepatitis B infection. It is transmitted in the same way as Hepatitis B and C. The death rate from Hepatitis D may be as high as 30 percent among patients with chronic infection. There is NO vaccine against Hepatitis D, nor is there currently any effective treatment. Measures to control Hepatitis B apply to Hepatitis D.

Hepatitis E occurs predominantly in the Indian subcontinent, South Central Asia, and the Middle East, but it is spreading into North and West Africa and has now reached the Western Hemisphere. Like Hepatitis A, the oral-fecal route spreads Hepatitis E, with transmission associated with contaminated food or water. Hepatitis E infection does not lead to chronic Hepatitis or to a carrier state. Good sanitation and personal hygiene, with an emphasis on hand washing, can reduce the transmission of Hepatitis E.

4.08
DISEASE SYMPTOMS
Tuberculosis
General symptoms include feelings of weakness or sickness, weight loss, fever, and/or night sweats. Symptoms of TB of the lungs may include cough, chest pain, and/or coughing up blood.

Hepatitis A

Sudden lack of energy, diarrhea, fever, nausea, stomach pain, followed by a yellow color in the white part of the eyes, yellowish skin, and dark urine.

Hepatitis B

Lack of appetite, stomach pain, nausea, and vomiting, often followed by yellow color in the white part of the eyes and yellowish skin. Many people do not show symptoms.

Hepatitis C, D and E

Lack of appetite, stomach pain, nausea, and vomiting.

5.0  DECONTAMINATION PROCEDURES: VEHICLES AND PERSONNEL
All department personnel and vehicles contaminated with biological hazards will be thoroughly cleaned with a department-approved decontaminate as soon as possible before continuation of/or return to service.

Decontamination of Vehicles

The manual wash bay at the Service Center can be used to decontaminate vehicles with small exposure. Supplies are in the locker in that bay. The lock is accessed using the entry key for the precinct buildings.

Department employees decontaminating small bio-hazardous areas must utilize the following safety procedures:

Protective gloves must be worn. Body gowns, face shields, and respiratory protections may be used at the employee’s discretion.

Utilize supplied disinfectant.

Apply large amounts of disinfectant and allow it to work at least five minutes before cleaning.

Utilize cleaning equipment to clean the spill (rags, towels, tongs, etc.).

Spray the cleaned area lightly with disinfectant and allow to air dry.

Place non-reusable cleaning equipment into red bio-hazardous waste containers.

Notify the training officer of any equipment that needs to be replaced in the cars or supply locker.

Wash hands for at least 30 seconds with soap and hot water.

If it is suspected that a vehicle has been exposed to LICE or other insects:

Take the car out of service at the Service Center. Lock the vehicle and post a note on the driver’s window stating the vehicle has been exposed to Lice or other insects.  Notify the training office of the contamination.

5.01
SHARPS CONTAINERS/NEEDLES
Always pick up sharp objects and needles with tongs if possible.

Do not put used rubber gloves in a Sharps Container.

5.02
DECONTAMINATION OF LARGE AREAS
Seal off the area.

Do not allow access of civilians or employees unless they are processing the scene.

Notify the on-duty supervisor. The type, nature, and ownership of the areas to be decontaminated determines who is responsible.  

· For City of Everett vehicles notify MVD.

· For City property and facilities contact the facilities manager at 425-754-6790.

· For open public areas notify Everett Fire

· For private property it is the responsibility of the property owner

5.03
DECONTAMINATION OF BLOOD or OTHER POSSIBLE INFECTIOUS MATERIAL ON CLOTHING
Advise on-duty supervisor.

Photograph if practical.    

Remove contaminated clothing and wash with soap and water.

If there was a possible biohazard exposure seek medical attention in the ER and follow the disease exposure protocols.      
5.04
DECONTAMINATION OF BLOOD or OTHER POSSIBLE INFECTIOUS MATERIAL ON SKIN
Immediately wash with soap and water for 30 seconds, if available. If not, flush with water and disinfect using alcohol-based wash from your patrol vehicle.

Report the incident to the on-duty supervisor.

If exposure to intact skin is substantial, showering may be advisable. Seek medical attention at the hospital ER and follow the disease exposure protocols.  

Clean any areas that may have been contaminated during clean-up procedures.

5.05
DECONTAMINATION OF PUNCTURE WOUND OR MUCUS MEMBRANE
Initiate immediate self-care.

Milk the wound or needle stick.

Flush the wound and wash with soap and water.

If exposed in eyes, nose or mouth: Flush with water or a sterile IV solution. Blow nose without squeezing passages.

Be sure to clean fingernails and nail beds.

Scrub/wash the wound(s) no less than 30 seconds.

Seek immediate medical attention at the hospital ER.

Advise the on-duty supervisor of the incident, and follow the disease exposure protocols located in the disease exposure packet.

6.0  VEHICLE OPERATIONS

RCW 46.61.035 addresses emergency driving and reads as follows:

(1) “The driver of an emergency vehicle, when responding to an emergency call or when in the pursuit of an actual or suspected violator of the law or when responding to but not upon returning from a fire alarm, may exercise the privileges set forth in this section, but subject to conditions herein stated.

(2) The driver of an authorized emergency vehicle may:

A) Park or stand, without regard to the provisions of this chapter;

B) Proceed past a red or stop signal or stop sign, but only after slowing down as may be necessary for safe operation;

C) Exceed the maximum speed limits so long as he/she does not   endanger life or property;

D) Disregard regulations governing direction of movement or turning in specific directions;

(3) The exemptions herein granted to an authorized emergency vehicle shall apply only when such vehicle is making use of visual signals meeting the requirements of RCW 46.37.190, except:

A) An unauthorized emergency vehicle operated as a police vehicle need not be equipped with or display a red light visible from the front of the vehicle; 

B) Authorized emergency vehicles shall use audible signals when necessary to warn others of the emergency nature of the situation but in no case shall they be required to use audible signals while parked or standing.  

(4) The foregoing provisions shall not relieve the driver of an authorized emergency vehicle from the duty to drive with due regard for the safety of all persons, nor shall such provisions protect the driver from the consequences of his reckless disregard for the safety of others.”  

Where no emergency exists, the officer shall proceed without the use of emergency equipment and in compliance with all traffic regulations.

For a crime or situation in progress, which is not life threatening or injury threatening, or an accident without known injuries but blocking the roadway, the officer shall proceed using emergency equipment when necessary and/or prudent; however the officers should not exceed a reasonable and safe speed nor proceed through intersections against traffic control devices without coming to a complete stop or making certain other traffic has yielded to the emergency equipment.

For a life-threatening or injury situation, or an officer’s call for emergency assistance, the officer shall proceed as quickly and safely as possible using emergency equipment when necessary and/or prudent.  Officers should maintain a reasonable speed giving consideration to the nature of the situation, the number and locations of other responding officers, the condition of the road, surrounding traffic, and other hazards.  Officers may proceed through intersections against traffic control devices but only after slowing down as may be necessary for safe operation. 

There may be circumstances where the utilization of emergency equipment may not be desirable.  An example of this would be when a patrol vehicle is in the immediate area of an in-progress call and the officer’s use of emergency equipment may alert the suspect to the approach of police officers.  If an officer chooses not to use the patrol vehicle’s emergency equipment, the officer shall obey all traffic regulations.

The provisions included in this policy do not relieve the driver of an emergency vehicle from the duty to drive with due regard for the safety of all persons, nor do they protect the driver from the consequences of reckless or negligent disregard for the safety of others.

Employees are prohibited from leaving the city jurisdiction in police vehicles unless on official business, and with the approval of their supervisor

6.01  EMERGENCY RESPONSE TO CORRECTIONAL FACILITY
Upon receipt of a request to assist Snohomish County Corrections or Denney Juvenile Justice Center during emergency evacuations, jail breaks, riots or other serious situations, the Command Duty Officer will be notified and will determine the method of response, depending on needs of the requesting facility.  Responses may include patrol assistance, assistance by the Special Operations Group, the TAC Team, and/or Hostage Negotiators.

First line supervisors may coordinate initial containment of an emergency, upon request. They then should immediately notify the operations duty officer, who will notify the Command Duty Officer.

If involved in an emergency with the correctional facility, Everett Police will follow the Incident Command System found in the Everett Police Department Unusual Occurrences Plan.  

6.02 SUSPICIOUS MAIL / LETTER PARCEL PROCEDURES
Withheld per RCW 42.56.240(1): the non-disclosure of which is essential to effective law enforcement.
6.03 RESPONSE TO 3SI ACTIVATIONS
Redacted per RCW 42.56.240(1): the non-disclosure of which is essential to effective law enforcement.

General: 3SI units are devices that, when activated, broadcast the location of the unit using GPS technology. These devices may be deployed by commercial establishments in an effort to recover stolen property.                                                                                 .                                                                                                              . 3SI maintains a secure website that can be accessed using an Everett Police account and password.  The website displays the location of the active unit on a map and tracks the unit location as it moves, visible in real time to anyone signed onto the Everett Police account.

Selected staff will receive e-mail or text notifications indicating that a unit was activated. The 3SI text or e-mail activation notice will appear similar to:

ALERT: Device Active







Procedure: When a 3SI unit is activated, dispatch will initiate an incident as a Robbery Priority and close the air by identifying the incident as a                       . . Responding officers should be aware that it is possible that the 3SI activation will coincide with an alarm call from the same location, so officers should be prepared to also be notified of a hold-up alarm or other type of alarm at the same location where the 3SI unit originally activated. In some cases, because numerous Everett Police staff will receive notifications from 3SI about unit activation, Everett Police staff may be aware of an activation before the SNOPAC dispatcher. In that case, an Everett Police staff member may initiate the call by requesting air closure and announcing a                         and the location the activation originated from.

Regardless of how activation is initiated, once aware of an activation, Everett Police staff may sign in to the Everett Police account to monitor the movement of the unit. Website and user name information is noted below. Everett Staff may also link to the 3SI website from the police intranet page by selecting “3SI Activations” under Police Home on the left side of the page. That page displays the username, current password, and locations in the city that are 3SI subscribers.


3SI Tracking URL:


User Name/Password:

Everett Police units that are actively engaged in trying to locate the unit should not attempt to bring up the Everett Police 3SI account and track the location of the unit while they are driving. Those units should rely on location updates that are provided by dispatch or by another Everett Police staff member. An Everett Police staff member may take over from dispatch in providing location information if that is deemed to be more effective than dispatch providing the information.

Everett Police staff may assume tracking of activations initiated outside of the Everett City limits but moving into the city by any means, and should be prepared to turn over tracking to other jurisdictions as an active device moves outside the city.


When a unit has “gone to ground” and is identified as located in a general area,  

7.0  SICK/DISABILITY LEAVE GUIDELINES
General

The purpose and scope of these procedures are intended to provide consistent documentation, and define the process that each employee is required to follow upon initiating, and during the course of, extended Sick/Disability Leave. 

Extended Sick/Disability Leave for Commissioned and Appointive employees is defined as a medical condition that requires continuous time away from an employee’s normal work assignment that exceeds 2-full sets of sick leave (2-3 day Patrol sets, 2-4 sets in other assignments).

Extended Sick/Disability Leave for AFSCME employees is defined as a medical condition that requires continuous time away from an employee’s normal work assignment that exceeds three (3) regular workdays.

These procedures shall affect all full and part-time Police Department employees.

Elective Medical Care

In the instance of elective medical care and/or surgery, the employee will ensure that all required medical forms are properly filled out and on file with their division lieutenant, or the Administrative Services Division Lieutenant, prior to going on Sick/Disability Leave.  

The City of Everett Sick Leave policy states: “Where leave is foreseeable and thirty (30) days notice has been given, medical certification must be provided before the leave begins.”

Non-Elective Medical Care

When an employee becomes aware that a medical condition or injury will require a period of time away from the Police Department that exceeds 2-full sets of scheduled workdays for Commissioned and Appointive employees or three (3) continuous workdays for AFSCME employees, the employee will immediately notify their division lieutenant.

The employee will also be required to ensure that the “Certification of Physician or Practitioner” form is completed and submitted to their lieutenant immediately after notification.  The division lieutenant will inform their division captain of the employee’s Sick/Disability Leave as soon as possible. 

7.01
SICK/DISABILITY LEAVE FACILITATION
Upon receipt of notification of an employee’s “Elective Sick/Disability Leave Request,” or if the employee’s need for medical care is due to an accident or sudden illness, the employee’s division lieutenant will:

· Contact the employee as soon as possible, to provide specific information concerning Sick/Disability Leave, Police Department expectations, and verify the estimated period of time the employee will be on leave.  
· Provide the employee with the “Extended Sick/Disability Leave Request” form, FMLA Policy, FMLA Request Form, and Physician Certification Form;

· Provide LEOFF 1 employee with the “LEOFF 1 Disability Board” form and, if necessary, the Application for “Disability Leave/Retirement” form.

7.02
SICK/DISABILITY LEAVE MANAGEMENT
An employee’s division lieutenant or the Administrative Services Division Lieutenant will be responsible for monitoring an employee’s extended Sick/Disability Leave in an effort to provide continued support and assistance to the employee.
Officers on extended sick leave as defined above will be transferred to Administrative Services.  (Any requests to deviate from this procedure will be made through the Chain of Command with notification to the Administrative Services Lieutenant).

When a supervisor requests a transfer of an officer to Administrative Services, they will need to provide information to the Services Lieutenant concerning whether or not the transfer is related to an L & I claim or not.  This information is required for time-loss documentation to Risk Management.

The Extended Sick/Disability Leave Manager Will:

· Contact the employee every two weeks (on the Thursday before each payday, when possible), to obtain a medical progress report and bring the employee up to date with recent bulletins, news, and events. 

· Obtain a monthly written physician’s statement denoting the employee’s continued care and prognosis.

Employee Requirements While on Sick/Disability Leave

While on approved Sick/Disability Leave the employee is required to:

· Contact their Extended Sick/Disability Leave Manager every two weeks (on the Thursday before each payday when possible), to report medical progress and to receive updated departmental information.

· Provide a monthly written physician’s statement, denoting the employee’s continued care and prognosis, to their Extended Sick/Disability Leave Manager.

Employee Re-entry Into the Workforce

When the employee is released from medical care and appropriate medical care release documentation is furnished to the Extended Sick/Disability Leave Manager, a determination will be made for the employee’s re-entry into the workforce.

The length of the employee’s Sick/Disability Leave will determine how the employee re-enters the workforce.

If the employee has been transferred to the Administrative Services Division and the employee’s Sick/Disability Leave has not exceeded 59 days, the employee will be transferred from the Administrative Services Division to the employee’s previous division for assignment.  

If the employee’s Sick/Disability Leave has reached 60 days, the employee will be assigned to the Field Training Program for a minimum of three days.  A Patrol Refresher form will be completed by the FTO and following a review through the appropriate chain of command, will be submitted to the Administrative Services Division Lieutenant for review and continued assignment to the Field Training Program will be determined on a case-by-case basis.

If an officer’s extended sick leave has exceeded 1-year, the employee will be assigned to the Field Training Program for a minimum of 2-full sets (6 patrol shifts) with an FTO.  A Patrol Refresher form will be completed by the FTO and following a review through the appropriate chain of command, forwarded to the Administrative Services Division Lieutenant for review as tot whether or not further continuation of the FTO refresher training program is needed.

7.03
LIMITED DUTY
“Limited Duty” assignments are granted to Police Department LEOFF II employees at the discretion of the Deputy Chief of Services.  Each request for a limited duty assignment is dependent upon specific Police Department needs at the time of the request.  The LEOFF II employee’s physical restrictions and available Police Department work assignments will be used to determine “Limited Duty” request.

LEOFF II employees seeking a Limited Duty Assignment may obtain a PD-315A “Request for LEOFF II Limited Duty Assignment” form from their Extended Sick/Disability Leave Manager.  They must also obtain a medical authorization note describing their specific injury, disability or limitations.  The physician authorization must include an approximate date of recovery and include that the officer is qualified to perform in a limited capacity, to include driving a City vehicle and carrying / using a firearm if necessary.
The Everett Police Department offers its LEOFF II officers the opportunity to work at a “limited duty” status while recovering from an injury.  The officer may request limited duty status if an attending doctor has placed limitations on that officer, after receiving an injury.  The officer will utilize the following checklist to request limited duty:

CHECKLIST:

 FORMCHECKBOX 

Obtain a note from the attending physician explaining specific injury limitations, approximate date of recovery and including qualification to perform in limited capacity to include driving a City vehicle and carrying or using a firearm if necessary.

 FORMCHECKBOX 

Contact the lieutenant of the Services Division

 FORMCHECKBOX 

Complete the “Request For LEOFF II Limited Duty” form and submit the form for approval with the lieutenant of Services.

 FORMCHECKBOX 

Once the request is approved, the limited duty officer will report to the lieutenant of Services for assignment.

NOTE: Limited duty may be utilized by an officer for a maximum of 16 weeks.

NOTE: An officer that has sustained an “on-duty” injury can be required by the department to work in a limited duty status. Officers on an L & I related injury that are provided with Limited Duty assignments, may decline to work in this limited duty capacity, with the knowledge that L & I will cease to pay time loss if work is available and the employee opts not to take advantage of the limited duty offer.
Officers approved to work limited duty will generally be assigned to the Administrative Services Division, but may be assigned to other divisions as the needs of the department dictate.  All limited duty assignments are Monday – Thursday 0800-1630 hours and Friday 0800-1600 hours, unless otherwise specified and approved.

Attire for limited duty will be professional business attire as described in Everett Police Department Policy 6.3 – Uniform Attire.

Requests for leave while on limited duty will be routed through the assigned chain of command.  Appointments for follow-up care will be deducted from sick leave except the appointments scheduled by the City for independent evaluations or fit for duty evaluations will not result in deduction of sick leave.

When given an assignment or task, officers will advise if their specific medical limitations preclude them from performing in that assignment or completing that task.  It is the responsibility of the involved officer to advise of situations that could potentially cause harm or is in conflict with medical advise.
Officer on limited duty assignments are authorized to carry their department issued firearm if, and only if:

· Their medical condition does not preclude them from safely using a firearm and;
· Their physician documents in writing that they are medically clear to utilize a firearm if needed.
Officers on limited duty who do carry their department issued firearm will resist taking any enforcement actions that could cause injury to themselves or others unless their lives or the lives of others are at risk.  Officer on limited duty carrying their department issued firearm must have qualified a the range during that specific quarter prior to their leave in order to carry a firearm while working in a Limited Duty capacity.

Officers will occasionally be required to testify in pending court cases even while on Limited Duty status.  Those who are precluded from carrying a firearm will have a uniformed officer attend their court appearances for safety precautions.

Any division supervisor requesting limited duty assistance for a specific work project will need to submit in writing the job specifications to include the length of time for the anticipated completion and any physical demands required for the job.  Supervisors are reminded that Limited Duty projects must not be associated with normal patrol or investigative duties, to avoid ADA issues and conflicts.  Limited Duty assignments require a beginning and an end for completion of the entire project (not ongoing assistance or case management).  All requests for limited duty assignments will be forwarded to the Lieutenant of Administrative Services for assignment.

7.04
SICK LEAVE MONITORING
This procedure shall apply only to commissioned members of the Everett Police Department. All appointive and AFSCME members of the Everett Police Department shall abide by the City of Everett Sick Leave Administration policy.

DEFINITIONS

“Incident” shall be each contiguous use of sick leave hours or non-paid sick leave of a duration of one-quarter hour or more, not separated by regular work hours, preapproved vacation or compensatory time hours, or holidays. Absences due to approved Family Medical Leave, Workers Compensation and LEOFF 1 Disability Board actions will not be considered in the administration of this procedure.

“Action plan” for the purposes of this procedure shall be a written plan developed to address the causes of sick leave use, through preventive means, and designed to have specific actions with definitive measures to ensure the plan is followed through and may include Mandatory Reporting requirements.

“Excessive sick leave use” shall mean use of sick leave to such an extent that it creates a problem with the efficient management of the City, and/or adversely affects an employee’s job performance or overall ability to perform his/her job.

“Sick leave abuse” is the attempt or actual use of sick leave for anything other than physical illness or incapacity to such an extent as to render the individual unable to perform the duties of his/her position, or other such permissible use as defined by the City. Sick leave abuse is fraudulent use of sick leave and is an unauthorized absence.

“Unauthorized absence” for the purpose of this procedure shall be defined as absence from scheduled work time for which no prior authorization from the Chief of Police or his/her designee has been given.

A. If an employee’s ability to use sick leave has been suspended, denied, or accrual is exhausted; or if the reason for an incident reported is not a valid use of sick leave pursuant to City policies, then such time shall be considered an unauthorized absence.

B. Unauthorized absences shall be without compensation. Other time banks may not be substituted for an unauthorized absence unless pre-approved by the Chief of Police.

C. If appropriate, an unauthorized absence may result in disciplinary action pursuant to applicable policies.
D. Other time banks may not be substituted for an unauthorized absence for any employee who is on mandatory reporting at the time of unauthorized absence.
“Year” for the purpose of this procedure refers to a rolling year.  It is defined as a 12-month period measured backward from the most recent use of sick leave.

MONITORING

Division lieutenants will be responsible for conducting a review of their employee’s sick leave usage upon notification of an employee having a sick leave incident.
1.01
Whenever an employee is absent because of illness or incapacity, the City reserves the right to take reasonable steps as necessary to confirm the nature and extent of such illness or incapacity.

1.02
When an employee has reached three incidents or 42 hours of Sick Leave usage in a year, the division lieutenant will be required to review the employee’s usage and if deemed appropriate, meet with the employee and the employee’s supervisor. In the event such a meeting is deemed inappropriate, the division lieutenant will be required to document that the review of the employee’s usage has occurred and no action was required at the time, and submit a copy of this documentation up their chain of command. The Chief’s Administrative Assistant will place a copy of this document in the employee’s medical file.  In the event such a meeting is deemed appropriate, it must be scheduled within fifteen (15) working days of the employee attaining the three incidents or 42 hours of usage.

A. The purpose of this meeting shall be to go over the reasons cited for the Sick Leave usage and to determine what, if any, action can be taken to prevent future incidents. The division lieutenant should use all relevant data to fully explore this usage including documentation such as doctor’s statements, sick leave use by the employee in previous years, etc.

B. The meeting outlined in 1.02 A above may result in Mandatory Reporting and/or a written Action Plan developed by the employee and the division lieutenant. Such an Action Plan may specify the causes of each incident of usage and, if necessary, what measures will be employed to prevent future occurrences.  Although the division lieutenant should encourage employee suggestions, responsibility for development of the plan shall rest with the division lieutenant.
1. Problems which are recurrent and of a similar nature should be investigated by the employee through his/her physician. If such is the case, the Action Plan should be directed at receiving a prognosis from an appropriate medical professional on prevention and/or likelihood of future incidents.

2. If there is sufficient data, such as doctor’s statements, to indicate that the cause for each incident of Sick Leave is of a nature that does not warrant an Action Plan, such justification shall be noted by the division lieutenant and routed in the same manner as noted in Section 1.02 above.

3. If the division lieutenant believes evidence exists to determine that the three incidents of Sick Leave or 42 hours’ usage demonstrate abuse of leave or excessive use in conjunction with the employee’s previous sick leave usage, the division lieutenant may require the submittal of a doctor’s statement (Mandatory Reporting) before any further leave is granted and/or initiate action in accordance with the City disciplinary policy.

a)  The doctor’s statements must include an indication of the nature of the problem for which the leave is being applied and that the problem was for personal illness or incapacity to such an extent that the individual was not able to work. All doctor’s statements must include the date of the exam and the days(s) to which it applies, as well as a prognosis for recovery and/or related future incidents.
C. Following any meeting to discuss the sick leave usage and set appropriate requirements pursuant to this procedure, the division lieutenant shall submit a written report documenting the results of the meeting, and any further Action Plans developed from the meeting, up his/her chain of command. The Chief’s Administrative Assistant will place a copy of the report and/or action plan in the employee’s personnel file.
D. All Action Plans created pursuant to this procedure shall include a means of follow-up. In no case shall follow-up be less than a review of the goals of the action plan within 30, 90 and 180 calendar days of the initiation meeting. If follow-up includes reports on medical or other professional examinations, any pertinent results shall be reported and filed with the documentation of the preceding meeting.

E. The affected employee must sign the Action Plan, indicating receipt and acknowledgement of its requirements. Failure to sign the Action Plan may result in disciplinary action. Failure to sign will not negate the requirements of the plan.

1.03
When an employee has had five incidents or 72 hours of sick leave usage in a year, the division lieutenant will be required to meet with the employee, the employee’s immediate supervisor and the employee’s Captain, if applicable.  Such a meeting must be scheduled within fifteen (15) working days of the employee attaining the five incidents of usage or 72 hours of sick leave.

A. The purpose of this meeting shall be to go over the reasons cited for each incident of the Sick Leave usage, review actions taken and previous action plan(s) if applicable, and determine what measures can be taken to prevent future incidents. If appropriate, the employee may be required to submit a doctor’s statement for any sick leave use.

B. The meeting outlined in Section 1.03 A above, except for the exclusions outlined herein, shall result in a written Action Plan developed by the employee and the division lieutenant. Such an Action Plan may specify the cause(s) of each incident of usage and, if necessary, what measures will be employed to prevent future occurrences. Although the division lieutenant should encourage employee suggestions, responsibility for development of the plan shall rest with the division lieutenant.

1. Problems which are recurrent and of a similar nature should be investigated by the employee through his/her physician. If such is the case, the action plan should be directed at receiving a prognosis from an appropriate medical professional on prevention and/or likelihood of future incidents.

2. If there is sufficient data, such as doctor’s statements, to indicate that the cause for each incident of Sick Leave is of a nature that does not warrant an Action Plan, such justification shall be noted by the division lieutenant and routed in the same manner as noted in Section 1.02 above.
3. If the division lieutenant believes evidence exists to determine that the five incidents or 72 hours of Sick Leave usage demonstrate abuse of sick leave or excessive use in conjunction with the employee’s previous sick leave usage, the division lieutenant may require the submittal of a doctor’s statement (Mandatory Reporting) before any further leave is granted and/or initiate action in accordance with the City disciplinary policy.

a) The doctor’s statement must include an indication of the nature of the problem for which the leave is being applied and that the problem was for personal illness or incapacity to such an extent that the individual was not able to work. All doctor’s statements must include the date of the exam and the day(s) to which it applies, as well as prognosis for recovery and/or related future incidents.
C. Following any meeting to discuss the Sick Leave usage and set appropriate requirements pursuant to this procedure, the division lieutenant shall submit a written report documenting the results of the meeting, and any further Action Plans developed from the meeting, up his/her chain of command. The Chief’s Administrative Assistant will place a copy of the report and/or action plan in the employee’s personnel file.
D. All Action Plans created pursuant to this procedure shall include a means of follow-up. In no case shall follow-up be less than a review of the goals of the Action Plan within 30, 90 and 180 calendar days of the initiating meeting. If follow-up includes reports on medical or other professional examination, any pertinent results shall be reported and filed with the documentation of the previous meeting.

E. The affected employee must sign the Action Plan, indicating receipt and acknowledgement of its requirements. Failure to sign the Action Plan may result in disciplinary action. Failure to sign will not negate the requirements of the plan.

1.04
Upon the recommendation of the Chief of Police and with the approval of the Labor Relations/HR Director, an employee may be required to undergo a medical examination from a physician of the City’s choice to determine the employee’s physical or mental ability to perform the duties of the employee’s position.

A. Medical examinations administered at the request of the City shall be paid for by the City.

B. The City shall apprise the examining physician of the basis upon which the examination is to be conducted and the issues to be addressed in the physician’s evaluative report. The physician shall receive the position description and/or job duties of the employee prior to the examination.

C. Medical examinations paid for by the City are the property of the City and shall be maintained in a confidential file.

D. Failure to undergo the required examination shall result in disciplinary action.

1.05 Mandatory Reporting Requirements and Routing

A. If an employee is placed on Mandatory Reporting and is required to submit a doctor’s statement, the Chief of Police or designee may do any or all of the following:

1. Request a prognosis for correction of the cause(s) from the physician;

2. Require that the employee undergo a medical examination from a physician of the City’s choice, pursuant to this procedure;

3. Initiate appropriate disciplinary action if there is evidence of sick leave abuse or excessive use.
B. The division lieutenant will be required to conduct regular reviews and meet with an employee who has been placed on Mandatory Reporting.  Reviews will occur after 30 and 90 days, and again at 180 days. If at the 180-day review the employee has not used any sick leave, or the usage is deemed to be appropriate and within policy, the lieutenant may recommend removal of the employee from Mandatory Reporting through the chain of command.

C.
Mandatory Sick Leave Document Routing:  The following document routing procedure will be adhered to when a commissioned member of the Everett Police Department is placed on or removed from Mandatory Reporting:

1. Employee’s lieutenant will provide a copy of the original to employee;

2. Employee’s lieutenant will provide a copy to employee’s immediate supervisor for entry into the employee’s working file. This copy is to be maintained for the applicable rating period for the employee’s performance evaluation;

3. Employee’s lieutenant will forward the original signed document to the Chief’s Administrative Assistant for entry into the employee’s personnel file maintained by the Chief of Police;

4. The Chief’s Administrative Assistant will forward a copy to the Office of Professional Standards for entry into IAPro.
7.05
RETIRED OFFICER IDENTIFICATION CARDS
Officers who retire in good standing from the Everett Police Department for either a service or physical disability may be issued a retired officer identification card. The lieutenant of the Administrative Services Division is responsible for issuing retired officer identification cards to qualified retirees. In order to receive a retired officer identification card, the retiree must do the following:

1. Complete the Retired Officer Information Card Information form (PD 393)

2. Obtain proof that his or her retirement was for either service or physical disability (documentation may be obtained from the City Pension Board Specialist or State Department of Retirement Systems)

3. Turn in the above documents to the lieutenant of Administrative Services, who will review and approve/deny the request
8.0  DEAF/HARD of HEARING
Sign Language Interpreters/ Auxiliary Aids

In 1999, RCW 2.42.120, sections (4) and (5) regarding interpreters in legal proceedings were found by the Washington Supreme Court to be unconstitutionally adopted and therefore void as a result of Patrice v. Murphy. The following standards have been adopted based on the Americans with Disability Act (ADA):  

Americans with Disabilities Act

According to the ADA, people with hearing and speech disabilities that affect communications are entitled to the same services that police provide to anyone else.

Police officers are required by the ADA to ensure effective communication with individuals who are deaf or hard of hearing by providing auxiliary aids and/or services.  Auxiliary aids or services include qualified interpreters, written materials, note pads, TTY’s, or other effective methods of communicating with individuals with hearing impairments.

The ADA requires that the expressed choice of the individual with the disability, who is in the best position to know his or her needs, should be given primary consideration in determining which communication aid to provide. 

Use of Family Members

Police officers should generally not rely on family members to provide sign language interpreting.  Minor children should not be relied on to interpret as it places them in a situation often involving emotional adult circumstances.  

In some limited circumstances a family member may be relied upon to interpret.  These include emergencies where information is needed immediately to protect the public or person with the disability.  Or, a family member may interpret for the sake of convenience in circumstances where an interpreter is not required by the ADA, such as where exchanging written notes would be effective.  For instance, a family member interprets for a deaf person stopped for a traffic violation.

Determining Need for Interpreter

The length, importance, or complexity of the communication will help determine whether an interpreter is necessary for effective communication.  Certified Interpreters or auxiliary aids and services can be used for victims, citizens wishing to file complaints, suspects, arrestees, and witnesses.

In simple encounters, such as checking a driver’s license or giving street directions, a notepad and pencil will normally be sufficient.

During interrogations and arrests, a sign language interpreter will often be necessary to effectively communicate with an individual who uses sign language. In cases of arrest, a certified sign language interpreter may be necessary to ensure that the suspect understands the action being taken.  Officer’s inability to communicate with a deaf person could prevent them from acquiring sufficient information to make a probable cause determination, the lack thereof requiring invalidation of the arrest as a Fourth Amendment violation.

If the legality of a conversation will be questioned in court, such as where Miranda warnings are issued, a certified sign language interpreter may be necessary.  Rights must be effectively communicated to the hearing impaired person.  The presentation of a printed Advice of Rights form without an interpreter will seldom, if ever, be sufficient.  Taking a written statement from a deaf suspect without an adequate Miranda warning given through a certified interpreter will render the statement inadmissible.  A court certified interpreter is preferred.

An officer’s immediate priority is to stabilize the situation.  Officers should first stabilize a situation involving the deaf or hard of hearing.  If an arrest is necessary, it should be done and an interpreter can be called to meet at the station or the jail.  If officers are unable to determine a course of action without a certified interpreter, the parties may be moved to the station to meet with an interpreter, or an interpreter can be asked to respond directly to the scene.

Department members who know sign language may only assist with routine contacts and may not provide sign language interpreting during arrest or potential arrest situations.

Legal Assistance

Officers are not required to provide an attorney for a suspect with a disability who declines legal assistance when there is adequate evidence that the person had understood and willingly decided to answer questions without legal assistance.  However, officers may want to have an attorney present during questioning as a further safeguard in ensuring the person’s constitutional rights.

If legal assistance is requested and the suspect does not have his/her own attorney, officers should assist a suspect with a disability in finding an attorney/public defender just as they would assist anyone else.
Interpreter Call-Out Procedure

The Community Service Center for the Deaf and Hard of Hearing (CSCDHH) of Seattle provides an Interpreter Referral Service.  They coordinate with over 75 independent freelance sign language interpreters.

A supervisor should make call-outs of certified interpreters as soon as it is determined that an interpreter is needed to ensure effective communication.    Supervisors should identify themselves and provide specific information to the Referral Service including the type of call, duty to be performed (i.e. providing Miranda to suspect or interpreting for a victim), number of interpreters needed, location for response.  The Referral Service will attempt to expedite responses for police requests. The Police Department is billed by the IRS and is responsible for paying for the interpreter.

During business hours, contact the Interpreter Referral Service:  (206) 322-5551

After hour emergency contact:
Diana Friesen -
(425) 608-3396

Use this number only as a last resort: Cliff Poe Certified Interpreter 

Home  (425) 778-8530









Pager (206) 994-2876

Detectives conducting interviews that require an interpreter are encouraged to pre-plan and make an appointment with the Interpreter Referral Service well in advance, if possible.

Please contact the Administrative Services sergeant following the call-out of an interpreter so the services provided can be evaluated.  An e-mail or copy of the police report is sufficient.

Using an Interpreter

A sign language interpreter is a trained professional bound by a code of ethics, which includes strict confidentiality.  The interpreter is there to facilitate communication only, and can neither add nor delete any information at any time.  

Do not ask the interpreter for his/her opinion or to perform any tasks other than interpreting.

Do not make comments to the interpreter, which you do not mean to be interpreted to the deaf person.

When using an interpreter, look directly at the deaf person, not at the interpreter.  Speak in a normal tone and speed.  Speak in the first and second persons only (not third).  For example: Correct:  “What happened?”  Incorrect:  “Please ask him what happened.”

Use of TTY (Teletypewriter)

TTY’s, also known as TDD’s, are text communication equipment that look similar to a typewriter.  This equipment enables deaf/hard-of-hearing people to use the telephone.  Conversations are typed and appear on a screen.  Many TTY’s also have a paper printer, which allows for a printed transcript of the complete two-way conversations.

TTY conversations take place when both parties have a TTY contacted to each other via a phone line.  During a TTY conversation, only one party may talk at a time.

If only one party has a TTY, you will need to use the Washington Relay Service described below.

A TTY is available in the Records Room.  Records specialists are trained at receiving in-coming calls and can assist officers with making TTY calls to another party that uses a TTY.  The Everett Police TTY phone number for non-emergency calls is 257-8520.

Arrestees who are deaf or hard of hearing, or who have speech disabilities, may require a TTY for making outgoing calls.  The Snohomish County Jail also has TTY’s available for arrestees.

Phone Calls to Deaf or Hard of Hearing Individuals

The Washington Telecommunication Relay Service is a public service that allows Text-Telephone (TTY) users to communicate with regular telephone users through specially trained Communication Assistants (CA).  The Relay Service provides full telephone accessibility 24 hours a day, 365 days a year, to all people who are hard-of-hearing, deaf, deaf-blind, and speech-disabled. 

All calls are strictly confidential and no records of any conversations are maintained. 

The service also provides for Hearing Carryover (HCO) which allows speech-disabled users with hearing to listen to the person they are calling and Voice Carryover (VCO) allowing hard-of-hearing users to speak directly to a hearing person.

Procedure to Initiate a Phone Call To the Deaf or Hard of Hearing Person

Standard telephone users can initiate calls to TTY users.  The communication assistant at the Relay Service types the hearing person’s spoken words to the TTY user and reads back the typed replies.

1) Dial 1-800-833-6384

2) You will hear, “Washington Relay Service CA (number).  How may I help you?”

3) Give the communication assistant the area code and telephone number you wish to call and any further instructions.

4) The communication assistant will process your call, relaying exactly what the TTY user is typing.  The CA will relay what you say back to the TTY user.

5) Be sure to talk directly to your caller, avoid saying “tell him” or “tell her.”  Say “GA” or “go ahead” at the end of your response.

Washington Relay Service Numbers

Voice


1-800-833-6384

Spanish Voice
1-877-833-6398

Customer Service
1-800-676-3777

8.01 FOREIGN LANGUAGE INTERPRETER
Interpreter by Phone

Language Line Procedure:

The Language Line is a 24 hour telephone based interpreter service.  This service is available to Snopac personnel or any of Snopac’s User Agencies when a language-related communication problem is encountered.  

Everett Police personnel can directly access the Language Line services for help whenever they encounter language related communication problems (oral or written).  

Personnel requesting the Language Service Line will dial: 

1-800-523-1786

The Language Line operator will ask:

The language of interpreter requested?

Your client ID number?  

943016

Your agency name?  

SNOPAC (SNOPAC is the account name for User Agencies including Everett PD)

Your Personal Code to the Language Line Service?  

Reply “Everett PD” and give your personnel number

The Language Line Operator will then locate and confirm the appropriate interpreter for your call.  When the interpreter joins the call, explain your situation and what you want to accomplish. The interpreter will provide language interpretation in the language requested under your direction.

For face to face situations, you can:

· Hand the telephone to the person you need to communicate with,

· Use two extensions, or

· Use a speakerphone.

Advise the interpreter when the call is complete by saying, “End of call.”  Conference calls for language interpretation are not recorded by Language Line.

Interpreter Service

The Refugee Forum has foreign language translators available by calling 388-9307.  The service is housed at the Everett Community College and is available during regular business hours.

A list is maintained in the Records Room for after hours calling.  However, if a translator is not willing to respond after hours, the use of a private language interpreter service may be necessary.

9.0  JAIL TRANSPORT PROCEDURES
Withheld per RCW 42.56.240(1): the non-disclosure of which is essential to effective law enforcement.
10.0
JUVENILE OPERATIONS 

Generally, Everett Police officers will receive and investigate any complaint or alleged criminal law violation involving juveniles in the same manner as an adult criminal case.  Any exceptions to this general rule will be noted either in this Chapter or in the Department Policy Manual.  

At the conclusion of the criminal investigation, the juvenile case report will be reviewed by the officer’s supervisor and will then be referred to the proper juvenile justice court authority or its subdivision.

Generally, the Special Assault Unit investigates:

· Felony assaults with juvenile victim under 13 years of age

· Sex crimes with juvenile victim under 18 years of age (rape, molestation, sexual misconduct with a minor, indecent liberties, voyeurism)

· Child pornography crimes

· Kidnapping or Unlawful Imprisonment with juvenile victim under 18 years of age

· Reckless endangerment (with significant injury) or criminal mistreatment with juvenile victim under 18 years of age

· Missing persons cases (suspicious circumstances) with juvenile under 18 years of age

Generally, the Major Crimes Unit will investigate:

· All homicides or suspicious deaths, adult or juvenile victim

· All assaults with significant injury (likely to cause death), adult or juvenile victim

· Felony assault with juvenile victim 13 years of age or older

· All robberies, adult or juvenile victim

· All felony harassments or stalking, adult or juvenile victim

Non-criminal juvenile matters will be investigated and dealt with in the same dedicated manner as criminal investigations.  Juveniles found to have committed status offenses (an offense that would not be considered criminal if committed by an adult), will be released pursuant to Procedure 10.02.

It is the policy of this department to use various social service agencies in dealing with juveniles when it is appropriate to do so.

The Everett Police Department encourages review and comment by all of the elements of the juvenile justice system in the development and implementation of the department’s policies and procedures, with respect to dealing with juveniles.

10.01  USE OF FORCE WITH JUVENILES
Response to crimes involving juveniles will not differ from that for an adult offender.  Only that force necessary to overcome resistance or take control shall be used.

Officers will follow all use of force guidelines and policies with respect to providing or obtaining appropriate medical aid for juveniles, following the use of any force, either lethal or less than lethal.  Medical attention will be provided any time that a juvenile complains of injury following the use of force.

Appropriate medical attention may include, but is not limited to:

· Flushing of eyes after OC applications.

· Evaluation by Everett Fire Department medics.

· First aid applications.

· Medical attention per Taser Applications Policy.

10.02
  JUVENILE RELEASE
When dealing with a juvenile offender, officers of this department must determine the seriousness of the offense and consider the welfare of the juvenile.  This will assist in determining whether to make a custodial arrest, issue a citation/summons, or release the juvenile. 

Juvenile offenders must meet specific “intake requirements” in order to be booked into the youth facility.  In most cases, release of the juvenile will result following an investigation.

The preferred release is to the parent or guardian of the juvenile.  In the event that the parent/guardian cannot immediately respond or cannot be located immediately, the juvenile will be transported to the police station pending the arrival of the parent/guardian.

If the parent/guardian cannot be located or respond, the juvenile may be released to some other responsible adult or relative, be placed in detention, or released pending later notification to the parent/guardian.

If a responsible adult cannot be contacted, the juvenile should be asked if he/she would accept services from Child Protective Services (CPS).

10.03  JUVENILE REFERRAL 

Where there is probable cause to believe a juvenile has committed a felony, the investigating officer will submit reports that articulate all the facts and elements that support the charge.  The detective supervisor will ensure that the case is complete, and then forward the case to the Snohomish County Prosecutor’s Office for disposition.

All misdemeanor cases will be submitted to the Snohomish County Prosecutor’s Office for disposition after being reviewed by the investigations supervisor. 

10.04  JUVENILE REPORTS – When Arrested or Charged with a Crime: 
Reports are required for any arrest of a juvenile.  All referrals to the juvenile court require a report.

· In all cases when a referral is made, a Superform is required with a synopsis of the event resulting in the charge.  The Superform must accompany the officer’s Incident Report.

· Citations for misdemeanor offenses are not given to juveniles.

If a runaway from home, or child in danger is taken to the local DCFS office or other appropriate facility, the officer’s report must be provided to that agency within 24 hours.  The report must detail the reasons the officer took the child into custody.

If abuse or neglect is suspected, the officer’s report shall be made immediately to the Department of Social and Health Services (DSHS) per RCW 13.32A.050.

If an officer is detailed to take a report in which a reported runaway has returned home, or has been located, the officer must correctly clear the report by one of the following methods:

(1) If the returning juvenile was reported as an Everett runaway, then the officer must use the original Everett case number.

(2) If the juvenile was picked up and is a reported runaway from a jurisdiction other then the City of Everett, a new case number must be used.

10.05  JUVENILE TRAFFIC OFFENDERS  are treated in the same manner as adults.

· Traffic infractions and criminal traffic citations may be issued to any juvenile, age 16 or older in the same manner as an adult and may be filed in Everett Municipal Court.

· Under 16 years old, an infraction is prepared and a referral is attached.  Do not give a copy of the infraction to the juvenile.  The court will contact the juvenile and/or his/her parents. 

· RCW 13.40.250 provides for limits on the monetary penalties imposed on a juvenile.  It also provides a diversion program for juveniles to enter into a community service agreement.  The court directs those provisions.

All reports will contain the elements of the charged offense in the same manner as reports filed against adults.

· The report should clearly describe the events leading to the referred charge.

· Reports lacking the elements of the offense may be dismissed in court.

10.06  JUVENILE PROTECTIVE CUSTODY
Refer to Section 21.

10.07 JUVENILE RUNAWAY
Refer to Section 21.

10.08
  JUVENILE RUNAWAY HARBORING 
If an officer has reasonable suspicion that a runaway is being harbored in violation of RCW 13.32A.080, the officer may take the child into custody.

10.09
  JUVENILE WARRANT ARREST
If a child is in custody pursuant to an arrest warrant being issued by the court, the officer will take the child to Denny Youth Center.

10.10
  OFFICER LIABILITY
A law enforcement officer acting in good faith pursuant to Chapter 13.32A RCW (Family Reconciliation Act) is immune from civil or criminal liability for such action.

10.11
  JUVENILE RIGHTS
When arrested/taken into custody

· When a juvenile is arrested, that juvenile must immediately be advised of their right to an attorney whether there is questioning or not (See Washington State Court Rule CrR3.1).

· Before any in-custody interrogation, the juvenile must be advised of his/her Constitutional Rights, using the same rights card or form as for an adult and including the additional juvenile warning.  See also the next section, “in custody questioning.”
· The officer will explain the Juvenile Justice System to the juvenile in a concise manner.
· Upon taking a juvenile suspect under the age of 16 into custody (other than protective custody), officers will make a reasonable attempt to notify a parent or guardian that the juvenile is being held in custody.  During the notification, the officer will offer an explanation as to the impending procedures and processes of the juvenile(s) in custody.  Officers will document the attempts they make to contact a parent or guardian.
· If the juvenile expresses fear or distress about contact with his/her parents and requests that the contact not occur, the juvenile’s wishes should be taken into account.  The officer should attempt to determine if the fear or distress is valid and make a determination if notification should be made to Child Protective Services.  

· If a juvenile in custody is injured or is experiencing a medical problem while in our care, treatment will take precedent over the investigation. 

In-Custody Questioning

If officers are found to have coerced a confession or to have violated the right against self-incrimination in any other way, and the confession is used in any criminal proceeding (including an affidavit of probable cause or a bail hearing), the interrogating officer is exposed to federal civil rights liability.  As such, the following procedures are to be carefully followed and documented:

· A juvenile suspect in custody will be advised of his/her constitutional rights using the same rights card or form as an adult, including the additional juvenile warning.  The juvenile will not be interrogated unless the juvenile has voluntarily waived his/her rights.


· In addition, the officer should try to elicit statements that show that the juvenile understands what Miranda warnings actually mean.  “Do you understand,” “Yes I do” and a signature may not be enough to show a valid waiver when the subject is a juvenile.

· If a juvenile suspect asks to consult his or her parents either before or during questioning, the interview will be terminated until such consultation has occurred.  


· If parents are present at the time of the juvenile’s arrest or prior to the beginning of the interview process, they will be allowed to consult with their child unless they are also suspects in the same incident or are witnesses to the incident.


· If parents arrive after the interview has begun and request contact with the juvenile suspect, the request will be granted at the next logical break in the interview process unless the parents are also suspects in the same incident or are witness to the incident.


· The following circumstances of the interrogation will be considered and 
documented:  

· Length of the questioning;

· Location & setting of the interrogation;

· Number of officers present;

· Suspect’s age, maturity level and education;

· Suspect’s physical/mental condition; and

· Whether or not the suspect has been arrested before

In-School Interviews (child suspect or child victim/witness)

When interviewing juveniles at school, the circumstances of the interview might lead a court to consider a child suspect, victim or witness “seized.”   The key test is whether a reasonable person in the child’s circumstances would have felt free to leave or otherwise decline the officer’s request and terminate the interview.

· In making the determination of “seizure,” a reviewing court will consider the totality of the circumstances.  In particular, officers will be aware of and document the following circumstances of an in-school interview:

· Length of the interview

· Who initiated the interview

· Number of interview participants and their roles

· Whether third parties (such as school employees) were present and the child’s relationship to the third parties (e.g. a trusted counselor or teacher)

· The attire of the investigators, including whether a firearm was present or visible

· Language and tone of the investigator/interviewer

· How aggressive or confrontational the questioning, and where the participants are seated

· Physical contact between the investigator and the person being interviewed

· The location and setting of the interview (e.g. if the interview is in the principal’s office with a shut door, there will be a strong presumption toward the child being “seized”)

· Make it very clear to the child that he or she does not have to be interviewed at school and can end the interview and leave at any time.


· Elicit statements from the child that show he/she understands the above.


· Document the interview in detail, especially the above circumstances.


· Record the interview if possible, as it safeguards the officer from a situation where an apparently compliant child later testifies that he/she felt trapped and intimidated.  When the interview is taped, the nature, tone and content of the interview can be fully reviewed in court.  If recording is not practical, the documentation of the interview should include a near verbatim summary of the questions asked and the responses by the child.


· If an interview is recorded, handwritten notes should be used to help prepare the report and then destroyed.  If an interview is not recorded, handwritten notes should be kept long enough to prepare a detailed incident report, then destroyed.  


· If an officer believes that circumstances are such that an in-school interview will be considered a seizure, the officer must ensure that (1) there is PC for the seizure, and (2) there is either a court order/warrant allowing the interview or an exception to the warrant requirement such as consent or exigent circumstances.  
Consent:  

If parents are cooperative, obtain consent prior to the in-school interview of a child of any age and document the consent in a report.  If parents are not cooperative and the child is 12 years or older, consent to the interview may be obtained directly from the child, being mindful of the maturity level of the child and any other special considerations such as their level of intellectual functioning.  Officers should not seek consent directly from a child who is younger than 12 years of age.

 Exigent Circumstances: 

If there is no consent and circumstances make obtaining a warrant unreasonable, an officer may seize a child for interviewing without a warrant only if he/she reasonably believes that exigent circumstances exist, such as medical issues that need to be addressed immediately, credible information that the child is or will be in danger of harm if the interview is not immediately completed, access by the suspect to the child, prior injuries, and/or concerning behavior by or to the child.

If relying on “exigent circumstances,” the interview should be conducted with urgency and before the child returns home to either the alleged abuser or the perceived threat.

Officers should document in their report why they believed it was imperative to interview the child without obtaining court authorization or consent.  The report should also reference whether a decision was made, following the interview, to place the child into protective custody, and if so, why or why not.

Search Warrant:

If there is no consent and no exigent circumstances, obtain a search warrant or other court order allowing for the seizure of a child for an in-school interview.  Contact a deputy prosecutor if desiring an Inquiry Court proceeding in lieu of a warrant.

10.12
  JUVENILE AGENCIES
The Snohomish County Volunteers of America publishes a directory for all social and health services available in Snohomish County.  This directory has a section dealing with youth services.  The Special Assault Unit sergeant will maintain the resource material and see that all detectives have access to the information.

Patrol officers can receive information on services provided by DSHS at 425-339-3900 for all juvenile-related issues (425-339-4000 for welfare-related issues), or Care Crisis at 1-800-584-3578.  Other service numbers can be found on the Everett Police Department’s phone list.

10.13
  JUVENILE ARREST AUTHORITY (RCW 13.32A.050)
Officers shall take a child into custody:

* If  informed by the parent of the child that the child is absent from parental custody without consent; or

* If the officer reasonably believes, considering the child’s age, the location and the time of day, that the child is in circumstances which constitute a danger to the child’s safety; or

* If an agency legally charged with the supervision of the child has notified a law enforcement agency that the child has run away from placement; or

* If a law enforcement agency has been notified by the juvenile court that the court finds probable cause exists to believe that the child has violated a court placement order issued pursuant to RCW Chapter 13.32A (Becca Bill); or 13.34 RCW (dependency actions), or that the court has issued an order for law enforcement pick-up of the child under either of those chapters.

An officer may take a juvenile into custody when the officer has probable cause to believe the following:

* The juvenile committed a felony offense; or

* The juvenile is a threat to community safety; or

* The juvenile has violated a condition of release or probation; or

* The juvenile is a fugitive from justice; or

* A warrant exists for the juvenile’s arrest.

When arresting a Juvenile, refer also to Section 10.11 of this manual (Juvenile Rights).

A “Child Custody Transfer” form must be completed whenever law enforcement transfers custody of a child to another agency.  The DSHS social worker will have copies of this report for law enforcement to sign. 

10.14  JUVENILE BOOKING
Officers transporting juveniles for booking shall do so without delay, unless the juvenile requires emergency medical treatment.

Officers shall comply with all booking requirements established by Denny Youth Center. 

Juveniles being detained by officers must meet DYC booking detention criteria.

Upon arrest of a juvenile, it is advised that the officer call either (425) 388-3706 or (425) 388-3705 and speak with a classification officer or the shift supervisor.  This consultation prior to transport will determine if your arrestee meets admission criteria.

If the arrestee meets the “mandatory to hold” status, no risk assessment is required.  “Mandatory to hold” criteria includes the following:

(a)  Court Order to detain

(b)  Parole Suspension

(c)  Any A or B Felony Offense

(d)  Superior or District Court Warrant

(e)  Material Witness

(f)  Act of Domestic Violence (DV), over 16 years of age       


 (this could be any of the associated crimes of Domestic  

 Violence, i.e. Burglary, Criminal Mischief, etc.)

(g)  John/Jane Doe (Unknown suspect)

(h)  Residential Burglary (where the living area of the   


 residence was entered)

(i)  Assault 4 (must meet DV criteria and reside in the same  


 residence)

(j)  Violation of personal recognizance order on a B+ or  


 above felony. 

If the arrestee does not meet the “mandatory to hold” criteria, a risk assessment completed by a classification officer or shift supervisor is required.  This will determine, through a point system, the need for detention based on risk factors.  A total of 12 points or higher results in detention; less than 12 points results in release.

10.15
 JUVENILE FINGERPRINTS AND PHOTOGRAPHS
Officers shall photograph and fingerprint all juveniles arrested for a felony or gross misdemeanor pursuant to RCW 43.43.735.  Exceptions are when:

* The offender is arrested for a gross misdemeanor but not booked into the Denny Youth Center; or

* The offender is taken directly to the Denny Youth Center, in which case the Juvenile Court administrator is authorized, but not required, to fingerprint or photograph juvenile offenders admitted to the youth facility.


Fingerprint cards and equipment are available through the Records Section.

Red 10 print cards shall be used with the Everett Police Department WASIS identifier number, WA0310300.

10.16
  JUVENILE RECORDS
The Records Unit is responsible for the collection, retention, dissemination and destruction of the records of juveniles processed by this agency pursuant to R.C.W. 13.50.

Whenever a court order is received by the Department that requires expungement, sealing or destruction of a juvenile record, the Records Unit manager will examine the records in question.  The entire record of the portion referred to in the order will be sealed or destroyed as required by the court order.

All juvenile records are purged from the files when the juvenile reaches the age of eighteen.  The purged files are identified as “purged” and are stored in the archives per the State Records Retention Schedule.  Regarding the Records Retention Schedule, purged juvenile records are destroyed when the juvenile named in the record turns twenty-three years of age.

Access to juvenile records is restricted to a need-to-know basis only.   Information will only be released to criminal justice agencies that are authorized under state law to receive juvenile arrest information.  Information pertaining to the name, address, date-of-birth, telephone number, and parents name is released to the victims who are eligible to receive such information for the purpose of restitution.  Juveniles who are arrested, and their parents are permitted access to their own record upon demand to verify that record.

The Records Unit Manager is accountable for the collection, dissemination and retention of juvenile records.

The Records Unit manager is responsible to ensure that practices and policies are established and followed pursuant to R.C.W. 13.50 

10.17 PLACING OF JUVENILES IN ADULT JAIL
Per federal guidelines, the Everett Police Department’s Secure Waiting Area and secure interview rooms are deemed to be adult jails.  State law (RCW 13.04.116) specifies that generally, juveniles under the age of 18 who have not been transferred previously to adult court may not be confined in a jail or holding facility for adults.  There is an exception where the juvenile may be held in an adult facility for not more than six hours and pursuant to a lawful detention in the course of an investigation, provided that the confinement is separate from the sight and sound of adult inmates.
Juveniles held pursuant to a status offense, including those returned on a court order for contempt, cannot be held in a secure location.  Minors in possession of alcohol are considered status offenders according to federal regulations, despite being delinquent under Washington Law.  (A status offender is defined as “a juvenile who has been charged with or adjudicated for conduct that would not, under the law of the jurisdiction in which the offense was committed, be a crime if committed by an adult”, e.g., truants, runaways, and minors in possession of alcohol or tobacco products.)
Temporary Custody (The Six-Hour Rule) 
As noted above, upon taking a juvenile into custody, a law enforcement officer may deliver the juvenile, for temporary custody, to an adult jail or other detention facility.  This “temporary custody” may not exceed a period of six hours and may only be for the purpose of fingerprinting or photographing the juvenile or to await transportation to an appropriate facility.

If a juvenile is not placed back in a secure area of the jail or lockup after being interviewed, and the interview has been conducted in a non-secure area, the interview time is not included in the six-hour period and the only time counted against the six-hour period would be the time the juvenile was actually held securely in the secure area.  It is only if the juvenile is returned to secure custody status that the six-hour period is considered continuous.  The fact that the building where the interview may be conducted is located outside of the jail facility does not “stop the clock” on the six-hour time period.  

Sight and Sound Separation
Juveniles legally held in an adult jail or secure waiting area must be separated by sight and sound and have no regular contact with incarcerated adults.

Supervision and monitoring of juveniles shall include physical observation and documented checks at intervals of 15 minutes and less than 15 minutes if the juvenile appears depressed. Under no circumstances shall a juvenile be placed in the same cell as an adult.
Reporting of Juveniles Held on On-Site Monitoring
Federal regulations require that all police agencies must be monitored with regard to holding juveniles.  A Juvenile Data Collection Form will be filled out for any juveniles placed in the Secure Waiting Areas.  The forms can be found posted next to the SWA’s.  Completed forms need to be forwarded to the Records Unit Manager for proper data compilation and dissemination.
11.0
LANDLORD TENANT ACT
The “Landlord Tenant Act” is a set of rules that govern how landlords/property owners deal with tenants/renters. The “Landlord Tenant Act” encompasses Title 59 of the Revised Code of Washington and is civil in nature. Officers cannot arrest for violations of the “Landlord Tenant Act,” unless there is a breach of the peace.

TENANCIES NOT COVERED BY THE LANDLORD‑TENANT ACT

· Residence in an institution that is incidental to 
detention, medical or similar services.

· Occupancy under bona fide earnest money.

· Leases containing an option to buy (if approved by tenant's attorney).

· Transient lodging (hotels, motels, etc.).

· A family residence that is rented as part of an 
agreement to lease agricultural land.

· Housing for seasonal agricultural employees.

· Housing for a tenant/employee whose right of 
occupancy is dependent upon his/her employment.

· Renters of space in a mobile home park.

LANDLORD'S RESPONSIBILITIES

The Landlord Shall:

· Maintain the premises to comply with all state 
and local statutes and codes that affect tenant's health and safety.

· Maintain all structural components.

· Keep common and shared areas clean and safe.

· Provide for control of insects, rodents and other 
pests, except when caused by tenant. (In single-family residences, landlord does not have to control infestations that occur during tenancy).

· Provide tenant with adequate locks and keys.

· Maintain all electrical, plumbing, heating and other facilities supplied by landlord.

· Maintain dwelling in a weather-tight condition.

· Provide garbage cans and arrange for waste 
removal (except for single family residences).

· Provide adequate heat, water and hot water.

·  Provide the name/address of the person who is the 
landlord, either by statement or in the rental agreement or by notice clearly posted on the premises.

· Notify tenant immediately of any change of 
landlord by certified mail or by updated posting.

· Name an agent who resides in the county where 
premises are located if landlord lives out of state.

· It is a crime for the landlord to know about drug-
related activity and not commence an Unlawful Detainer Action and/or notify police.

· Provide smoke detectors and ensure they work 
properly when a new tenant moves in.

· Set water heater at 120° for a new tenant.

· Provide a receipt for fees or deposits charged to hold a dwelling, and give a written description of 
the conditions under which the deposit may be returned.
The Landlord Shall Not:

· Intentionally shut off a tenant's utilities (landlord could be liable for tenant's damages plus penalty of $100 per day and attorney's fees).

· Lock a tenant out. 

· Confiscate a tenant's personal property.

· Attempt to physically remove a tenant.

· Retaliate against a tenant who has exercised his/her legal rights. Retaliation is presumed if landlord starts eviction proceedings, increases rent, reduces services or increases tenant's obligations within 90 days after a tenant exercises rights under the Residential Landlord‑Tenant Act.

· Charge a potential tenant more than the actual costs of a background check.

TENANT'S RESPONSIBILITIES

The Tenant Shall:

· Pay the rent and any utilities agreed upon.

· Comply with rules properly published by landlord as well as all state and local laws and ordinances.

· Keep the premises clean.

· Properly dispose of all waste and eliminate pest infestation caused by tenant.
· Leave the premises in as good a condition as they were at beginning of tenancy. Tenant is responsible for any damage caused during the tenancy, except for reasonable wear and tear.

· Provide the landlord with a key, if tenant changes the locks.

· Maintain smoke detectors in good working order.

 The Tenant Shall Not: 

· Intentionally or negligently damage the premises or remove the equipment from the premises.

· Permit family or guests to damage the premises.

· Permit a nuisance on the premises.

· Unreasonably withhold consent for the landlord to enter the premises ($100 penalty per violation after written notice from landlord).

· Engage in or permit anyone else to engage in drug-related activity on the premises.
DISCRIMINATION 

Federal, state and/or local law prohibits discrimination in housing based on sex, race, creed, color, marital status, national origin, handicap or family status.  Violations should be reported to the DRC, the local office of the Washington State Human Rights Commission, the Federal HUD Hotline at 1‑800‑2333247 or HUD Regional Office X at 1‑800‑669‑9777.

TENANT'S RIGHT TO PRIVACY

The landlord does not have a legal right to enter a tenant's residence without the consent of the tenant, a court order or an arbitration award, except in cases of emergency or abandonment.

A landlord must give a tenant two-day's notice of his/her desire to enter. (One day if showing the premises to prospective buyers or renters at a specific time and date).

The tenant must not unreasonably refuse the landlord access to inspect, to make necessary repairs, supply necessary services or show the premises to prospective buyers or tenants.

The landlord shall not abuse the right of access or use it to harass the tenant nor shall he/she interfere with tenant's privacy by excessively showing the premises. He/she may enter only at reasonable times.

If a landlord or a tenant continues to violate this section after being served one written notice, he/ she shall be liable for a penalty of up to $100 for each subsequent violation.

RENTAL AGREEMENTS
Rental agreements establish the conditions for use and occupancy of a residence. If a deposit is required, the rental agreement must be in writing and an inspection checklist completed and signed.

MONTH-TO-MONTH TENANCY: An oral or written agreement, which continues indefinitely until one of the parties terminates the agreement with written notice.

TERM LEASE: A written contract to rent a residence for a specified period of time. Both landlord and tenant are bound by the terms of the lease.

WAIVER OF RIGHTS: Except in specific circumstances, the law prohibits a rental agreement from containing clauses that:

· Force a tenant to waive his/her legal rights.

· Allow the landlord to sue without notice.

· Force a tenant to pay attorney’s fees, except as authorized by law.

· Permit landlord to confiscate tenant's property.

· Designates a particular arbitrator ahead of time.

CHANGING THE RULES/ INCREASING THE RENT: In a month‑to‑month tenancy, the landlord can change the rules and/or increase the rent by giving the tenant a written notice at least 30 day before the end of the rental period.

DEPOSITS

When Requiring a Deposit, the Landlord Must:

1) Give a written rental agreement and provide an inspection checklist signed by both parties stating the condition and cleanliness of the premises.

2) Describe in the contract the conditions under which the landlord may retain a deposit.

3) Place deposits in a trust account in Washington and give the tenant a receipt indicating its location.  Give written notice of changes in account location.

4) Within 14 days after tenant vacates, return the deposit with an itemized accounting for an amount withheld. (Placing the notice in the mail within 14 days is sufficient). Failure to comply renders the landlord liable for the full amount of the deposit plus attorney’s fees. Courts MAY award up to two times the amount of the deposit in certain cases.

5) Not designate a non-refundable fee as a deposit or include it in a deposit.

6) Not charge a tenant for normal cleaning if he/she has paid a non‑refundable cleaning fee.

REPAIRS

1) A tenant must always be current in rent and utilities and must give the landlord written notice of a needed repair in order to use these remedies.

2) The landlord must commence repairs as soon as possible after receipt of written notice, but no later than:

· 24 hours to restore hot/cold water, heat, or fix a life‑threatening condition.

· 72 hours to fix a refrigerator, range and oven or a major plumbing fixture.

· 10 days in all other cases

If the landlord is unable to comply with times limitations because of circumstances beyond his/her control, repairs must be made as soon as possible.

3) Landlord/tenants may notify Health/Building Departments of possible building code violations.

LANDLORD FAILURE TO REPAIR

If the repairs require a licensed or skilled repairman, the tenant must:

· Give the landlord a good faith estimate from the repairman (personal delivery or certified mail).

· If the landlord fails to start repairs in the time noted in "Repairs" above, tenant may contract with the repairman to do the work.

· However, if the repair is one that has a 10-day waiting period, the tenant may not have the work done until 10 days after landlord receives the required notice under "Repairs" above, or 5 days after landlord receives the estimate, whichever is later.

· Tenant must give the landlord an opportunity to inspect the work.

· Tenant must arrange to pay the repairman.

· The tenant may deduct the cost of repairs from the next month's rent. Deductions may not exceed one month's rent per repair and not more than two month's rent in any 12-month period.

Self‑Help Repairs: If cost of repairs will not exceed 1/2 month's rent and a licensed or skilled repairman is not required, tenant may give landlord notice that he/she intends to make repairs him/herself. No estimate is required for self‑help repairs.

· If landlord does not start repairs within the time noted above, tenant may make the repairs in a workmanlike manner.

· After allowing landlord an opportunity to inspect the work, tenant may deduct all costs (labor and materials) from the next month's rent.

· The tenant may not deduct more than 1/2 month's rent per repair or more than one month's rent in any 12-month period under this provision.

Have Rent Reduced: In cases of serious defects, a court arbitrator may determine that rent should be reduced until the defect is corrected.

Move Out: If landlord does not make repairs in times noted above, tenant may give written notice to the landlord, terminate the agreement and quit the premises without further obligation. Tenant shall be entitled to a pro‑rata refund of prepaid rent and a full and specific accounting for any deposits not returned.

Rent in Escrow: If above repair provisions are inadequate, the tenant may have the local government inspect and certify that a dangerous condition exists and, after notice, may place rent in escrow. (This is a very technical section—get more advice before using it). 

Note: Landlord may not retaliate against the tenant for exercising his/her rights under the repair sections. See LANDLORD’S RESPONSIBILITIES above.

TERMINATION OF TENANCY

1) Either party giving the other a written notice at least 20 days before the end of the rental period terminates a month-to-month tenancy.

2) If a tenant has a term lease, the tenancy generally terminates automatically on the last day of the lease period without any notice required from either party. However, the parties may agree in the lease that the tenant or landlord must give notice of intent to either continue or end the tenancy.

3) The landlord may terminate the tenancy on a shorter notice in the following situations:

· Failure to pay rent—3-day written notice to pay or vacate

· Failure to correct a violation of the rental agreement or lease—10-day written notice to comply or vacate

Destruction of property, causing a nuisance, conducting an illegal business or engaging in drug related activities—3-day written notice

EVICTION/ UNLAWFUL DETAINER

A tenant cannot be physically removed from the premises for any reason until the following process is complete (lockouts, turning off utilities, seizing tenant's property, etc. are illegal):

· If tenant refuses to move after the tenancy has been terminated, the landlord may bring a lawsuit, called an Unlawful Detainer Action, to evict tenant.

· Tenant must appear in court to protect his/her rights. If the court rules in favor of the landlord, the sheriff will be instructed to move the tenant out if he/she does not leave voluntarily.

· The tenant may be required to pay the landlord's damages and attorneys' fees.

ABANDONMENT

The tenant is said to have abandoned the premises whenever he/she fails to pay the rent when due and indicates by words or actions an intention not to resume the tenancy.

A month‑to‑month tenant may be liable for rent for the 30 days after the landlord learns of the abandonment or 30 days after the next rent is due, whichever occurs first.

Tenant with a term lease may be liable for the balance of the lease term or until the premises are re-rented, plus expenses and attorney’s fees.

Upon learning of abandonment, the landlord must make an effort to re-rent the premises.

The landlord may remove any property and place it in a reasonably secure location. He/she must notify the tenant of the place of storage and of his/ her right to have property returned. If landlord intends to sell the property, he/she must notify the tenant of the date and place of sale.

If the property has a cumulative value of $50 or less, landlord may sell the property, except for personal papers, family pictures and keepsakes, after 7 days from date the notice is sent.

If value is over $50, landlord must hold the property for 45 days after notice is sent, after which he/she may sell it (including personal papers, family pictures and keepsakes).

The income from a sale of property may be applied against moneys due to landlord, including moving and storage costs.

Any excess income shall be held for tenant for one year, after which it is the landlord's property.

MEDIATION/ ARBITRATION:
The Dispute Resolution Center offers a free mediation service to assist landlords and tenants in resolving their disputes. An arbitration service is also available at a nominal cost.  For additional information, please call (425) 339‑1335 or 1‑800‑280‑4770.

EMERGENCY EVICTIONS

1) For not paying rent: If the tenant is even one day behind in rent, the landlord can issue a three day notice to pay or move out.  If the tenant pays all the rent due within three days, the landlord must accept it and cannot evict the tenant.  A landlord is not required to accept a partial payment.

2) For not complying with the terms of the rental agreement: If the tenant is not complying with the rental agreement (for example, keeping a cat when the agreement specifies no pets), the landlord can give a ten-day notice to comply or move out.  If the tenant remedies the situation within that time, the landlord cannot continue the eviction process.

3) For creating a “waste or nuisance:” If a tenant destroys the landlord’s property, uses the premises for unlawful activity, including drug-related activities, damages the value of the property or interferes with other tenant’s use of the property; the landlord can issue a three-day notice to move out.  The tenant must move out after receiving this type of notice.  There is no option to stay and correct the problem.

4) For no cause: Except in the city of Seattle, landlords can evict month-to-month tenants without having or stating a particular reason, as long as the eviction is not discriminatory or retaliatory.  If the landlord wants a tenant to move out and does not give a reason, the tenant must be given a 20-day notice to leave.  The tenant must receive the notice at least 20-days before the next rent is due.

For a landlord to take legal action against a tenant that does not move out, the landlord must first give written notice to the tenant in accordance with the law RCW 59.12.040).  The landlord’s options include personal service, service by mail, and service by placing in a prominent place on the premises.

If the tenant continues to occupy the rental in violation of a notice to leave, the landlord must then go to court to begin what is called an “unlawful detainer” action.  

If the court rules in the favor of the landlord, the Sheriff will be instructed to move the tenant out of the rental if the tenant does not leave voluntary.  The only legal way for a landlord to physically move a tenant out is by going through the courts and the sheriff’s office.

Landlords shall be instructed to contact the County Sheriffs Office, “Civil Division” for assistance.
12.0
LESS LETHAL WEAPONS
The Less Lethal Shotgun is described as follows:

· Remington 870 12-gauge Police Shotgun

· 20” barrel with rifle sights

· Distinctively marked (Orange Stock & forearm)

These shotguns are to be carried in specially designated and marked hard cases.

Less Lethal Shotgun Ammunition

· The authorized ammunition is a 12 gauge, less lethal round, containing a drag stabilized “beanbag”, which is designed to be launched from a conventional 12-gauge shotgun.  Only distinctively marked Less Lethal shotguns shall be used for the delivery of these rounds (exception-Tactical Team).  

Prior to the beginning of shift, authorized personnel who are taking a Less Lethal shotgun on patrol shall inspect the weapon for functionality (checking firing pin, chamber, barrel, etc.).

After authorized personnel have inspected the weapon (Less Lethal shotgun), it shall be loaded with department-issued “Drag Stabilized” ammunition only.
Less Lethal shotguns will be carried with an empty chamber, “cocked” and the safety “on” unless a threat is identified.

 Under no circumstances will these weapons be loaded with any other type of ammuniton.  Excess Less Lethal ammunition will be stored inside the specially marked shotgun case.

The Less Lethal shotgun shall be returned to the station’s designated storage location in an unloaded condition.  Less Lethal shotguns shall not be left in the trunk of patrol vehicles at the end of shift.

12.01
  LESS LETHAL SHOTGUNS
Only qualified personnel shall use these weapons.  Qualified personnel are those sworn officers who have received and successfully passed department training in use of the weapon deployed. In order to remain “authorized” to use these weapons, personnel shall:

1) Successfully complete an 8-hour, department-approved, Less Lethal weapon course.

2) Qualify with the Less Lethal shotgun, once a year.

If a Less Lethal-qualified officer is assigned to patrol or a specialty unit and a Less Lethal weapon is available, it shall be deployed in the unit.

Deployment of these weapons shall be at the discretion of the Sergeant or higher authority.  Sworn personnel encountering a situation which may require the use of one of these weapons, when feasible, will immediately notify a Sergeant. These weapons can be deployed before the arrival of the Sergeant if the situation dictates. Less Lethal weapon applications should not be used when the suspect is in danger of falling from a significant height. The Sergeant shall respond to the situation and assess the circumstances. The involved Officer and/or Sergeant shall make all notifications and reports as required.

Safety to the officer and innocent citizens is paramount.

Generally, an individual officer without the cover of another officer and a tactical plan should not use Less Lethal weapons. At least one cover officer should be armed with a pistol, CAR-15, or long gun with traditional ammunition.

Only departmental issued ammunition will be used.

Each Less Lethal round will be individually inspected prior to being loaded into the weapon.

Special consideration should be given when information indicates the suspect has pre-existing physical or medical conditions which could intensify the effects of the less lethal ammunition.

To prevent “reactionary” weapon’s fire, sworn personnel will announce, “Stunbag (common vernacular) to be deployed” prior to the discharge of a Less Lethal shotgun. During stressful incidents, officers will often hear other officers’ gunfire and in turn fire their own weapon. All sworn personnel present must be aware of the intent to fire the Less Lethal weapon.

12.02  MEDICAL TREATMENT
Once a Less Lethal shotgun has been fired at or a round has struck an individual, he/she will be examined by on-scene paramedics and transported to a hospital for a medical exam.

Each impact area on the suspect’s body will be photographed to document the existence or lack of visible injury.

12.03  STUNBAG INSPECTION
Prior to a shotgun becoming designated a Less Lethal weapon, a departmental shotgun armorer will inspect each gun for function and safety.  No guns will be approved that do not have a muzzle diameter within the range of 0.718-0.740 inch and have not been tested with the use of a chronograph.
13.0
MDC PROCEDURE  (Mobile Data Computer)

Mobile Data Computers (MDC) provide high-speed digital communications between field officers and dispatcher, as well as providing an immediate data link that reduces congestion of voice communication frequencies.

SNOPAC dispatch policies and procedures have not changed due to MDC use.

Data communications via an MDC have several advantages to voice communications, including:

Supervisors will have immediate access to officers and incident status.  Supervisors will have the ability to monitor their subordinates’ activity, identify potential problems and take a proactive approach to managing their resources and workload.

Mobile Data Computers will increase available airtime for priority voice communication transmissions.

Officers will have the ability to recall timely, pertinent data and information while in the field.

Access to information will be faster and more efficient.  Unlike voice communications, MDC-equipped vehicles can make data/record checks simultaneously.

Users shall adhere to this MDC procedure and will be responsible for compliance with its contents.   

System Security

All users must be ACCESS certified prior to using the Mobile Data Computer.

No user shall use the Mobile Data Computer prior to receiving training on its use by a qualified trainer.

Upon receiving training, users will be assigned a CAD password.

Users are required to change their issued password to a personal password as soon as practical.

Users are prohibited from using the password of another officer in order to use the MDC system.

Users shall not make their password available to others.

Users are to be aware that information displayed on the MDC may be visible to other persons inside or outside of their vehicle.  Information obtained via the MDC is of a privileged nature and is to be used for official purposes only.

Users should clear screens of information containing want returns, DOL checks, RMS information and warrant information prior to leaving the MDC in a position where unauthorized persons may view the screen.

The vehicle shall be locked at all times when the user is away from the vehicle to prevent theft or unauthorized access.

Dissemination of information obtained from the MDC system shall be strictly controlled following established ACCESS rules as well as all public dissemination/disclosure laws.

When the MDC is left briefly unattended, the lock function (Shift+F4) shall be engaged to prevent unauthorized access.  (The unlock function is Control+F4).

When the user is off-duty, the MDC shall be removed from the vehicle and the lock down function activated to prevent unauthorized access.

No MDC-equipped vehicle will be “jump started” or will be used to “jump start” another vehicle prior to disconnecting or removing the MDC.

Officers will bring their laptop to Administrative Services when maintenance or repair is needed.  Laptops will be returned when repair or maintenance is completed. 

Officers are required to complete the “MDC Laptop Repair” Form at the time the MDC is to be returned to Administrative Services.     
Officer Safety

Use of the MDC by the driver while a vehicle is in motion is potentially dangerous.  Users must be aware that they are responsible for the safety of themselves and others while driving.  Users should, whenever practical, pull to the side of the road and stop the vehicle prior to using the MDC.

A subject known to be “high risk” should be run over radio so all area officers are aware of your subject and the results of your inquiry.

At night the back lighting on the MDC maybe adjusted to its lowest setting and a high-contrast, low light screen setting should be used.

When responding to a bomb complaint, the VRM (Vehicle Radio Modem) must be turned off prior to arriving at the scene and voice notification made to the dispatcher.

In addition to changing the status on the MDC, anytime the number of officers in a vehicle changes during a shift, a voice message will be broadcast to dispatch. 

In vehicles not equipped with a passenger-side airbag deactivation switch, users transporting passengers in the front seat will secure the MDC against the central portion of the dashboard while the vehicle is in motion to reduce the possibility of the MDC being struck in the event of an airbag deployment.  This shall not apply to vehicles not equipped with a passenger-side airbag.

Use of the MDC can decrease a user’s situational awareness.  Users shall be aware of their environment and be particularly cautious when using the MDC on traffic stops, FIR’s, or while on calls.  Users shall divide their attention appropriately between what is going on outside their vehicle, and entering or receiving information on the MDC.  Officer safety rules must be followed at all times.

Traffic stops shall be broadcast over the radio.  The traffic stop key shall not be used for traffic stops, except for emphasis details where SNOPAC has previously been advised of the location.

Message Security


The MDC allows for secure transmission of information not accessible to the public via normal means.  This instills a false sense of security to officers and they are cautioned that MDC traffic is not private.  Every transmission on the MDC can be traced back to the initiating person.  Every transmission and response is logged and saved.  The court can subpoena every transmission and message on the MDC.

The transmission on the MDC must not contain any sexual, racial or degrading language, nor shall they contain profanity or language not acceptable for normal police work.  Messages will be periodically monitored and violation of this policy will result in disciplinary action.

Under no circumstances is infectious disease information (i.e. Hepatitis, HIV, and AIDS) to be broadcast over the voice radio or the MDC terminal.

All MDC messages shall be limited to official business purposes.  The messages will be short and as infrequent as possible and should be impersonal and professional.

“To” messages to the dispatcher are limited to supervisory personnel only.

Damaged MDC Laptop

In the event the MDC LAPTOP assigned to you requires repair work, an “MDC Laptop Repair” form is to be completed with an explanation of the problem.  If there is physical damage, a detailed account of how the damage occurred is required.

Submit the original form along with the inoperable or damaged laptop to Administrative Services.  Submit a copy of the form through your chain of command.

The forms can be printed from the City Network via the following path: 

Police\#Common\Pdinfo\Forms\MDCRepair.dot

Alternate Communications:
Nextels / Direct connect communications devices:

To aid in accessibility and provide alternative communication abilities, the Everett Police Department issues Nextel cellular telephones to supervisors, MPO’s, detectives as well as command staff personnel.

Critical Incidents / Operational use / Restricted use:
Its is the intent of the Everett Police Department that decisions, orders and radio communications during field operations be completed over the radio, to ensure such transmissions are recorded / documented.  The use of cellular phones including 2-way features is restricted during critical incidents to those occasions in which the primary radio system is not operations, or when the nature of the communication is not critical or related to the event.

Limited personal use:
Everett Police Department issued cellular phones (NEXTEL’S) are intended to be used for official business.  Personal calls should be limited so as to not interfere with an employee’s duties.  Reimbursement for personal calls will comply with City of Everett cell phone policies.  Employees are required to comply with RCW 46.61.667 (effective July 1st, 2008 regarding hands-free communications devices).

Personal cell phones:

Everett Police Department employees are permitted to carry personal cell phone while on duty.  Employees should be limit personal calls so as to not interfere with official duties.

Pagers:

Some personnel may be provided pagers to increase accessibility for call-out procedures.  Pagers are to be used for official business only and not for personal use, except in an emergency.

Emergency Operations:

In the event of a catastrophic communications failure (SNOPAC / SNOCOM system failure), Nextels and other means of alternative communications will be utilized as needed.  During such emergencies, every effort will be made to provide field Command Posts for dispatching purposes, documentation of transmissions through alternative means and safety precautions for required operations.

Accountability:

Members must be mindful that all messages and communications can  become public record.  As such, messages and transmissions through alternative communications methods are expected to be professional.  Supervisors are responsible for monitoring cellular telephone and MDC use by members under their command in an effort to avoid excessive or inappropriate use.

13.01  WARRANT/STOLEN HIT
Withheld per RCW 42.56.240(1): the non-disclosure of which is essential to effective law enforcement.
14.0
NAVAL STATION MEMORANDUM OF UNDERSTANDING
1.) PURPOSE

The purpose of this memorandum is to delineate an understanding between the subscribing officials, as representatives of Naval Station Everett (NAVSTA), WA, Everett Police Department (EPD), Snohomish County Sheriff’s Office (SCSO), Snohomish County Prosecutor’s Office and City Attorney, Everett, WA, relating to: (a) the investigation of offenses of mutual interest to NAVSTA Everett and civilian law enforcement; (b) the reporting of certain types of offenses and injuries; (c) arrests effected by the EPD and SCSO on board NAVSTA Everett and other military off-site locations; and (d) responses to civil disturbances on or adjacent to NAVSTA Everett.

2.) POLICY

NAVSTA Everett, EPD, and the SCSO recognize that proper administration and discipline of the Armed Forces require that, ordinarily, offenses committed by military personnel on board NAVSTA Everett be investigated and prosecuted by the military.  However, there may be occasions when such offenses should be investigated by civilian law enforcement.  The procedures set forth herein are intended to make the investigation of offenses more expeditious and efficient while giving appropriate consideration to the requirements of the Armed Forces, the policies of civil law enforcement, and other matters of mutual interest.

3.) JURISDICTION AREAS

This Memorandum of Understanding establishes the responsibilities for the investigation of offenses committed within the geographic area of NAVSTA Everett or other military off-site location, where the United States maintains concurrent or proprietary jurisdiction with the State of Washington.

4.) ARREST ON NAVSTA EVERETT

A. Arrests on NAVSTA Everett by the EPD or SCSO personnel shall be by request or with the permission of the commanding officer or his/her designated representative, which authorization shall not be withheld without reasonable cause.

B. All arrests shall be made pursuant to a valid arrest warrant unless otherwise authorized by the commanding officer, executive officer, or their designated representative.

C. When the delivery of any military member or civilian is requested by civilian law enforcement, the person desiring the arrest shall bring the arrest warrant to NAVSTA Security.  The security officer is required to consult with the Staff Judge Advocate (SJA) in order to obtain permission to serve the warrant.  In the case of a military member, delivery will only be effected upon completion of the delivery agreement contained in Appendix A- 6-b of the Manual of the Judge Advocate General, a copy of which is appended to this agreement for ease of reference.  Once permission has been obtained from the Commanding Officer, the warrant will be delivered at a place to be determined by the SJA.  Civilians can not be compelled to report to a designated place for delivery of a warrant; however, the Naval Criminal Investigative Service (NCIS) and SJA offices can assist local law enforcement in the execution of civilian arrest warrants.  The serving of subpoenas will be handled in the same manner as arrest warrants.

D. The above procedures do not apply to out-of-state fugitive warrants, which will be coordinated through the SJA and NCIS.

5.) INVESTIGATIONS

The following principles apply in determining whether NAVSTA Everett Security, NCIS, EPD or SCSO will conduct a particular investigation.

Offenses Committed on board NAVSTA Everett

1. Traffic Enforcement: NAVSTA Everett shall be primarily responsible for traffic control, enforcement of base traffic regulations and may share investigation responsibilities for minor motor vehicle accidents, not involving injuries with EPD or SCSO.  In such instances, EPD or SCSO, as appropriate, will, when requested, provide copies of related documents to military investigators, which are necessary to satisfy military reporting requirements.  Civilian law enforcement vehicles are authorized to enter any gate of NAVSTA Everett without delay when it is obvious they are in hot pursuit of vehicles, which have entered the station.

2. Other Misdemeanor Offenses: Investigations of misdemeanor offenses shall be first conducted by the military.  If a suspect is not subject to UCMJ, and if the matter will not be pursued in any Federal Court, investigative jurisdiction may be referred to the EPD or the SCSO.  Military personnel found to be driving under the influence (DUI) of alcohol and/or drugs shall be detained until the appropriate law enforcement agency can respond.  EPD or SCSO will respond according to the priority system established by SNOPAC dispatch to the military’s request for assistance in cases where a civilian has been detained for suspected DUI or other serious traffic matters as defined in the Revised Code of Washington.  This response shall only occur with the concurrence of the watch commander of EPD or Snohomish County Sheriff’s Office as appropriate.

Felonies: The NCIS is responsible for the investigation of felonies on board NAVSTA Everett.  NCIS shall coordinate with EPD or SCSO to the maximum extent possible in the investigation of any event or of any activities of personnel which crossed the jurisdictional lines of any of the parties.
Offenses Committed Outside NAVSTA Everett

1. When offenses are committed on any military property, whether the jurisdiction be concurrent or proprietary, EPD or SCSO shall coordinate their investigative efforts with NCIS.  The prosecution of military members will depend upon the coordinated effort between the Snohomish Count Prosecutor, the Everett City Attorney and SJA.

6.) Demonstration

In the event of a demonstration, the following actions will be taken:

A.
The Commanding Officer of NAVSTA Everett retains the authority to take the necessary steps to protect the security of the installation.  If demonstrators attempt to enter the Naval Station unlawfully, NAVSTA Security shall detain the demonstrators until they can be turned over to EPD or SCSO.  NAVSTA Everett shall request assistance from EPD or SCSO when necessary.  When requested, the EPD and/or SCSO personnel will assist as available in the control of the demonstrators.

A. If the demonstrators are physically located on board NAVSTA Everett or any military off-site location, NAVSTA Everett shall request EPD and/or SCSO personnel to come on board NAVSTA Everett to assist in controlling such demonstrators.  Such control will include the arrest of such demonstrators where deemed necessary by EPD or SCSO.

7.) Reporting Injuries

A. Naval regulations require that Navy commands are contacted by civilian law enforcement organizations in connection with investigative matters that the matter must be referred to NCIS for coordination.  Accordingly, any release of information concerning investigative matters must first be coordinated with NCIS.  NAVSTA Everett shall immediately report to the EPD or SCSO, as appropriate, by telephone, and in writing the identities of persons involved and the circumstances of each occurrence of the following categories of injuries:

1.) Injuries to any person inflicted by means of a knife, gun, pistol or other deadly weapon, in apparent violation of Washington State law; and 

2.) All suspected cases of child abuse or sexual molestation of minors within the cognizance of the State of Washington.

B. The EPD and SCSO shall likewise report to NCIS Everett the identities of persons involved and circumstances of each occurrence of the following categories of injuries that occur within their respective areas of responsibilities:

1.) Serous injuries to military personnel occurring off base; and 

2.) Serious injuries to dependents of military members, assigned to NAVSTA Everett, which occur off base.

3.) Acts of domestic violence perpetrated by a military member or military family members, which come to the attention of EPD or SCSO.

15.0  DOMESTIC VIOLENCE RESPONSE AND ORDERS OF PROTECTION
15.01
 DOMESTIC VIOLENCE CHECKLIST
The primary duty of peace officers, when responding to a domestic violence situation, is to enforce the laws allegedly violated and to protect the complaining party.  Effective intervention in domestic violence cases protects the victims from further harm and may reduce exposure to liability suits.  The crime should be investigated thoroughly enough to convict without victim participation. Domestic violence calls can be highly emotional situations and should be considered high-risk.  Always approach with two or more officers using extreme caution.

CHECKLIST:

 FORMCHECKBOX 

Officers may enter a residence to contact the subjects under the rules of consent, exigent circumstance, or with a warrant.  Because of the immediacy of this situation, entry is usually made through consent or exigent circumstance.

 FORMCHECKBOX 

Clear the area for potential danger and officer safety.

 FORMCHECKBOX 

Provide aid for injuries.

 FORMCHECKBOX 

Assess the totality of circumstances, decide whether a crime has been committed, and determine the identity of the primary aggressor (See DV Arrests, Section 15.02).

 FORMCHECKBOX 

If a criminal violation of a protective order has been knowingly violated or a domestic violence assault has occurred and the suspect is contacted within four hours of the crime, an arrest is mandatory (See DV Arrests, Section 15.02 and Orders of Protection - Enforcement, Section 15.06). 

· Make every reasonable attempt to locate and arrest the suspect if he/she has fled.  Broadcast the probable cause information and description of suspect and vehicle to Everett and surrounding agencies.  Check possible locations for suspects.  Contact other agencies for possible locations for suspect.

· If the suspect cannot be located, DO NOT issue a citation to be mailed.  Complete the report with all known facts and forward the Superform with PC to the Records Unit (See Training Bulletin 2010 – XXX)  Make sure the appropriate distribution box is checked on the bottom of the form (e.g. PA or Detectives)

 FORMCHECKBOX 

Photograph injuries and the crime scene

 FORMCHECKBOX 

Collect any evidence (e.g. torn clothing, broken household items).  

 FORMCHECKBOX 

Make note of any excited utterances and victim’s demeanor.

 FORMCHECKBOX 

Separate and interview participants, third parties, and any other witnesses, juvenile and adult, who may be able to help in your investigation.  Complete the Domestic Violence History form (PD-357) 

 FORMCHECKBOX 

Advise victims of all reasonable means to prevent further abuse, including advising of the availability of a shelter or other services in the community, and giving each person immediate notice of the legal rights and remedies available. Hand each victim a copy of the Everett Police Department DV Victim Information sheet (PD-193).  If the officer has decided to not initiate a criminal proceedings by citation or otherwise, advise the parties of the importance of preserving evidence.
 FORMCHECKBOX 

Offer, arrange, or facilitate transportation for the victim to a place of safety or shelter.

 FORMCHECKBOX 

Complete a written incident report, using the DV Report Checklist (PD-356).  Include your disposition of the case.  (See DV Report, Section 15.04)

15.02  DOMESTIC VIOLENCE ARREST
The following statutory arrest provisions apply to Domestic Violence cases:

· Officer must arrest and take into custody on criminal PC for knowing violation of a protective order (violation of anti-harassment protection order is discretionary arrest).  (See Orders of Protection-Enforcement, Section 15.06)  

· Officer must arrest and take into custody on PC that:

· The suspect is 16 years or older; and

· Within the preceding 4 hours has assaulted a family or household member (see DV Arrest Matrix, Section 15.03); and

· The officer believes (i) a felonious assault has occurred; or (ii) an assault has occurred which has resulted in “bodily injury” to the victim whether the injury is observable by the officer or not; or (iii) that any physical action has occurred which was intended to cause another person reasonably to fear imminent serious bodily harm or death.

· “Bodily injury” means physical pain, illness, or an impairment of physical condition.

· If PC exists that family or household members have assaulted each other, the officer is not required to arrest both persons, but shall arrest the person whom the officer believes is the “primary physical aggressor.”

· To determine “primary physical aggressor,” officers shall make every reasonable effort to consider (i) the intent of the law to protect DV victims, (ii) the comparative extent of injuries inflicted or serious threats creating fear of physical injury, and (iii) the history of DV of each person involved, including whether the conduct was part of an ongoing pattern of abuse.


· Officer may arrest on PC that a person has committed or is committing any felony (unless mandatory arrest applies, above)


· Officer may arrest on PC that a person has committed a misdemeanor or gross misdemeanor involving physical harm or threats of harm to any person or property or the unlawful taking of property or involving criminal trespass (unless mandatory arrest applies, above).
15.03 DOMESTIC VIOLENCE ARREST MATRIX
	A) SUSPECT
	B) VICTIM
	C) ARREST

	Relationship

Spouse or Former Spouse
	Age 16 or older
	Relationship Spouse or Former Spouse
	Any age
	Mandatory

	Resides Together Past or Present
	Adult
	Resides Together Past or Present
	Adult
	Mandatory

	Child in Common


	16 or Older
	Child in Common
	Any Age
	Mandatory

	Related by Blood or Marriage
	Adult 18 or older
	Related by Blood or Marriage
	Adult
	Mandatory

	Dating Past or Present, and Reside Together Past or Present
	16 or Older
	Dating Past or Present, and  Reside Together Past or Present
	16 or Older
	Mandatory

	Dating Past or Present
	16 or Older
	Dating Past or Present
	16 or Older
	Mandatory

	Biological or Legal Child, Stepchild, or Grandchild
	16 or Older
	Biological or Legal Parent, Stepparent, or Grandparent
	Any Age
	Mandatory

	Biological or legal Parent, Stepparent, or Grandparent
	16 or Older
	Biological or Legal Child, Stepchild, or Grandchild
	Any Age
	Mandatory


15.04  DOMESTIC VIOLENCE REPORT
When responding to a domestic violence situation, officers have the duty to take a complete offense report, including the officer’s disposition of the case.  For DV cases, use the Domestic Violence Report Checklist (PD-356).  Check the appropriate distribution box at the bottom of the report form (e.g. PA or Detectives).
15.05  ORDERS OF PROTECTION - SERVICE
Service Process
Protective orders may exclude a respondent from a dwelling that the parties share (even if it is solely in the respondent’s name), from the residence, workplace or school of the petitioner, and/or from the daycare or school of a protected child.  If under the circumstances an officer believes it is inappropriate to enforce the terms of an order, the officer will serve the order and follow up with a supervisor or city prosecutor.  

How Service is to be Accomplished
Oftentimes, the petitioner is unable to give the address for the respondent.  It is not the responsibility of the Everett Police Department to research or provide that information to the petitioner.   If an officer is independently aware of the respondent’s address, he/she should not provide this information to the petitioner as doing so might violate privacy laws.  However, if, for example, the order says the respondent may be served at a certain tavern or restaurant because he or she hangs out there, or at his/her workplace, service should be attempted at that location.

Who May Be Served
The Everett Police Department shall serve all orders where the local agency, specifically EPD, is named as the entity to serve the order.  Do not serve orders that specify that a private party shall serve them.  If the respondent was present at the hearing, he or she does not need to be served.  If the party to be served is a child under the age of 14, they must be served personally, as well as their guardian, parent, or employer (if employed).

Respondent with a Disability

Following 2010 legislation, the law enforcement information form for DV Protection Orders prompt the person to disclose whether the person who the petitioner is seeking to restrain has a disability, brain injury, or impairment requiring special assistance.  If an officer serving a DV Protection Order knows that the respondent requires special assistance due to one of these conditions, he/she must make a reasonable effort to accommodate the respondent’s needs, without compromising the petitioner’s safety.

Distribution, Service Attempts and Collection of Orders

· The sector lieutenant will distribute order(s) to the beat sergeant.

· The beat sergeant will then distribute the order(s) to an appropriate beat officer during briefings.  Attached to the order will be three other documents

(1) Attempt of Service form – Each attempted service of the order will need to be recorded.

(2) Return of Service form – This form needs to be completed and returned to the sergeant that distributed the order(s).  The sergeant will then return the Return of Service to the Records Unit.

(3) LEA sheet – This sheet has information on the respondent and is for law enforcement use only.  The LEA sheet is to be returned to Records when the order has been served. 

· If, at the end of the officer’s shift, the order has not been served, the officer will return it to the sergeant’s office. Officers will not hold on to the order(s); they must be returned at the end of the shift.

· Officers will attempt to serve the orders within the allotted 10-day period that the State allows for service. 

· Sector lieutenants and/or sergeants may wish to explain to parties requesting service that private service is also available to them.  Parties often assume that these orders will be served immediately.  Although EPD officers attempt to promptly serve orders, this is not always the case and may need to be explained to them.  If the petitioner elects to have a third party serve his/her order, explain that the Return of Service must be promptly filled out and filed by the private process server.

·  If order service cannot be accomplished within the 10-day time period,  fill out the Return of Service detailing the attempts made and indicating  why service could not be accomplished  ( e.g., respondent not living at address listed, or unable to contact).

· Officers shall not use force or threat of arrest to transfer property or custody of children. Officers shall not assist in a transfer of residence or children if it can be done with the cooperation of the parties.  If the party is unwilling to relinquish possession of property or children, refer the parties back to court.  A contempt action may remain, but there is no criminal violation of the Protection Order.

15.06  ORDERS OF PROTECTION - ENFORCEMENT
Applicability of this Section

This section applies to Orders issued under the following chapters of state law.  It DOES NOT apply to Orders issued under Chapter 10.13 RCW (Anti-harassment Protection Orders):

· Chapter 26.50 – Domestic Violence Protection Orders

· Chapter 10.99 – Criminal No Contact Orders (pretrial or post-conviction)

· Chapters 26.09 and 26.10 – Dissolution/Custody-related orders (civil restraining order)

· Chapter 7.90 – Sexual Assault Protection Orders

· RCW 26.52.020 – Foreign Protection Order

· Chapter 74.34 – Vulnerable Adult Protection Order

· Chapter 9.94A – Miscellaneous, issued under the Sentencing Reform Act

Provisions of the Orders that are Enforced by Police

An officer shall arrest without a warrant and take into custody a person whom  he/she has probable cause to believe has violated any of the following provisions of an order covered by this section , PROVIDED the person knows of the order.

(i) The restraint provisions prohibiting acts or threats of violence against, or stalking of, a protected party, or restraint provisions prohibiting contact with a protected party;

(ii) A provision excluding the person from a residence, workplace, school, or day care;

(iii) A provision prohibiting a person from knowingly coming within, or knowingly remaining within, a specified distance of a location;

(iv) A provision prohibiting interfering with the protected party's efforts to remove a pet owned, possessed, leased, kept, or held by the petitioner, respondent, or a minor child residing with either the petitioner or the respondent; or

(v) A provision of a foreign protection order specifically indicating that a violation will be a crime.

Most orders have additional provisions; HOWEVER, POLICE MAY NOT EXERCISE ARREST POWERS FOR VIOLATION OF ANY PROVISION THAT IS NOT LISTED ABOVE.  Violation of these additional provisions may result in contempt of court but are not criminal in nature.
Knowledge

Presence of the order in the law enforcement computer-based criminal intelligence information system is not the only means of establishing knowledge of the order.  If an officer determines that the respondent did not or probably did not know about the order, and the officer has in his/her possession a current copy of the order, the officer shall serve the order on the respondent, if they are present.  If the officer serves the respondent with the petitioner’s copy of the order, the officer shall give the petitioner a receipt indicating that the petitioner’s copy has been served on the respondent.  A receipt will be in the form of a business card with a brief explanation on the reverse.
Felony Order Violations

· Any assault that is a violation of an order covered by this section that doesn’t amount to Assault 1st or 2nd Degree is a class C felony

· Any conduct in violation of an order covered by this section that is reckless and creates a substantial risk of death or serious physical injury to another person is a class C felony.

· Any violation of an order covered by this section is a class C felony if the offender has at least two previous convictions for violating the provisions of an order covered by this section.  The previous convictions may involve the same victim or other victims specifically protected by the orders the offender violated.

15.07  COMPARISON OF THE MOST COMMON TYPES OF ORDERS
DV Protection Orders –  Chapter 26.50 RCW

· Can be issued by any superior, district or municipal court in Washington

· In 2010, the law changed regarding minimum age of petitioner

· Pre-2010, petitioner must be at least 16 and a victim of DV committed by the respondent, who is also at least 16

· Post-2010, any person 13 years of age or older may petition, alleging that he/she has been the victim of violence in a dating relationship.  If petitioner is, however, under 13, he/she must have adult assistance.  And the respondent must still be 16 years of age or older.

· Victim can petition on behalf of herself and minor family/household members

· Process includes:

· Filing a petition

· Getting a temporary order

· Service on the respondent

· Hearing for one-year order

· Costs nothing

· Respondent might be allowed to get his “essential personal effects,” which means necessary for immediate health, welfare and livelihood.  Examples: clothes, bedding, documents, medications, personal hygiene items.

CRIMINAL NO CONTACT ORDERS – CHAPTER 10.99 RCW

· Issued by the court at the request of the prosecutor in a DV case
· Note: This is the only type of order that is NOT obtained by the victim petitioning for it
· Protects only the victim, not the victim’s family
· Pretrial order issued as a condition of release, until disposition of the criminal case or further court order
· Post-conviction order issued as a condition of sentencing
· Order is TERMINATED if the associated criminal charge is dismissed
MISCELLEANEOUS CIVIL RESTRAINING ORDERS – CHAPTERS 26.09 AND 26.10 RCW 

· Not standardized like DV Protection Orders and Criminal No Contact Orders
· The court cause number will have “3” as the second number, e.g. 10-3-12345-1.  The “3” indicates that it is a civil matter.
· Check to make sure the order is signed by a judge and there is a criminal clause (wording that mandates arrest)
· These orders typically state that ANY violation is a criminal offense.  That does not override the law.  Police enforcement is limited as provided in this section, despite what the order says.
· Order can protect more than one person, e.g. a spouse/former spouse and his minor family/household members.
VERIFYING PROOF OF AN ORDER

1) Complainant produces their copy with judge’s signature or proof of service (this will be a certified copy with the court’s seal).

2) A WACIC computer check

3) Contact the law enforcement agency where the order was issued.

4) Contact the Court Clerk’s Office or the Civil Data Unit.

5) The suspect’s signature or the suspect’s attorney’s signature is on the order.

15.08  RESPONSE TO CRIMES OR DOMESTIC VIOLENCE INCIDENTS THAT INVOLVE EVERETT POLICE DEPARTMENT EMPLOYEES OR OFFICERS FROM OTHER LAW ENFORCEMENT AGENCIES, OR OTHER PERSONS OF INFLUENCE
The following procedures will be followed in any case involving an Everett Police Department employee, any law enforcement officer from another agency while in our jurisdiction, or any other person of influence (elected political officials, prominent citizens), when such individuals are suspected of criminal conduct, or being a party to a domestic violence incident as either the suspect or the victim.

Patrol Officers:

Upon recognition that they are responding to or investigating such an incident, patrol officers will immediately notify a patrol supervisor.

Officers conducting the initial investigation will complete all reports just as they would for any other incident of a similar nature.  Officers will make arrests under a similar guideline.  If the incident is domestic violence related, officers will comply with state laws and make every reasonable effort to identify and arrest the primary aggressor.  If the suspect has fled the scene, officers will conduct a search of the area or other locations as appropriate.

Officers will conduct a thorough investigation and identify witnesses, obtain statements, record contacts and interviews if possible, document and retain evidence, take photographs, obtain and impound dispatch tapes, and complete a detailed report.

In domestic violence related cases officers will provide victims with the domestic violence victim’s resource sheet (PD-193) explaining court order information, shelter alternatives, and counseling resources.

All victim information will be kept confidential by all officers, to include victim transport locations.

Patrol Supervisors:

Upon notification of such an incident, a patrol supervisor will immediately respond to the scene to supervise the investigation.  The supervisor will make the required notification through the chain of command or ODO.  An on duty Lieutenant or ODO will respond to the scene if possible to assist the supervisor and to monitor the investigation for compliance with policy and procedure.  The patrol supervisor will also make such notification if contacted by another agency and reporting such an incident occurring in their jurisdiction and involving an Everett Police Department employee.

If the incident involves an officer from another jurisdiction, the patrol supervisor will make a notification to the Command Duty Officer.  The patrol supervisor will document this notification.

The patrol supervisor will manage any investigation, ensuring a thorough and complete investigation, and that arrests are made as appropriate.  The patrol supervisor will request dispatch to retain all tapes regarding the incident and to provide a copy of the tapes for investigators.

If an Everett Police Department officer is arrested, the supervisor will determine if the offense is of such a nature that the employee should be relieved of law enforcement duties and the officer’s weapon, badge, and identification confiscated.  In all cases where an Everett Police Department officer is arrested for a domestic violence incident, the supervisor will confiscate the officer’s weapon, badge, and identification.  The supervisor will inform the employee that he or she is on administrative assignment.

The patrol supervisor will ensure that any victims in a domestic violence incident, or any other incident where the supervisor deems appropriate, have been given the name and number of the Office of Professional Standards Inspector as a liaison and a point of contact for questions, concerns, or assistance.  The patrol supervisor will also ensure that the victim is provided information regarding employee and family counseling services that are available.  This information is located on any Department bulletin board.  The supervisor will see that any personal firearms at the location are removed as allowed by law, and that all parties are given the opportunity to voluntarily relinquish any personal weapons in order to reduce risk to victims, although victims may choose to retain weapons for personal protection.  The supervisor will offer reasonable transportation to a safe location for victims, or reasonably assist the victim in any other manner to accommodate for that persons safety.  

Office of Professional Standards:

The Office of Professional Standards will conduct a thorough administrative internal investigation as directed by the Chief of Police.

Investigations- Detectives:

The assigned detective will diligently investigate all such reported incidents and prepare a detailed and thorough case file.  The assigned detective will forward all case files to the prosecutor for review at the conclusion of the investigation.

Follow-up:

The assigned detective will be responsible for all required follow-up.

If additional incidents occur involving the same parties, each incident will be documented with a new case report, and not as a follow-up to the initial incident.  The requirements established in these procedures will be followed for all new incidents.

If any court orders are obtained and the Everett Police Department will be serving those orders, the orders will be served by two officers and one supervisor of higher rank than the employee to be served.

Prosecutor’s Office:

The prosecutor’s office will review all criminal case files and file charges as appropriate.

Chief of Police:

The Chief of Police will review all criminal case files and the administrative internal investigation report and administer disciplinary action as appropriate.

City Administration:

The city administration will review all administrative internal investigation reports and disciplinary actions for quality and consistency.

If the Chief of Police is involved in the incident, the Mayor will act in place of the Chief of Police during the course of the investigations and will administer disciplinary action as appropriate.
16.0 FELONY DRUG OFF-LIMITS ORDERS (PROTECTED AREAS AGAINST DRUG TRAFFICKING)
A felony drug off-limits order may only be issued against a person who has been previously convicted of a felony drug offense and who is subsequently arrested for another felony offense under RCW 69.50 or 69.52 that involves manufacture, distribution, or possession with intent to manufacture or distribute..  The order, which will only be issued in District or Superior Court, enjoins the person from entering or remaining in a Protected Against Drug Trafficking (PADT) area that will be designated in the order.  A felony drug off-limits order can be issued as a result of a civil action against the person (e.g. a nuisance abatement action) or as a result of the felony drug case against the person.  A felony drug off-limits order, similar to a SOAP, GEO or SODA order, can be issued in the criminal case as a pretrial order, setting conditions of pretrial release, or as a post-conviction order, setting conditions of sentencing.

If a felony drug off-limits order is issued that requires the subject to remain out of a PADT that is located within the Everett city limits, a copy of the order will be forwarded by the court to the Everett Police Department and must then be promptly entered into RMS

· Willful Violation of a Valid Felony Drug Off-Limits Order is a gross misdemeanor.  Violators of Felony Drug Off-Limits Orders should be cited as follows:



EMC 10.38.020 – Violation of Felony Drug Off-Limits Order

If the person is booked for Violation of Felony Drug Off-Limits Order, the bail amount is $1,000
· Willful Violation of a Valid Felony Drug Off-Limits Order where (a) the PADT in the order is within 1000 feet of a school or (b) the subject has previously been convicted of this offense is a class C felony.

If the person is booked for a class C felony Violation of Felony Drug Off-Limits Order, the bail amount is $10,000.

16.01  SOAP ORDERS  (STAY OUT of AREAS of PROSTITUTION)
SOAP orders prohibit persons from being in certain high crime areas in the city.  SOAP orders may be issued by Everett Municipal Court to anyone charged with one of the following crimes, as a condition of pretrial release:

(1) Prostitution

(2) Soliciting for a lewd act

(3) Prostitution loitering, or 

(4) Patronizing a prostitute

SOAP orders may also be issued by the Everett Municipal Court to anyone convicted of one of the following crimes, as a condition of suspension or deferral of sentencing conditions:

(1) Prostitution

(2) Soliciting for a lewd act

(3) Prostitution Loitering, or

Patronizing a prostitute

Records Unit personnel will enter SOAP orders into the Records Management System (RMS).
If a police officer has probable cause to believe that a person is subject to a SOAP order, knows of the order, and, in the officer’s presence is violating or failing to comply with any requirement or restriction imposed by the order, the officer may arrest the violator without a warrant.


NOTE:
· No arrest for Violation of a SOAP order will be made without first confirming that the order is in effect.

· No arrest for Violation of a SOAP order will be made if the person is in a prohibited area participating in a scheduled court hearing or attending a scheduled meeting with his/her legal counsel.
· Even if a SOAP order is on the standard form, the issuing judge might have made changes to the order.

· A person is deemed to have notice of the SOAP order when his/her signature or the signature of his/her attorney is affixed to the bottom of the order.

· Any incident report documenting Violation of a SOAP order must include a copy of the order.
Violation of a SOAP order is a gross misdemeanor and conviction of this offense carries mandatory minimum jail terms and mandatory minimum fines.  Violators of SOAP orders should be cited as follows:


EMC 10.24.210 – Violation of a SOAP order

If the person is booked for Violation of SOAP order, the bail amount is $500. 
16.02  GEOGRAPHICAL EXCLUSION ORDERS, SODA ORDERS – (STAY OUT of DRUG AREAS)
Municipal Court judges may issue written orders to criminal defendants describing conditions of their pretrial release or the post-conviction conditions of suspension or deferral of their sentences.  The two types of these orders are:


(1) Geographical Exclusion Order (GEO) – an order excluding the subject of the order from an area determined by the judge, as written in the order; or

(2) Stay Out of Drug Areas Order (SODA) – an order that specifically orders the subject of the order to stay out of areas that are pre-determined by City Code to have a high level of illegal drug trafficking. 

Records personnel will enter GEO’s and SODA orders into the Records Management System (RMS).

If a police officer has probable cause to believe that a person is subject to a GEO or SODA order, knows of the order, and, in the officer’s presence, is violating or failing to comply with any requirement or restriction imposed by the GEO or SODA order, the officer may arrest the violator without a warrant. 
NOTE:

· No arrest for Violation of a GEO or SODA order will be made without first confirming that the order is in effect.

· No arrest for Violation of a GEO or SODA order will be made if the person is in a prohibited area participating in a scheduled court hearing or attending a scheduled meeting with his/her legal counsel.

· Even if a GEO or SODA order is on the standard form, the issuing judge might have made changes to the order.

· A person is deemed to have notice of the GEO or SODA order when his/her signature or the signature of his/her attorney is affixed to the bottom of the order.

· Any incident report documenting Violation of a GEO or SODA order is routed to the City Prosecutor’s office and must include a copy of the order.

Violation of a GEO or SODA Order is NOT a new criminal offense.  Violation is analogous to contempt of court and subjects the offender to being jailed until trial (pre-trial release order) or being sentenced to additional jail and/or fines (post-conviction order).  Violators of SODA orders should be cited as follows:

EMC 10.13.030 SODA “(Violation Municipal Ordinance.)    

If the person is booked for SODA Violation Municipal Ordinance, the bail amount is $1,000.00

Officers may use the EPD form titled “Request for Notice of Case Result” form (PD-186) to give the City Prosecutor’s Office information, which may be inappropriate to include in the police report.  Such information may include:

(1) The officer’s opinion on whether a person charged with a drug-related or other crime should be subject to a SODA order or a GEO.

(2) Intelligence information about a person who should be subject to a SODA order or a GEO.
17.0  PROPERTY IMPOUND 

When a Police Department employee, in the course of duty, determines that certain property should be held for evidence, safekeeping or found property, the following procedures apply:

1. The member must bring the property to the Property Room (or other designated evidence handling facility) handling it as carefully as possible to ensure that it stays in good condition as when it was received.

2. Officers must then completely fill out an “Evidence Report.”  All areas highlighted are required to be filled in if applicable.  A partial example is listed below: 

 
2 Station #6 Impound Procedure

The impound procedures for Station 6 are the same as the evidence room except for the following:

1) Anything that needs to be refrigerated,

2) Anything that will not fit in the evidence lockers,

3) or Bicycles,

need to be transported to the regional evidence room for impound.  Evidence stored at Station 6 is only picked up once a week.

· Evidence is not to be stored in the refrigerator at Station 6.


Marking of Physical Evidence

.



All firearms must be temporarily disabled prior to impound.  A flex-tag type device will be used to disable the
 firearm before it is impounded for any reason.  The flex-tag will be passed through the barrel and the firing
 chamber, or through the magazine and the firing chamber.


17.01  SOUTH PRECINCT IMPOUND
The impound procedures for Station 6 are the same as the evidence room except for the following:

Anything that needs to be refrigerated

Bicycles or other items that will not fit in the evidence lockers, need to be transported to the evidence room for impound. Evidence stored at the south precinct is picked up daily (Monday – Friday).

Evidence is not to be stored in the refrigerator at the south precinct.

17.02  EVIDENCE IMPOUND
Impounding firearms—Disabling required

All firearms must be temporarily disabled prior to impound.  A flex-tag type device will be used to disable the firearm before it is impounded for any reason. The flex-tag will be passed through the barrel and the firing chamber, or through the magazine and the firing chamber.

Firearms Impounded As Evidence

Firearms, impounded as evidence, shall be disabled using the Flex-Tag procedure and event number(s) and/or other appropriate information shall be printed legibly, in indelible ink, on the tag portion of the flex-tag device. 

Court Date/ Expert Witness

The Court Clerk and Prosecutors office will coordinate Court dates on cases and assure that the evidence is back from the lab prior to trial.  The Crime Lab will send expert witnesses on the items that they process should their testimony be required in Court.

Transportation of Evidence to Court

The officer who originally found and placed the item of evidence in the Property Room is generally responsibility for the withdrawal of that item when it is needed for Court.  The officer is responsible for transporting the item to the Court and for safeguarding the evidence until it has been received by the Court or returned to the Property Room.

· Money shall not be taken to court, unless specially asked for by the Prosecutor.  Photocopies of money in most cases will suffice.

Follow-up Investigator

Whenever a Follow-up Investigator investigates and prepares a case for prosecution, this person is generally held responsible for transporting the evidence to Court.

Evidence Handling

Officers investigating an offense and taking possession of any physical evidence, must promptly bag or tag it for future identification and personally retain said evidence up to the point it is turned over to the Property Room.  Bagging or Tagging of evidence should be done so as not to impair the value or damage the evidence or prevent processing.  Officers will document any transfer of custody of evidence while in the field and note this in their incident report.

All evidence will be documented in the narrative of the police report, citing the circumstances by which the evidence came to be in the officers’ possession, to include descriptions of the evidence itself and where it was found.  All evidence will be documented in police reports prior to the end of the officers’ shift.  In an emergency situation, if the officer is unable to complete their incident report reference property seized, the officers’ sergeant will take responsibility of properly documenting all evidence seized prior to the end of their shift.

Evidence is to be impounded either directly to the property room, or placed in a secure locker at the south precinct prior to the end of the officer’s shift.  No evidence is to be retained in an officer’s vehicle, locker or desk.  In an emergency situation, if the officer is unable to impound evidence seized, the officer’s sergeant will take responsibility to properly impound the evidence prior to the end of their shift.

Photographs: Conventional / Digital Images:
1. The Everett Police Department utilized digital images to capture photographic evidence.  Officers are not generally to utilize conventional, cell phone or other equipment for photographic evidentiary reasons unless the situation presents as an emergency and no other means of capturing evidence are available.

2. (Refer also to Forensic Imaging SOP).

Computer Equipment / Other devices for storage of data in an electronic format:

1. Refer to the Computer Forensics and/or Forensic Imaging SOP for procedures in impounding computer equipment and related devices.
Tampering with Evidence

Officers or other employees, must not tamper with, fabricate, withhold, or destroy evidence of any kind and must comply with the rules governing the chain of evidence of evidence.

Laboratory Processing of Evidence

Other Items/Other Laboratories

Items other than drugs impounded as evidence are processed through the Crime Lab only upon request through the Property Room Clerk.  This task shall be left up to the detective assigned to the case, the detective division sergeant, or lieutenant.  Request for analysis by officers shall be submitted to Investigations.

Drugs

All  drugs requiring testing are sent to the Western Washington State Crime Laboratory for processing. Processing can take four to six weeks for a response from the crime lab.  Due to the large quantity of drug evidence that is impounded drugs that are seized will not automatically be sent to the Crime Lab for testing, and therefore will not usually require a “Request for Laboratory Examination” form. The Snohomish County Prosecutor’s Office or the Everett City Prosecutor’s Office will send a notice of follow up to the case officer if the drugs need to be tested for trial purposes. When that notice is received the case officer will complete and submit the Lab Exam request form. The impounding officer may complete the Lab Exam request for immediate processing  because of  an inconclusive field test. Detectives may use their discretion to request that drugs be tested prior to prosecutorial requests.

(Lab tests will only be requested if the field tests are inconclusive, or if the test will be required for court (Training Bulletin 2005-15)).

Upon notification that drugs need to be officially tested at the Crime Lab, officers will utilize the following procedures:
All items must be in sealed packaging and must be accompanied by a “Request for Laboratory Examination” form

Larger items such as scales can be packaged in paper bags, boxes, etc. - - whatever it takes to fit the item.

Items of potentially hazardous nature (methamphetamine) should be packaged in airtight metal cans.

Lab Request – The following “Lab Request” must accompany all requests for drug testing.  The impounding officer must fill in the areas highlighted in yellow if applicable.

When completing the Lab Request do not fill in the block labeled “Submitted By”. The person who delivers the items to the lab will complete this block.

Do not remove any of the copies of the Lab Request.  If you need a copy make a photocopy.
The address for the Evidence/Property Room is 2722 Colby- Basement, Everett, WA  98201

Shown is the only portion of the REQUEST FOR LABORATORY EXAMINATION form, which officers should concern themselves with, the portion of the form not shown is for Property/Evidence Room personnel only.
	AGENCY CASE NUMBER(S)
	WASHINGTON STATE PATROL–CRIME LABORATORY SYSTEM
	WSP LABORATORY NUMBER

	
	3 REQUEST FOR LABORATORY EXAMINATION
	

	
	NOTE: SEE REVERSE SIDE OF FORM FOR CRIME LABORATORY LOCATIONS & INSTRUCTIONS FOR USING FORM
	

	HAS OTHER EVIDENCE IN THIS CASE BEEN PREVIOUSLY SUBMITTED TO ANY WSP LAB?
	  FORMCHECKBOX 
YES  FORMCHECKBOX 
 NO
	OFFENSE
	DATE OF OFFENSE

	SUSPECT(S) – LAST, FIRST, MI – DOB
	VICTIM(S)–LAST, FIRST, MI–DOB
	ALSO USE THIS SPACE  FOR ELIMINATION PRINTS

	
	

	EXAMINATION REQUESTED BY
	               FORMCHECKBOX 
      RUSH    COURT DATE:

	NAME (TYPE OR PRINT)
	RANK / POSITION
	SIGNATURE
	DATE

	AGENCY                                            STREET ADDRESS                                                  CITY                                     STATE               ZIP CODE            PHONE

	ITEM #
	ITEM DESCRIPTION
	EXAM CODE
	SPECIAL INSTRUCTIONS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


In addition to the areas highlighted in yellow, Property/Evidence personnel have requested that officers correctly fill in the following items:
Item # - The individual tracking number or letter designation assigned to each separate item.  This is a required entry for evidence control purposes.

Item Description – Is a brief description of each item.  Examples are “packet of white powder”, “fired cartridge case” or “victim’s blue jeans”.

Exam Code –These are used as a guide for possible types of examinations, and consist of a letter designation for the general type or functional area of examination request.  The codes are listed on the back of each copy of the “Request for Laboratory Examination”.

Special Instructions – List the specific examination you are requesting.  A list of some common examinations is provided with the “EXAM CODES” on the back of each “Request for Laboratory Examination” form.  

Property Room Audits

The purpose of audits of audits of Everett Police Department evidence and property is to ensure that items or articles placed in the Evidence Control facility are entered, recorded, maintained and ultimately, are provided a disposition in accordance with departmental standards and procedures.

Annual Audit/ Inspection Specifications

At least once a year a member of the Department’s Command Staff shall conduct an unannounced, random audit and inspection of the logs and documentation of no less than five (5) drug evidence items, five (5) firearms-related cases, five (5) cases involving currency, and five (5) other randomly selected cases where there are items such as jewelry, artwork and valuable antiques etc.  In each case all of the log entries, identifying paperwork and/or anomalies shall be identified and recorded in a written inspection report.

Disposition of Inspection Report

After completion of the audit/inspection a copy of the written inspection report will be forwarded to the Chief of Police and a copy shall be transmitted, via the chain of command, to the Evidence Control Unit.  In conjunction with the inspection report, any recommendations for policy and/or procedural changes to correct, or reduce the probability of occurrence, of errors, omissions and/or anomalies shall also be included.  In addition, a copy of all such reports and/or recommendations shall be provided to the Accreditation Manager.


17.03  SEIZURE AND INTENDED FORFEITURE
The Snohomish County Regional Task Force will be responsible for processing all personal and real property seized by members of the Everett Police Department, under the authority of RCW 69.50.505(a) and (b).  To ensure that all legally mandated timelines regarding the seizures are met, the following procedure will be used during the seizure process:

1.
At the time it has been decided to seize personal property from a subject pursuant to either the facilitation or proceeds theory, a first line supervisor will fill out a “NOTICE of SEIZURE and INTENDED FORFEITURE” (SCSO form SH278 Rev 1/00) and serve that completed document on the subject.  

· The yellow copy of the notice will be given to the individual the property was seized from.

2. A separate seizure notice will be filled out and presented to any other individual who has claim to any property seized.

3. When impounding seized items and/or items of an evidentiary nature, the impounding officer shall clearly mark on the Impound Sheet those items intended to be seized.  A photocopy of the completed and signed seizure notice will be attached to the original copy of the case impound sheets and left with the property room.  Any impounded items that stipulate “seized”, but which do not have the corresponding “Notice of Seizure and Intended Forfeiture” attached to the property sheets, will be returned to the claimant.

4. The white copy of the seizure notice will be attached to the main incident report and submitted to the Records Room.  It must be clearly noted on the main incident report that a copy of the report needs to be routed to the Regional Task Force.

5. In the event that officers seize a vehicle for intended forfeiture, a Notice of Intended Forfeiture will be completed and a copy left with the claimant.  A standard vehicle impound sheet will also be completed.  Both the impound sheet and the seizure notice be submitted to the Records Room with the main Incident report.

6. Records Room personnel will insure that a complete copy of the report, together with a copy of the seizure notice, will be forwarded to the Regional Task Force.

Once the civil case has been resolved, the Regional Task Force will generate a document describing the final status of the seized items: i.e., forfeited, returned, destroyed, etc.  A copy of that document will be sent to the Property Room to be attached to the original impound sheets, and a copy will be sent to the Everett Police Department Records Room to be attached the original report.  

Reporting of Non-Drug Forfeited Property to State Treasurer 
RCW 69.50.505 requires that any law enforcement agency seizing property file a report of forfeited property with the Washington State Treasurer’s Office each calendar quarter.  Even if no property is seized in a calendar quarter, it shall be the policy of the Everett Police Department to still file a quarterly report with the State of Washington indicating zero forfeiture’s for the preceding quarter.

The following procedure has been established by the Everett Police Department to report all completed forfeitures of property.  The Everett Police Department does not seize vehicles of DUI suspects, so other than noting that no forfeitures have taken place on the DUI Vehicle Forfeiture Report, no other reporting is necessary.  This procedure does not apply to drug related arrests and investigations conducted by Everett police officers.  All drug related forfeitures will be processed and reported to the State of Washington by the Snohomish Regional Drug Task Force (see above).  All other property forfeitures will be reported in the following manner:

· Each calendar quarter, the State of Washington’s Treasurer’s Office will mail a Forfeited Property Status Report to the designated point of contact (Special Investigations Lieutenant).

· Once received, the responsibility for completing the quarterly report will be assigned to the lieutenant of the Special Investigations Unit.

· Upon receipt, the Special Investigations lieutenant will promptly consult with the lieutenant of General Investigations as well as the City of Everett Prosecutor’s Office for any completed forfeitures (per RCW) that took place in the preceding calendar quarter (required paperwork completed, all hearings have taken place, and appeal periods expired).

· The Special Investigations lieutenant will document all forfeited property on the State of Washington’s Forfeited Property Status Report per the guidelines as established by the State Treasurer’s Office Drug Seizure & Forfeiture Reporting Requirements Guideline Rev 1/2008 (copy attached), or any revised guideline.

· The Everett Police Department does not seize vehicles of DUI suspects, so other than noting that no forfeitures have taken place on the DUI Vehicle Forfeiture Report, no other reporting is necessary.

· Once completed, the Special Investigations lieutenant will submit the report to the Everett Police Budget and Finance Office for review.

· After review and approval, the Budget and Finance Office will retain one copy of each quarterly Forfeited Property Report and mail one copy to the State Treasurer’s Office.  If funds are owed to the State as a result of a seizure, a copy of the relevant Forfeited Property Form(s) will be forwarded to the City of Everett Clerk’s Office for payment to the State Treasurer’s Office.  

The purpose of this procedure is to ensure the Everett Police Department’s compliance with Washington state law as it relates to property seizure and forfeiture.

DRUG SEIZURE & FORFEITURE REPORTING REQUIREMENTS

GUIDELINE
Washington State Treasurer’s Office

Mary Pheasant, Seizure & Forfeiture Administrator

Phone:  (360) 902-8901

Fax:  (360) 704-5101

Email:  mary@tre.wa.gov
Rev. 1/2008

1. Drug Seizure & Forfeiture Reporting Requirements (RCW 69.50.505)
· Requires each seizing agency to file a report of forfeited property with the State Treasurer’s Office each calendar quarter
· If there are no forfeitures for the quarter, the seizing agency should file a report with State Treasurer showing zero forfeitures for the quarter

2. Quarterly Reporting 
· Quarterly reports should include all forfeited property that has been:

· Destroyed

· Retained for Agency Use

· Sold

· Stored and Awaiting Sale or Auction

· Quarterly reports should not include forfeited property that is being held:

· For use as evidence during an investigation or prosecution of a case

· During the appeal of a conviction

3. Distribution of Forfeited Property 
· When property is forfeited, the seizing agency may:

· Retain it for official use

· Sell it

· Request the Sheriff, Director of Public Safety, or Drug Enforcement Administration to dispose of it

· Store it until the next sale or auction (Seizing agency is required to sell property in the year forfeited or comply with “6.  Moneys Due The State” below.)

· Destroy illegal property

4. Fair Market Value & Net Proceeds Definitions
· Fair market value is the value of the property at the time of seizure, determined, when possible, by a commonly used index such as a NADA (Blue Book) or qualified appraiser

· Net proceeds are the sale price less the allowable deductions
5. Allowable Deductions of Forfeited Property
· Security Interest to which the property is subject at time of seizure

· Cost of Sale
· Appraisal Fees

· Reasonable Fees/Commissions paid to Independent Selling Agent

· Valid landlord’s claim for damages done by a Law Enforcement Officer while acting in his/her official capacity (refer to RCW 69.50.505(n)(o) for certain restrictions)

6. Moneys Due The State
· Retained Property:  If forfeited property is retained:
· Report and pay 10% of the property’s fair market value at the time of seizure 
· Sold Property:  If forfeited property is sold:
· Report and pay 10% of the net proceeds
· Property Not Sold In The Year It Was Seized:  If forfeited property is stored awaiting next sale or auction, but not sold in the year it was seized:
· Report and pay 10% of the fair market value at the time of seizure in the year during which the property was forfeited

· Destroyed Property:  If the forfeited property is destroyed:

· Report and pay $0

7. January 31
· By January 31 of  each year, the seizing agency should have submitted to the State Treasurer:

· Four quarterly reports listing forfeited property of the preceding calendar year

· An amount equal to 10% of the net proceeds of any property forfeited during the preceding calendar year
17.04  SEXUAL ASSAULT EVIDENCE IMPOUND
When processing evidence of a sexual assault, use the following as a guide.

Sexual Assault Kit:  Impound into dry storage / locker.

Clothing:  If the clothing is dry or mostly dry, store in paper bags at room temperature and impound in a locker.

If the clothing is excessively wet or dripping with blood or bodily fluids, or you do not know, call out evidence personnel.

17.05 SYRINGES/NEEDLES
The cutting or shearing of a needle from a syringe is completely prohibited by state and federal regulations,” according to WAC 296-62-02001 (4) (b) (vii).

The Property Room will only accept syringes / needles for essential evidentiary value and will only accept the items if packaged in a sharps container and labeled properly.  

In those instances where the syringes / needles are of essential evidentiary value in a homicide assault or in other serious felony offenses, the impounding of the syringes / needles must have the approval of a supervisor and with the further approval of the Washington State Crime Lab.

Do Not impound syringes / needles to support lesser crimes such as possession of Drug Paraphernalia.  Photograph the items and then destroy.  Impound the photographs.

Do Not impound syringes / needles for safekeeping or if found items.  Place in Sharps containers and dispose of at biohazard disposal site.

Do Not attempt to “decant” the contents of a syringe or needle.  

“Decant” is the removal of the substance from the syringe / needle.

17.06   PACKAGING AND TAGGING PROPERTY/ EVIDENCE
A.
When considering which type of packaging to use, keep in mind all of the purposes the packages serve:

1.
Keeping the evidence as close to its original condition as possible.

2.
Preventing the inadvertent loss of evidence (e.g., falling out of the package) by properly securing all containers.

3.
Preventing contamination of evidence.

4.
Preserving the individual identity of evidence for court presentation.

B.
The following packaging instructions should be adhered to as closely as possible.  Keep in mind that the type of packaging should fit the type of evidence to be preserved.

1.
Some large items only need a Property/Evidence Tag (e.g., lawn mowers; rifles; television sets; etc.).

2.
Liquids - package or preserve using the following:

a)
Clean, sealable glass jars or the original container, if sealable.

b)
Containers provided by the toxicology lab specifically for blood XE "blood"  and urine samples.

c)
Paint type metal cans.

3.
 Numerous small articles of evidence connected to the same case may be placed in a large container using the same case number; however, each item must be numbered and labeled using a separate evidence item tag.  Care must be taken to prevent cross-contamination.

4.
Known source samples should be packaged and tagged separately from unknown samples.  For example:

a)
Dust from a burglary suspect’s clothing and samples of safe insulation from a burglary scene are packaged separately, showing same case number but different evidence numbers.

b)
Blood XE "Blood"  sample at scene and blood-soaked clothing from a suspect are packaged separately, with separate evidence numbers.

5.
Items to be sent for laboratory analysis must be packaged separately from items not needing analysis.

6.
Perishable items such as meat, frozen foods, etc., should be left with the victim if possible.  If necessary to seize, secure in appropriate bag and place in Property Evidence Room freezer.

7.
Bloodstained clothing must be dried before packaging.

8.
Firearms placed in gun boxes will be verified by a second person that the gun was made safe.

a)
In all cases involving the impounding of firearms, the weapon is packaged separately from ammunition and holster/case.

b)
All firearms must be unloaded and made safe prior to placing in a gun box and securing at the Station/Evidence Entry lockers.
9.
Jewelry must be packaged individually, with no more than one item of jewelry per evidence envelope.  Jewelry must also be packaged separate from other types of evidence.

a)
Each item must be packaged separately, with a separate evidence number, and described fully on the Property Evidence Form.  The only exception would be known costume jewelry packaged in a single evidence envelope.

10.
Coin and currency must be counted and verified by an additional employee, and packaged separate from other evidence, using separate Property Evidence numbers.

a)
The denominations should be described and the amount totaled on the face of the currency envelope.

b) Moneys taken from multiple suspects involved in one case is booked into evidence using separate evidence numbers and separate currency envelopes for each suspect.

c) Foreign currency and collectible coin need to be packaged separately in a currency envelope

11.
Trace evidence (e.g., hair samples, fibers, powders, paint chips, soil, etc.) should be packaged in small, clean, blank, paper bindles before placing in any other bag or envelope.

a)
Several envelopes may be placed in one bag, as long as the contents are tagged separately, with separate evidence numbers.

b)
Close the bag containing the envelopes.  Do not seal the bag unless all tagged evidence items are listed on the outside.

12.
Wet Evidence (e.g., blood XE "blood"  or semen stained clothing) should be tagged and hung in the BioHazard Room in the Property/Evidence Room.

a)
Property/Evidence personnel will advise the case investigator when the evidence appears to be ready for packaging.

b)
Do not place wet evidence in a bag.  

13.
Pieces of evidence should be placed into the appropriate bag or envelope, secured with clear tape or colored evidence tape.

a)
Package quantities of like items together (e.g., cigarette packs, ammunition XE "ammunition" , CD’s, etc.).

b)
Each bag should be secured and identified with Property Evidence Number.

14.
Dry clothing, bedding XE "bedding" , shoes; etc. of evidentiary value should be wrapped separately in paper bags XE "bags"  to avoid cross-contamination.

15.
Knives, ice picks, and other sharp objects should be placed in a knife box or wrapped in cardboard for safety and then placed in an appropriate bag, envelope, etc.
16.
Alcohol XE "Alcohol"  will not be booked in as evidence as a standard, for example, M.I.P./M.I.C.  If alcohol is to be booked, it must be approved by a Supervisor.

17.
License plates will be placed into an evidence envelope with the case number and evidence number on the outside of the envelope. The license number will be included on the impound sheet. 

18. In all cases, envelopes will never be left open or unsecured, but taped to guard against loss of evidence, and thereby enhance the integrity of the system.  Envelopes being sent to the State Crime Lab for testing must be taped and initialed on all seams.

19. Backpacks, duffel bags and other containers of personal property impounded for safekeeping or as found property must be inventoried before they are impounded.  Drugs, money and expensive valuables will be packaged separately.  Every effort should be made to identify the owner. 
20. Backpacks, duffel bags and other containers that are impounded for the purposes of serving a search warrant will be stored in the separate lockers marked “PENDING SEARCH WARRANT.”  The lockers are located at the property room officer’s impound area and the south precinct officer’s impound area. They are to be used only for holding items pending warrant service. Officers will place the backpack, bag or container in the locker and lock the locker, retaining possession of the key until such time as the warrant is served.

Officers using the lockers will fill out a log attached to the locker indicating the locker number, name of the officer using the locker, associated case number, and date and time secured. Officers will serve the warrant and vacate the locker within two business days of securing the item in the locker.
Once the warrant is served and the backpack, bag or other container is made safe for Property Room personnel to handle, the item will be placed in one of the impound storage lockers to be processed and booked into the Property Room.
Officer shall make sure that the lock key is placed back with the lock when the item is removed and the search complete, and take care to control the key while the locker is in use.  There is only one key for each lock in order to safeguard chain of custody.

Officers will document use of the holding locker in their report, to include date and time the item was impounded, retention of the key, and date and time item(s) was recovered from the locker to serve the warrant.

If the item is not searched subject to a search warrant but will still be impounded, an impound inventory must be completed before impound.
Items should never be placed in the locker if there is reason to believe that the item might present a safety or health hazard.  If an item is believed to present such a hazard the search warrant should be immediately served or an inventory should be made prior to securing the item in the locker. Items creating a potential safety or health hazard include biohazards, explosives, fuels, fireworks, items that create a fire hazard, and perishable food items.
C.
Marking Evidence
1.
Mark all items in a clear, legible, and identifiable manner using evidence tags, envelopes, bags XE "bags" , boxes or other appropriate containers.

2.
Mark valuable items in such a way that they are not permanently damaged.  For example, scratching your initials on the barrel of a handgun is unnecessary when an evidence tag can be used.

3.
Whenever possible, the marking will include the date and time the evidence was collected, and the collecting officer’s initials and personnel number.

17.07 SPECIFIC PACKAGING REQUIREMENTS
A.
Dried Blood XE "Blood" 
1.
Blood XE "Blood"  that has dried on an object, which can be easily transported, will be left untouched, and the object itself will be tagged as evidence.

2.
Dried blood XE "blood"  will be protected as much as possible before being placed into the evidence locker.

3.
Dried blood XE "blood"  on an object, which is too large, too heavy, or too awkward to transport, will be handled in the following way:

a)
Scrape the surface of the object onto a clean piece of paper, fold securely and place the folded paper into an evidence envelope. XE "blood" 
B.
Wet Blood XE "Blood" 
1.
If the blood XE "blood"  is in a fluid state, a sample will be collected in a clean glass vial by an experienced Field Evidence Technician.

2.
The sample will always be refrigerated as soon as possible.

3.
Do not attempt to remove bloodstains from clothing.

4.
The entire item will be packaged, once it has dried.

5.
Wet or damp bloodstains on items will be thoroughly dried, away from sunlight or artificial heat, before packaging.  Place the items in the BioHazard Room at the Property/Evidence Unit.

6.
Packaging of Bloody Clothing

a)
Bloodstained clothing will not be stored in plastic.

b)
 XE "blood" 

 XE "bags" Large or very wet items will require calling Property / Evidence Unit personnel to open the Bio Hazard room at the property room.

c)
Items that are dry prior to booking will be individually wrapped in brown paper bags XE "bags" , with the top of the bag folded and secured with tape.

d)
If a number of items are seized, tag and secure each item in individual paper bags XE "bags"  and place them into a larger box or bag.  Do not seal the larger container unless all tagged evidence items are listed on the outside
e)
Make sure your case number and evidence item numbers are clearly marked on all items.

C.
Blood XE "Blood" /Urine Specimens
1.
Fill out State Toxicology Lab Form for blood XE "blood" /urine specimen.

a)
Print all of the required information.

b)
Make sure that the case report number matches the report.

c)
The time listed will be the time the sample was drawn.

d)
List the doctor or lab technician drawing the blood XE "blood"  for “Blood XE "Blood"  Drawn By.”

e)
Mark appropriate box for tests required.

f)
Per the subpoena requirement, make sure the name, including the first initial, is legible.

2.
Complete Property Evidence Form in its entirety.

3.
Blood XE "Blood"  specimens will be secured in the Evidence Entry Room refrigerator.

Note:
Never freeze blood XE "blood"  specimens.

D.
Flammables / Fireworks
1.
All substances suspected of being flammable will be packaged in either glass or metal containers.

2.
Plastic will not be used, as the chemicals in the substances may melt or otherwise react with the plastic.

Exception:  containers approved by the Fire Department.

3.
Packaging must be airtight to prevent evaporation of flammable substances.

4. Then label containers “Flammable Contents,” and/or “Contains Gasoline,” etc., based on the type of substance it is suspected to be.

5. Place items in the Flam locker at the Service Center.

6.
Complete the Property Evidence Form in its entirety and bring the impound sheet to the Property Room.

7.
Attach the Property Evidence Tag to the outside of the container, showing evidence number.

8.
In the case of large amounts of flammable substance, the Fire Department should be consulted.

9.
In the event that an item is stored with the Fire Department, a note should be attached to the original Property Evidence Form advising the Property/Evidence personnel where the item is stored.

10.
Fireworks will not be stored in any locker within the Police Department, fireworks that are needed for evidence will be photographed, identified and destroyed.  Bomb Techs will respond for larger quantities or sizes larger than M-80 per policy.   Fireworks that is for destruction will be placed in the diesel barrels provided at the Service Center and documented in the incident report.  No impound sheet is needed for fireworks placed in diesel barrels. 

E.
Bullets, Cartridges and Shell Casings
1.
Do not mark a bullet on the nose or sides for identification purposes.

2. Wrap each bullet in tissue paper, and place it in a container or zip lock bag.  This applies only to cases where the bullet was used in the commission of a crime.  Do not use any cotton material for wrapping – it may be confused with fibers from clothing involved in the case.
3.  Seal the container and mark it for identification.

4.  Shell casings may be marked on the inside if they are large enough.   

5.
Do not attempt to mark a live cartridge with a metal etching tool.  Use a soft instrument, such as a grease pencil, a felt-tip pen, or whiteout.

6.
If a cartridge or shell casing is to be examined for the ejection marks of a particular weapon, package and seal the item, mark the package for identification.  Do not mark the cartridge or casing itself.
7.
If bullets or casings are found in differing locations, number each item separately and secure separately in an evidence envelope.

8.
Put all separate envelopes together in one large container.  Do not seal the larger container unless all tagged evidence items are listed on the outside.

9.
Complete the Property Evidence Form in its entirety.

F.
Clothing, Tools, Miscellaneous Items
1.
Package clothing, tools and shoes separately and carefully, to avoid loss and contamination of material.

2.
Avoid contaminating the sample with the source.

3.
Comparison samples for analysis will be packaged separately.

4.
Use manila envelopes XE "bags" , brown paper bags or cans to secure the samples.

· Do not use plastic if a sample is wet or damp; use a paper bag or evidence envelope if the sample is damp.  Wet items must be dried before packing.

5.
Each envelope or bag will have a separate evidence tag for easy identification in court.

6.
The Property Evidence Form must detail where the sample was found.

7.
Complete the Property Evidence Form in its entirety.

8.
Secure Item Tags to the outside of each individual container to prevent contamination of evidence.

9. If a number of items are packaged separately, make sure all of the smaller containers are placed together into one large box or bag and left open so Property/Evidence personnel can conduct an inventory.

G.
Firearms and Ammunition XE "Ammunition" 
1.
Ammunition XE "Ammunition"  will always be removed from all firearms.
2.
Place the ammunition XE "ammunition"  taken from the firearm in a separate evidence envelope.

3.
Use zip ties to make the firearm safe.

4.    In order to better preserve DNA and/or fingerprint evidence, once the firearm is made safe, place the firearm in a gun box either at the scene or as soon as practical after the firearm has been collected.

5. 
Mark the outside of the gun box that the gun has been made safe.

6.
Complete the Property Evidence Form in its entirety, including make, model, caliber, serial number of the firearm and the type of firearm. Type of firearm must also include action such as:

· Handgun, revolver

· Handgun, semi auto

· Shotgun, pump

· Shotgun, semi auto

· Shotgun, double barrel

· Rifle, semi auto

· Rifle, bolt action

· Rifle, lever action

7.
ALWAYS check WACIC/NCIC for stolen.

8.
Holsters or carrying cases will be packaged separately, with each having its own evidence number.

9.
Follow the same procedure for rifles and shotguns as with handguns.

H.
Gunpowder Residue
1.
The entire article of clothing should be booked into evidence.

2.
Do not attempt to tear or cut the area of pattern from the article of clothing.

3.
When packaging clothing, great care should be taken to fold each article so as to minimize friction around the bullet hole and pattern area.  Between folds, sheets of paper should be placed to avoid cross-contamination.

4.
Clothing containing gunpowder patterns should be packaged separately from any other item, including other clothing.

5.
Attach an evidence tag to each item of clothing being booked.

6.
Place the various items together in one large paper bag or box.  Do not seal the larger container unless all tagged evidence items are listed on the outside.

7.
Complete the Property Evidence Form in its entirety.

I.
Hairs and Fibers
1.
Individual hairs and fibers should be wrapped in clean white paper and placed in an envelope.

· Do not use plastic bags XE "bags"  or vials for hair samples.
2.
For comparison purposes, hair samples from both the victim and the suspect should be collected from multiple areas of the head and body, and packaged separately.

3.
Hairs and fibers should not be removed from either the victim’s or the suspect’s clothing.

4.
Carefully package and tag each item of clothing separately.

5.
Complete the Property Evidence Form in its entirety.

6.
Attach the completed Property Evidence Form and Evidence Tags to the packaging.

7.
If there are a number of samples separately packaged, make an effort to secure all items in one large container, leaving it open so an inventory can be made of the contents by Property/Evidence Unit personnel.

J.
Currency
1.
A currency envelope is used whenever any U.S., foreign or counterfeit currency is booked into evidence.

a)
Currency envelopes are not used for stocks, bonds, checks, etc.

b) The currency envelope must list where the currency was found, specifying the address and the exact location (e.g., suspect’s right front pocket,” etc.).

c) Foreign currency and counterfeit money will be placed in a separate currency envelope noting that it is foreign currency or suspected counterfeit money 

2.
Currency always receives a separate item number.

3.
The Property Evidence Form must be completed entirely, including the amount of money being placed into evidence.

4.
Currency will always be counted and verified by a second employee.

5.
Fill out the currency envelope, including the denominations of the money being placed into evidence.

6.
In most cases currency does not require marking for identification purposes.

7.
Coin collections and individual coins should be described in detail (e.g., three (3) mercury dimes; two (2) dated 1931-D; and one (1) dated 1932-S; etc.).

8.
In the case of money taken from more than one person on the same case, a separate evidence number should be used for each person’s money.

9.
Whenever an extremely large sum of currency is seized as evidence after-hours the shift supervisor should be informed before the money is placed in locker.  The shift supervisor will determine if a Property Room call out is necessary.  

K.
Narcotics and Dangerous Drugs
1. Narcotics and dangerous drugs must be packaged in narcotics (white) envelopes. Do not place paraphernalia in white envelopes.  Large quantities of narcotics or dangerous drugs that won’t fit in the white envelopes can be placed in appropriate size bags or boxes.   

2. Normally one narcotics envelope is used for each suspect, but a different envelope should be used for each type of narcotic.

3.
Paraphernalia must be packaged separately along with separate evidence numbers in a manila envelope.

· Do not package narcotics and paraphernalia together.
4.
Quantities of tablets, capsules or marijuana cigarettes should be counted before packaging.

5.
Make every effort to identify (tentatively) narcotics or dangerous drugs before packaging.

6.
Freshly uprooted marijuana plants or uncured marijuana requires special handling.  (Please see Special Handling section, Para. N.)

7.
Always identify the exact location where and by whom the contents of each container were seized.

8.
Narcotic and dangerous drug evidence will be inventoried and  placed in evidence.  For very large seizures, consider contacting Property / Evidence Unit personnel, who will secure the narcotics in the Property Room.

L.
Paraphernalia
1.
Package narcotics and narcotics paraphernalia separately.  The narcotics (except marijuana) will be sent to the Washington State Patrol Crime Lab for analysis.

2.
The Washington State Crime Lab will not test the contents of syringes and will not accept syringes without prior approval (Homicides and very special circumstances are the only exceptions the Crime Lab policy.  Syringes will not be accepted in to the Property Room without Supervisor approval.  .

3.
If a large amount of paraphernalia is seized in one container (e.g., a toolbox or a jewelry box, etc.), the entire contents may be listed as one item (e.g., “one toolbox containing miscellaneous bongs and pipes”).

4.
If an individual item of evidence is particularly important to a case, it should be packaged and identified separately on the Property Evidence Form.

5. Hypodermic needles should be disposed of in a bio-hazard sharps container.  If a syringe is being impounded as evidence (see #2 of this section) it will be secured in plastic syringe tube and a evidence tag securely attached and a lab request filled out. 

6.
Fill out the Property Evidence Form in its entirety.

M.
Special Handling - Marijuana Plants, etc.
1.
Growing or live marijuana plants must be photographed prior to uprooting.

a)
Photographs will be taken both up close and at a distance.

b)
Each photograph should have a means of identification.  Show the true size of plants by comparison (e.g., ruler, yardstick or officer in photo).

c)
Count plants prior to uprooting.

d)
Package in burlap bags XE "bags" , paper bags or cardboard containers.  Ensure the evidence numbers are clearly visible.  In the case of burlap bags use wire ties to identify the case number and item number.

· Do not use plastic.

· Do not punch holes in paper sacks.
e)
Forward the request for analysis to the Property/Evidence Unit as soon as possible.

N.
Perishables
1.
Most perishable items seized as evidence are the result of shoplifting.

a)
If possible, have victim/store owner retain and preserve the evidence for court.

b)
Advise the victim/store owner to retain the evidence for at least 90 days.

2.
Perishables that must be retained in Department custody should be immediately frozen/refrigerated in the Property/Evidence Room.  A temporary freezer/refrigerator is available in the Station Evidence Entry Room.

O.
Seminal Stains
1.
If the semen is wet and heavily deposited, samples of the fluid should be swabbed, air-dried, and placed in a small clean vial.

2.
The article on which the deposit was found should be allowed to dry thoroughly.

3.
The dried article should then be packaged with the stain toward the outside, and in such a fashion as to prevent friction on the stained area.  Use clean paper as a protector.

a)
Use the Sexual Assault Kit for any required tests.

4.
Each item of clothing should be individually packaged in a brown paper bag.

5. Complete Property Evidence Form in its entirety and.  Place Sexual Assault Kit in the evidence locker if it has been dried.  If the Sexual Assault Kit has been frozen place it in the freezer.  (Most kits are dried and refrigeration is not necessary)

P.
Sharp Instruments
1.
Sharp instruments (knives, razors, etc.) should never be packaged in paper bags XE "bags"  without first taking precautions to render the cutting edge and point safe for handling.

2.
The use of an Evidence/Property tag taped to the instrument is sufficient.

3.
Fill out the Property Evidence Form in its entirety, attach it to the item, and secure all evidence in a Property Room booking area lockers.

Q.
Tools and Tool Marks
1.
Whenever possible, take the entire item containing tool marks into evidence.

a)
In cases where tool marks are found on part of a structure or another item which would require cutting to preserve the evidence, a supervisor should be called to the scene to evaluate the importance of the case, the item to be cut, and to make the decision as to the best method to use for obtaining and preserving the evidence.

2. Tools suspected of being used in the commission of a crime should be wrapped and packaged so that material adhering to the prying or cutting surface is protected.

3.
Do not attempt to fit tools suspected of being used in the commission of a crime into pry parks or other impressions, as this contaminates both the tool and the impression.

4.
Make sure tools and tool marks remain separated.

5.
Secure tools and items containing tool marks in separate containers with separate Property/Evidence Tags.

6.
If additional processing is required ensure that the item is packaged properly.

R.
Documents / Credit Cards
1.
In most cases where large amounts of miscellaneous papers or documents of limited evidentiary value are seized, they can be tagged as one item (e.g., one envelope or bag containing miscellaneous papers/documents in the suspect’s name if there is more than one suspect paperwork will be separated by suspect giving each one a separate item number).

2.
In cases where document(s) of significant evidentiary value are seized, they should be tagged separately and described on the Property Evidence Form.

3.
Complete the Property Evidence Form in its entirety.

4.
Assign evidence numbers to each document and place each into a separate evidence envelope.

5.
In cases where there are documents with multiple owners items will be separated and packaged by individual owners. Each owner will receive its own item #.

6. In the event that several documents are of special interest to the Officers/Detectives, they should be copied and attached to the original case report.

S.  
Fingerprint Evidence

Officers at the scene of a crime or incident, other than a major crime, which, such as homicides, are immediately turned over to detectives, shall make an effort to collect any possible latent fingerprint evidence.  The following guidelines should be applied:

1. Process the item using appropriate powders.  Do not use powders on computer keyboards or electronic equipment where damage may occur.

2. Lift the latent impression using the appropriate tape and place it on the blank side of the latent left card.

a) Initial over the tape on to the card.

b) If the officer processing the item accidentally leaves their own print on the latent tape, those prints should be crossed out with an “X”.  This should only be done if the officer is positive that the print to be crossed off is theirs.

3. Fill the lift card out completely.  The following information must be included:

a) Date the prints were lifted.

b) Type of crime.

c) Incident/Case number.

d) Victim Information.

e) A written explanation of what was processed and where the lifts were obtained from.

f) The officer’s name or initials and personnel number.

g) A diagram or sketch of the item showing where the print(s) were lifted from.

4. When completed, the latent lift cards shall be impounded into the Property Room as evidence.
NOTE:  Contact the Property Evidence Unit with any questions or concerns.

When possible and as requested by the WSP Crime Laboratory, Officers will attempt to obtain materials and substances from a known source, for comparison with physical evidence collected.  Examples of source materials may include, hairs, fibers, fabrics, paint, glass, wood, soil and tool marks.  Source materials may in some circumstances, require a search warrant or consent to search.
18.0 VEHICLE PURSUIT
Evaluation of Circumstances

Once a vehicle pursuit has been initiated under Policy 10.4 officers and supervisors should constantly evaluate the situation to ensure continual compliance with the pursuit policy. Officers and supervisors must consider the following criteria when deciding whether to continue or terminate a pursuit:

a)  Seriousness of the offense

b)  Safety of the officer

c)  Time of day

d)  Traffic volume


e)  Pedestrian traffic

f)  Road and weather conditions

g)  Visibility and illumination

h)  Capability of the officer and his/her vehicle

i)  Familiarity with the area

j)  Quality of radio communications

k)  Public safety

l)  Positive identification of the driver and the vehicle

Primary Unit Responsibilities

Whenever possible, an officer initiating a vehicle pursuit shall immediately announce via the radio the following:

1.  That he/she is in a vehicle pursuit;

2.  The offense and circumstances supporting the immediate serious threat to the safety of the public or other police officers;

3.  License number and description of the suspect vehicle;

4.  Location and direction of the route during the pursuit;
5.  The number of occupants in the vehicle. Provide descriptions if possible;
6.  The suspect’s speed, driving characteristics and traffic conditions.
It is important to broadcast the direction and location of the pursuit at regular intervals in order to properly direct assisting units.  The primary unit will broadcast this information until an assisting unit arrives.  The assisting unit will then be responsible for radio transmissions.

Assisting Unit Responsibilities

Assisting units must attempt to position themselves at strategic points along the path of the pursuit in order to provide various types of assistance, such as:

1.  Containment at strategic intersections to keep the pursuit on arterial roads to avoid neighborhoods;

2.  Traffic control at major intersections to prevent vehicular traffic from proceeding into the path of the pursuit;

3.  Assistance with suspects after a pursuit has ended;

4.  Setting up Stop Sticks along the route to disable the suspect vehicle.

It is extremely important to maintain radio discipline during pursuit driving in order to allow the primary and secondary units the opportunity to broadcast information which can be clearly understood by other assisting units.

Absent emergency circumstances involving an immediate risk of harm to the public or police, the number of Everett Police units involved in the pursuit shall be limited to that number necessary to safely arrest the occupants of the pursued vehicle.  The supervisor will determine the number of involved units.
Responsibilities of Communications Personnel

The SNOPAC Center communications dispatcher shall make all reasonable effort to notify a law enforcement supervisor of a pursuit in progress and will maintain radio contact with the pursuing unit(s) as long as practical. It is also the responsibility of the SNOPAC communications dispatcher to immediately notify any affected agency when the pursuit enters any other jurisdiction. If the pursuit leaves the effective range of SNOPAC, that unit(s) will utilize the appropriate regional or statewide radio band/channel.
Supervisor Responsibilities

It will be the responsibility of the Patrol supervisor to authorize continuation of and to closely monitor and control all police vehicle pursuits in accordance with departmental vehicle pursuit policy.  In addition, the supervisor will ensure that proper notification has been made to surrounding agencies according to the Snohomish County Multi-Agency Pursuit Memorandum of Understanding (Procedure 18.01) if the pursuit might enter another jurisdiction.

The supervisor will monitor the number of units actively pursuing the suspect vehicle and may limit that number as deemed necessary.

A supervisor or officer may terminate a pursuit based upon an assessment of all available facts and circumstances (see list under Evaluation of Circumstances). 

Upon the conclusion of a vehicle pursuit, the supervisor will ensure that all actively involved officers prepare written reports.  The supervisor is responsible for reviewing the reports, completing a Supervisor’s Use of Force or Pursuit Review form and forwarding that with a copy of the report to his/her lieutenant.  The entire packet will be reviewed through the chain of command.  If a supervisor was involved in the pursuit, his/her supervisor will review and complete the Supervisor’s Use of Force or Pursuit Review packet.

Pursuit Intervention Tactics

Tactics and devices designed to force a fleeing vehicle to stop may be used, following established procedures, and only after proper training.  They will not be used when it has been determined (by supervisory personnel whenever possible) that such use would create a greater safety concern than that of allowing the offending vehicle to continue.

Stop Sticks:
“Stop Sticks” may be deployed in single units or in the preferred manner utilizing the sleeve and “cord / reel.” 

“Stop Sticks” shall be placed in the appropriate lane of travel and at an angle perpendicular to the approaching vehicle.

The position of deployment shall be from a place of safety that takes into consideration the location, roadway, weather, vehicles and persons involved.

The device shall be removed from the roadway as soon as the offending vehicle has passed or as soon thereafter as is safe

An attempt shall be made to utilize the “cord / reel” mechanism with care given toward exposed spikes, a tangled cord and other unforeseen dangers.

At speeds less than 35mph, the manufacturer of “Stop Stick” has determined that their product is not always effective.  Unless unusual circumstances exist, it will not be used in these instances.

Personnel deploying these devices shall advise, via the radio, their intent, location and portion of roadway where the device is to be deployed as soon as possible and in all instances prior to the arrival of the patrol cars.

Use of any of these devices shall be documented in the report (to include results of the action) and in the Supervisor’s Use of Force or Pursuit Review form.

Used devices will be removed from service and replaced as soon as possible.

Barricading Roadway (Roadblocks)

A roadblock is a barricade using vehicles or other obstructions, excluding stop sticks, across a roadway to stop or prevent the escape of a fleeing vehicle.  A roadblock is deemed to be deadly force.

Barricades will not be used to terminate a pursuit except in extenuating circumstances involving a life threatening crime such as homicide, arson, armed robbery, rape, felony assault, prison escape involving a felon or accomplice to any of the above.

A supervisor has the final authority to grant or deny permission to use a barricade.  In the case of a pursuit entering another jurisdiction, the supervisor in the agency of jurisdiction will assume responsibility for making the decision to use a barricade.  All agencies involved in a pursuit will be notified by the primary pursuing agency of their intent to use a barricade.  Refer to the Snohomish County Multi-Agency Pursuit Memorandum of Understanding (Procedure 18.01).

Vehicle Intervention

Vehicle intervention is the deliberate act of hitting another vehicle for the purpose of functionally damaging or forcing the other vehicle off the roadway to a stop, and is generally prohibited, except in extreme circumstances.  An officer who opts to use vehicle intervention must be fully prepared to justify this extreme action.

Vehicle intervention will not be used to apprehend a traffic offender, misdemeanant, or fleeing felon whose only felony known to the pursuing officer at the time is the attempt to elude a pursuing police vehicle.
Termination of a Pursuit

The decision to terminate a pursuit may be the safest course of action.  An officer or supervisor shall not be censured when, in his/her opinion, the pursuit created a greater threat to the lives and property of others than the escape of the subject.  The primary pursuing officer or any supervisor may terminate a pursuit.  If the pursuit leaves the city and the agency of jurisdiction takes the primary position, Everett units may elect to terminate from any further participation in the pursuit.  If another agency assumes the pursuit as the primary unit, the Everett unit will immediately notify dispatch of the change.

When a vehicle pursuit is terminated, it must be clearly announced over the radio.  Immediately thereafter, all Everett officers involved in the pursuit must turn off their emergency equipment, pull to the side of the road and then resume normal patrol.

Pursuits Involving Unmarked Police Vehicles

Officers operating unmarked police vehicles are generally prohibited from engaging in a vehicle pursuit.  If the officer is operating an unmarked police vehicle that is equipped with emergency lights and siren he/she may initiate and/or be involved only until fully marked police units arrive.  If this involvement creates a serious safety concern (as determined by supervisory personnel) participation will be curtailed as soon as possible.

Non-Police Personnel

In the event a civilian observer is present in the police vehicle when a pursuit is initiated, the officer will either not participate in the pursuit or will leave the civilian person at a location where he/she can be safe until the officer returns or another unit can pick him/her up.  

Pursuits Leaving the City

When a supervisor has authorized Everett officers to continue a vehicle pursuit outside of the city limits, the supervisor will, as soon as possible, notify the affected agency in accordance with the Snohomish County Multi-Agency Pursuit Memorandum of Understanding.

Pursuits Entering the City

When a vehicle pursuit by another jurisdiction enters the Everett city limits, the primary pursuing agency is responsible for advising our dispatch.  Upon notification, the Everett Patrol supervisor will make a determination, based upon the information provided, of whether Everett officers will become involved and to what extent.

Reporting Requirements

All personnel involved in a vehicle pursuit, including supervisors monitoring its progress, shall prepare a report, which will be filed before the end of the shift.

18.01 VEHICLE PURSUIT INTER-AGENCY MOU
Vehicular Pursuit:

A vehicular pursuit is defined as an active attempt by a law enforcement officer on duty in a patrol vehicle to stop and arrest one or more occupants in a moving motor vehicle, provided the driver of such vehicle is aware of the attempt and is resisting apprehension by maintaining or increasing the speed of the vehicle and/or is ignoring the law enforcement officer’s attempt to stop the vehicle.

Primary Pursuing Agency:

The primary pursuing agency is that police agency whose officer is directly first in line in the pursuit of a fleeing suspect of a fleeing suspect vehicle.  The primary pursuing agency is not necessarily the originating pursuing agency and may change during the pursuit itself.  The primary pursuing agency controls the pursuit.  Any officer who assumes primary pursuing agency status shall, as soon as possible, notify police dispatch of the same.  Likewise, any officer who relinquishes primary pursuing agency status in favor of another shall, as soon as possible, notify police dispatch of the change in status.  A decision by a primary pursuing agency to cease or break off pursuit shall be communicated as soon as possible to police dispatch and all other pursuing agencies.

Agency of Jurisdiction:

The agency of jurisdiction is that law enforcement agency which would have primary law enforcement responsibility in the geographic area and road upon which the pursuit is traversing: within city limits, this would be the City Police Department, in un-incorporated areas, this would be the Sheriff’s Department; on primary stated highways and limited access freeways, this would be the State Patrol.

Guidelines/ Procedures

A pursuit involving more than one law enforcement agency in Snohomish County shall activate the following cooperative guidelines:

1.)
Radio Frequency

The primary pursuing agency will identify the radio frequency to be used during the pursuit, however LERN radio frequency should be utilized whenever possible for primary communications between all involved law enforcement patrol units.  All law enforcement units directly or indirectly involved in the pursuit should notify the coordinating dispatch of their involvement and when they cease involvement.

2.) Law Enforcement Units

During the pursuit, the number of law enforcement Vehicles involved in direct pursuit should be limited to that number reasonably necessary to arrest the occupants of the pursued vehicle, preferably no more than two law enforcement vehicles in direct pursuit, absent special circumstances which would warrant greater police presence for officer or public safety.  A special circumstance includes, but is not limited to, knowledge that the occupants of the pursued vehicle are armed and may use force to resist arrest.

3.) Roadblock

A roadblock is a barricade using vehicles or other obstruction, excluding spike strips, across a roadway set up to stop or prevent the escape of a fleeing vehicle.

Roadblocks will not be used to terminate a pursuit except in extenuating circumstances involving a life-threatening crime such as homicide, arson, armed robbery, rape, felonious assault, prison escape involving a felon, or accomplice to any of the above.  The request to use a roadblock may be made by the primary pursuing agency.

A supervisor from the agency of jurisdiction has the final authority on granting or refusing permission on the use of a roadblock in their jurisdiction.

All agencies involved in the pursuit will be notified by the primary pursuing agency and dispatch of an impending roadblock.

4.) Boxing

Boxing is the intentional surrounding of a violator’s vehicle with patrol vehicles that are then slowed to a stop along with the suspect’s vehicle.  Boxing should not occur unless the speeds involved are slow enough not to present an unreasonable danger to the officer(s), suspects(s), or others.  The decision to utilize boxing shall be made by the primary pursuing agency.

All agencies involved in the pursuit will be notified by the primary pursuing agency of a n impending boxing effort.

5.) Vehicle Intervention

Vehicle intervention of a vehicle is the deliberate act of hitting another vehicle with a patrol vehicle for the purpose of functionally damaging or forcing the other vehicle off the road to a stop.

Vehicle intervention should be used to effect a stop and arrest only when the officer knows or has reasonable grounds to believe the occupant(s) has committed or is attempting to commit a crime that poses an immediate threat of death or serious bodily injury and that no other effective means exists to try and stop the immediate threat.

Vehicle intervention will not be used to apprehend a traffic offender, misdemeanant, or fleeing felon whose only felony known to the pursuing officer at the time is attempting to elude a pursuing police vehicle.  The decision to use vehicle intervention may only be made by the primary pursuing agency.

6.) Spike Strips

The request for the use of spike strips to terminate a pursuit may be made by the primary pursing agency.

Personnel deploying the spike strips must follow accepted training and guidelines to ensure safety to the motoring public as well as to the officers involved in the pursuit.  The agency deploying the device will notify, in a timely fashion, all agencies involved in the pursuit of the location of the strip.

7.) Inter-Jurisdictional

When a pursuit extends into another jurisdiction, the primary pursuing agency shall promptly, whenever possible, advise the afffected agency of jurisdiction.  A supervisor from the agency of jurisdiction will determine to what extent, if any, their agency will be involved in the pursuit.

8.) Firearms

Decisions to discharge firearms at or from a moving vehicle should be governed by the involved agency’s use of force policy and should not occur if it presents an unreasonable risk of harm to other officers or innocent members of the public.

9.) Termination

The primary pursuing agency should continually review and assess the pursuit situation including all of the initiating factors and terminate the pursuit whenever they reasonable believe the risks associated with continued pursuit are greater than the public safety benefit of making an immediate apprehension.  A pursuit should be terminated if the suspect’s identity has been determined and immediate apprehension is not essential to protect the public or officers from physical harm, injury or death.

No officer, deputy, trooper and/or agency will be criticized in any way for a decision to terminate, or not be involved in, at pursuit where he or she has determined the risks of pursuit to exceed the public safety benefits.

10.) Training

No officer should be asked or expected to engage in the vehicle stopping techniques of roadblock, boxing, vehicle intervention or SPIKE strips if they have not received training in such a technique or if the use of such a technique violates the officer’s employing agency’s policies and/or procedures.

11.) Reporting

All agencies/units involved in the pursuit will submit Incident Reports to any law enforcement agency that requests them.

12.) S.M.A.R.T.

In the event that a death occurs as a result of a vehicular pursuit, the county SMART (Snohomish County Multiple Agency Response Team) protocol should be implemented.

13.) Critique

Within three weeks a critique may be held on all multi-agency pursuits initiated by the agency originating the pursuit.  Officers and dispatchers involved in the pursuit and their supervisor shall be invited to attend.  The purpose of the critique would be solely to review possible improvements to procedures and training on multi-jurisdictional vehicular pursuits.  Following any such critique the Chief, Sheriff or Commander of the agency that originated the pursuit shall advise the members of the Snohomish County Sheriff and Police Chief’s Association of any recommendations to improve procedures or training.
18.02 TIRE DEFLATION DEVICES
The Everett Police Department currently utilizes two types of tire deflation devices during the course of normal operations.  These devices are known by their commercial names: “Stop Stick” and “Piranha”.  They are deployed in different situations and officers using them should follow these procedures and only after they are properly trained.

Use of Stop Sticks:

The preferred deployment of the “Stop Stick” is in a sleeve attached to a cord reel.  It is primarily used as a tool to end police pursuits, by officers that toss it across the roadway and then pull it in front of fleeing vehicles.  A supervisor, not actively involved in a police pursuit, must approve the use of the “Stop Stick”.  It shall be deployed into the appropriate lane of travel, at an angle perpendicular to the approaching vehicle.  Officers will not use the “Stop Stick” on vehicles with less than four wheels.

The position of deployment shall be from a place of safety that takes into consideration the location, roadway, weather, vehicles and persons involved.  The device shall be removed from the roadway as soon as the offending vehicle has passed or as soon thereafter as is safe.

An attempt shall be made to utilize the cord reel mechanism with care given toward exposed spikes, a tangled cord and other unforeseen dangers.

At speeds less then 35mph, the manufacturer of “Stop Stick” has determined that their product is not always effective.  Unless unusual circumstances exist, it will not be used in these instances.

Personnel deploying “Stop Stick” shall advise, via the radio, their intent, location and portion of the roadway blocked as soon as possible and in all incidents prior to the arrival of the involved patrol cars.

Any use of these devices during a police pursuit shall be documented in a report (to include results of the action) and in a “Blue Team” entry.  A used “Stop Stick” will be removed from service and returned to the equipment manager for replacement.  The officer using the “Stop Stick” is responsible for the maintenance of the device if it is used.   

The use of the “Stop Stick” should not be done in conjunction with a patrol vehicle blocking the traveled portion of the roadway and is not considered a roadblock.

Use of Piranha:

The “Piranha” is a small, lightweight, tire deflation device that measures less then four inches in length.  It is used solely on stationary target vehicles before they become mobile.  It is not to be thrown under moving vehicles.  The device is placed underneath the tires of the parked vehicle so that the enclosed spikes on the “Piranha” will puncture the tires if the vehicle moves.  They are designed to deflate the tire within five seconds.

Officers should obtain supervisory approval before deploying the “Piranha”.  The “Piranha” should only be used in situations where officers believe suspects might attempt to flee from law enforcement when contacted.  Officers should not put themselves in undue danger when deploying the “Piranha”.  If the risk of placing the device underneath the tires of a target vehicle is too high, officers should not use it.  Officers should consider factors such as the location, roadway, weather, vehicle, and suspects involved when considering whether or not to deploy.

If applicable and safe to do so, officers should warn the occupants of target vehicles not to drive away.  That warning may be done verbally or with the use of emergency equipment.  

The use of the “Piranha” does not eliminate the need for deploying officers to plan a tactical approach to the vehicle when the suspect returns.  That approach should consider the safety of the officers and public, but also attempt to give the suspects an opportunity to comply with officers’ orders.  The “Piranha” should only be used for legitimate law enforcement functions where the flattening of the suspect’s tires would be reasonable under the circumstances.

The “Piranha” will be assigned to the patrol vehicle, and officers should not remove them except for authorized use.  In order to protect the device and maintain control of our inventory, it should be stored in the vehicle’s glove compartment   if room allows.  This will also keep the “Piranha” safely secured in the event that the patrol vehicle is involved in a collision.

The “Piranha” should be removed from underneath the target vehicle’s tires as soon as the operation is completed.  Officers should not deploy the device underneath the tires and leave the area.

If the “Piranha” is deployed and a suspect drives over it, officers will take care in recovering it from the roadway.  Sharp spikes may be exposed after this happens.  The device should be removed from service and returned to the equipment manager for replacement.  They should not be re-used.  In these incidents a report should be completed documenting the use of the “Piranha”.  Absent other factors requiring such an entry, a “Blue Team” report is not required when a “Piranha” is used.  The officer using the “Piranha” is responsible for its maintenance.

19.0
REPORT PROCEDURES
GENERAL GUIDELINES 

The following guidelines will ensure comprehension, ease in handling and efficiency in writing most reports.

· Accuracy:  The officer must be accurate and legible, present a clear, brief picture of the incident and print in capital letters for easy reading and reproduction. Refer to 19.10 for specific requirements for Traffic Collision Reports.

· Completeness:  The officer must be complete; insert the abbreviation “N/A” (not applicable) in the unused sections; use “UNK” (unknown) if information for a section is lacking.

· Clear/Detailed Summation: The investigator must give a detailed summation of the crime.  The summation must be brief but clear as to what the officer saw, did and what others said (this should be in direct quotes, if possible).  The summation, along with the other items of the case report, should make a complete picture of the crime as viewed by the officer; it should be so clear that anyone else reading the report could visualize what took place.

· Develop Report: It is often advisable for the officer to develop the summation on another piece of paper to attain order and continuity, then transfer it to the space provided on the case report.

· Facts Are Important: These facts of the investigation as recorded by the officer are of very great importance to follow-up units and, therefore, must be correctly developed.

· Witness/Suspect/Victim Names: The officer must spell out proper names, including names of businesses, in full.  

· List the names of persons with the last name first followed by the first and middle names.  

· Rank and social security number must follow names of military personnel. 

· Business names should be listed if the business is a victim, not just the names of the owner and/or employees.

· Establish Why a Person is Suspected: Many times the victims will state they have a suspect in mind and the officer will merely enter the name given, this is not correct procedure.  The officer must determine why the person is suspected; to ascertain WHY may require detailed questioning.  To know WHY is important in the follow-up stages of the investigation.

· Identified Suspects: The names of identified suspects, age, address and associates must be include in the report of the officer.  It is also required to include the disposition of the suspect, that is, No Contact, Arrest, Detention, Parents, Released, Interviewed, etc.

· Question Slowly: To obtain a good description, the officer must question slowly and in detail.  Descriptions are very important and the good investigator must carefully develop a technique for obtaining and recording descriptions.

· Obtain Witness: Obtaining witnesses is one of the more important phases of the investigation.  Evidence at the scene of a crime may tell much of what occurred but witnesses are essential to fill in the gaps, providing information concerning what occurred, not only during the commission of the crime, but before and after.

· Provide Information: Witnesses may provide information as to the identity and description of the perpetrator, the direction and means of flight and may corroborate the stories of other witnesses, suspects and victim.

· Verify Witness Personal Data: Officers must always verify with the witness that the name, addresses and telephone numbers are correct.

· Correct Address: Correct addresses will aid follow-up investigations; include the apartment number; identify military personnel by unit number and the name of the ship, station, or military installation; indicate each address by street number, and where no street number is available, use the block number and the nearest cross street.

· Temporary Address: If the individual is temporarily staying somewhere, indicate the temporary address under the narrative section of the report if sufficient space is not available where reporting the permanent address.

· Telephone Number: Verify telephone numbers if there is any doubt; include extension numbers when applicable.

· Omit Offensive Language: Omit obscene and/or offensive language from reports unless it is absolutely necessary (as when a suspect is being charged with obscene or profane language).

· Abbreviate/ Use Direct Quote: If possible, all offensive language should be abbreviated: “S.O.B…” however, if such language is essential, it should be included but identified as a direct quote with the necessary quotation (“”) marks.  Never exclude a direct quote necessary for prosecution simply because it is offensive.

· Original Officer Complete Case: In many instances the officer making the preliminary investigation can and should complete the case.

· Follow-up Not Needed: From the evidence at hand, it is sometimes quite apparent that follow-up action is not necessary, as additional time and effort would add nothing to resolving the particular case.  Under these circumstances, it is incorrect for the officer to tell a victim or complainant that the detectives will conduct a follow-up investigation. 

Never Promise Follow-up: NEVER tell a victim or complainant that the Detectives will be out or never ask for a follow-up if it is apparent that follow-up is not needed.  Simply tell the victim or complainant that because of existing circumstances, the Police can do nothing more at this time.  Do not promise further action by the Department if there is nothing more that can be done.  Such statements are detrimental to good public relations.

· Additional Information: When an officer receives additional information regarding a crime subsequent to the preliminary investigation or when an officer comes upon some information concerning a crime that is under investigation, that information must be entered on a follow-up report and forwarded to the case file.

· Use Follow-Up Report Form Only: Except in emergency situations, officers must not advise follow-up units by telephone, teletype or in writing other than on the follow-up report form.

· Supervisor Reviews Report: Supervisors are required to review the reports of their Subordinates.  Supervising officers must not approve a report unless the report is accurate and complete. 

· Deficient Report: Should a supervisor receive a deficient report at a time when the Officer who wrote it is not available to make immediate corrections (the officer has secured or is on days off), the supervisor must note the errors on the report and submit it to the Records Room so the information is readily available.

Corrected Report: The supervisor will then contact the reporting officer and require that officer to submit a corrected report; the supervisor will approve it, if correct, and forward it to Records.  The Records Room will destroy the erroneous report and maintain the correct one.

· Current Information: Victims should be advised that any decision not to perform follow-up investigation is based on currently available information; if more information becomes available, the case may be reopened.

· Officers must advised victims that if they wish to contact with Department detectives they should telephone the Detective Division at (425) 257-8407 for an appointment, and the appropriate detective will then contact the victim.
· NOTE:  Patrol officers must at no time make appointments for detectives, refer victims to specific detectives OR advise that a detective will be contacting them. Detective Division supervisors or the detectives will make all appointments themselves.
Purpose of Reports

It is important that every completed assignment is recorded, this protects the Department and the investigating officer from unwarranted accusations that improper Police action was taken or that nothing was done at all.

· Future Reference: Reports are the official memory of the Department; they ensure that information about an incident is available later for further investigation by the Department, other law enforcement agencies, or other governmental agencies.

Statistical Data: Reports provide statistical data and are useful in determining crime patterns, the deployment of manpower for selective enforcement, the need for additional personnel and the effect of crime prevention; they can also aid in preparing budget requests.

Report Objectives

It is generally up to the judgment of the officer if a report needs to be written. Usually, if an officer takes some action or gives advice in an incident, the officer must make a written notation of it; this can vary from a brief note in the notebook of the officer to writing an Incident Report.  An easy guide to determine if a report need be written is, “WHEN IN DOUBT- WRITE IT OUT.”
Officers will take a report in the following circumstances:

· Citizens report of a crime occurring in this agency’s jurisdiction.

· Incidents involving arrests, citations, or summons.

· Criminal cases initiated by law enforcement employees.

Snopac CAD records will document the following:

· Incidents resulting in an employee being dispatched or assigned a detail.

· Non-criminal cases initiated by law enforcement employees.

Reporting Procedure Responsibilities

Officers while on duty must carry the report forms and related materials required to properly perform their assigned duties.  Officers should wait for the approval of their submitted reports before going off duty.

Supervisors are responsible for properly informing and equipping their personnel; are to read and approve all reports written under their command prior to going off duty, are responsible for the contents, accuracy and quality of the reports they approve.

When a Report is Required

Police reports are produced for a large variety of incidents.  As a general guideline, a police report is generated from all felony investigations.  Additionally, a report will be filed after any arrest, whether the suspect was booked or cited.

RCW 46.52 requires officers to file a collision report when damage meets or exceeds the current minimum dollar amount ($750) or any party involved in a collision sustains an injury.  If the collision is a “hit and run” and the identity of the suspect driver is not known, do not include a name to the driver section on the collision report.  

Criminal traffic reports may be made on the reverse side of the citation.  If the report requires more space than provided on the citation, use a supplemental report form.

Vehicle impounds will be reported on the “vehicle report”.   The appropriate box will be checked to indicate the impound.  

RCW 71.05 provides authority to officers of this state to enforce provisions of the Mental Illness Act.  Everett officers may take into custody, for mental evaluation, a person believed to be “suffering from mental disorder and presents an imminent likelihood of causing serious harm to others or self, or is in imminent danger of being gravely disabled.”  A report will be made outlining the elements of such a detention.  A copy of the officer’s report may be left with the Mental Health Professional.

For incidents involving use of force, officers shall complete an Incident report and the appropriate “Use of Force,” report.
No Report Required

When:

1. There is no crime involving loss or injury to property or persons, and

2. There was no contact made with suspicious or suspect persons or vehicles, and

3. There is no information that could assist in a crime being cleared.

· The shift supervisor will closely monitor these decisions. 

· The shift supervisor has the authority and may direct an officer to write a report on any matter.

Elements of the Offense

Whenever a report is prepared, it is extremely important to clearly identify the “elements” of the offense.  The elements should clearly describe to the reader what the suspect did, that caused the officer to charge him/her with the particular offense.

· If the elements are not present in the report to support the charge, the prosecutor may dismiss the case upon review.
It is the supervisor’s responsibility to review the officer’s report to ensure the elements of the offense are accurately included.

Simultaneous Filing of Misdemeanors and Felonies

Do not file any citations on a suspect with felony charges.  State v. Harris advises law enforcement officers that the “Speedy Trial Clock” begins to run when a defendant is arraigned in district court on a misdemeanor.  The Prosecutor’s Office may not be ready to file on the felony at that time and the felony may be lost to time restrictions.

· If the suspect committed felony and misdemeanor offenses, refer all offenses to the Snohomish County Prosecutor’s Office for filing. DO NOT file misdemeanor charges.
Public Disclosure of Reports

All requests for police records are to be directed to and approved by the Custodian of Records, Support Services Manager or his/her designee.  The exceptions to this rule are “at the scene” of a collision, where an officer may provide a copy of the collision report to “interested parties.”  “Interested parties” are those drivers of vehicles directly involved in the collision.  If a property owner is at an scene of a collision, and you have determined that they have been a victim of property damage from vehicle(s) involved in the collision you are investigating, they too are “interested Parties”.

Officers may not release completed Traffic Collision Reports, statements, follow-up etc.
Example: Single vehicle veers off the roadway and strikes a tree on Port of Everett Property.  While on scene a security guard arrives that is employed by the Port of Everett, and asks for a copy of the report for his/her supervisors.  In this example the security guard is entitled to a copy of the report and is considered an “interested party.”

The only other time an officer may distribute copies of his/her report is related to processing a mental health evaluation. 

The copy of the report may be released by the officer(s) to hospital or triage center staff, or the Mental Health Professional.  The report can be either the EPD Incident Report or the county Mental Health Contact Report.

Report Follow-Up

If an Officer receives additional information on a crime previously reported, he/she shall provide a follow up report under the original case number.

In some cases, no follow up is possible or necessary. Do not tell a victim or complainant that Detectives or other department personnel will conduct follow up on their complaint.  If nothing more can be done for them, tell them so.  It is better to be honest than to create poor public relations based upon poor information.

REQUESTS FOR FOLLOW-UP INVESTIGATION

· Purpose:  Occasionally additional information is needed from the initial responding officer(s) to complete the investigation or prosecution of an incident.  To facilitate this request the Investigations Division may issue a written Request for Additional Follow-up (form PD 263).

· Response:  Every Request for Additional Follow-up requires the officer to respond with a written follow-up report.  Even if the officer is not able to fulfill the entire request or provide the information requested, a follow-up report explaining why the officer was not able to complete the request is required.  Failure to respond to the Request for Additional Follow-up could result in disciplinary action against the officer.

· Timeliness:  An officer receiving a Request for Additional Follow-up is expected to complete the request within the time frame set forth on the request. 

· Routing:  In order for the officer to receive proper credit for completing the Request for Additional Follow-up, the routing procedure shall be followed. The Investigations Lieutenant will direct the Request for Additional Follow-up to the appropriate Watch Commander.  The Watch Commander will distribute the Request for Additional Follow-up to the officer’s immediate supervisor.   The officer’s supervisor is responsible for the completion and proper return of the officer’s follow-up report to the Investigations Division.  After the officer has completed his follow-up report, his supervisor will make a copy of the report and attach it to the original Request for Additional Follow-up.  The officer’s supervisor will forward the original Request for Additional Follow-up and attached copy of the follow-up report to the Investigations Lieutenant.

· Tracking:  The Investigations Division Secretary will track for the completion of the Request for Additional Follow-up. To ensure proper credit for completing a Request for Additional Follow-up, a Patrol supervisor should never send the officer’s follow-up report directly to records without first sending a copy of the follow-up report (with attached original Request for Additional Follow-up) to the Investigations Division Lieutenant.  

When Statements are Required

During primary investigation of felony cases, statements are required from:

· The complainant/victim

· All witnesses

· Suspects, if possible


Statements are not required for the Matter of Record Report.

Citizen’s Arrest Policy

Current state law permits a citizen’s arrest for any felony actually committed when the citizen has probable cause to believe the suspect arrested committed the felony, and for “Breaches of the Peace” committed in the presence of the citizen.  See Policy Manual 12.6 Citizen’s Arrest, for the definition of breaches of the peace.

Duty Of Transporting: When a Supervisor determines that a breach of the peace has been committed and that a legal arrest has been made, the transporting officer must take written statements from each victim or witness and write an Incident Report.

Arresting Citizen Statement: The statements of the arresting citizen may be written on a statement form and should include the fact that the citizen, as a “Private Person,” has place the violator under “Citizen’s Arrest.”

Victim/Witness Testimony: Any victim or witness will have their testimony reduced to writing on a statement form; these statements must include enough information to support the arrest and furnish sufficient information for the City Prosecutor to ensure a criminal complaint against the violators.

Misdemeanor Cases: Suspect Identified: In misdemeanor cases wherein the name of the suspect and address are identified, issuance of a District/Municipal Court Summons can be facilitated by:

· Taking the statements of the victim and witnesses; and

· Filling out an Incident Report.

NOTE: Officers filing charges for D/V-related cases shall follow the procedures set forth by the D/V unit.

INTRODUCTORY INFORMATION REQUIRED ON STATEMENTS

Persons writing statements should be informed that statements should be written in the first person, beginning with the full name of the person, date of birth, business and home addresses, and telephone numbers.

Provide Event Number: Include the appropriate event number in the top right-hand corner of all statements given to persons to be completed.

Recording Time and Date: The time and day of the week that the statement was completed will be placed in the appropriate location on each page of the statement form. 

Review of statement by officer: Officers should review and understand all statements prior to acceptance; witnesses often make errors in the following areas:

Order: Statements sometimes are not written in chronological order and do not always contain the legal order of arrest and search.

Names: The names of arrested suspects and how they were involved in the offense are sometimes not accurately detailed in statements.

Words of Subject: The words of the subject are sometimes not adequately adhered to when taking statements of witnesses or confessions of suspects.  Have the witness use complete quotes.

Write Statement for Victim/Witness:  Officers may expedite statement taking by writing the statement for the victim or witness.  The statement should be read aloud by the subject to assure the investigating officer that the subject can read and/or understands the statement.  The subject should then sign the statement on all pages.

Correct Errors/Initial Changes: Encourage the subject to make any changes desired in the wording and to correct any mistakes.  The subject must initial all changes, these corrections are actually an asset to the statement and valuable in Court in case the subject denies having read the statement or states that he/she was unaware of its contents.

NOTE: Some interrogators intentionally make mistakes and have them corrected for this purpose.

Witness Statement

If a WITNESS is making the statement, the narrative should fully describe what the witness saw, be in chronological order and includes:

· Address of the incident

· Time of the incident

· Persons present at the time of the incident

· What occurred

· Full description of the suspect, clothing and any weapons used

· A description of the method of getaway

· Anything pertinent that may have occurred offer the suspect left the scene 

· Appropriate event number

Suspect’s Statement
Prior to interrogating or taking an oral or written statement from any person who is under arrest or who is actually suspected of a criminal offense, the interrogating officer must effectively advise the suspect of Constitutional Rights in criminal prosecution; for further information refer to Chapter: 12.

Separate Statement for Each Crime: A separate statement must be taken for each crime admitted to by the suspect, if that crime requires a statement.

Personal Account of Suspect: Include in the statement by the suspect a personal description of everything experienced relative to the crime, such as:

· The time the crime was decided upon

· The reason for the crime (out of work, illness in the family, etc.)

· Names and description of any confederates

· Weapons used and where the weapons were obtained.

· The clothing of the suspect during the commission of the crime

· Method of transportation to and from the crime, disposition of loot, weapons, evidence

Exclude Non-Related Items: The statement of the suspect should include crimes that are a part of or are related directly to the crime for which the suspect is making the statement, but should exclude:

Non-related crimes admitted to by the suspect (include in separate statement) 

Past criminal record of the suspect

Officer’s Statement for Felony Arrests

All Police officers involved in felony incidents must write either an Incident Report or a Follow-up Report detailing their involvement and actions.  If the arrest is simply a warrant arrest, a copy of the warrant shall be attached to the original report.

EXCEPTION:  Those officers, who are victimized, as in cases of an assault, shall not write either a report or follow-up report.  Officers that are victimized shall complete a statement.  The incident will be investigated and written by an officer that was not the victim to the assault. 

Probable Cause Narratives

See 2.08 Probable Cause/Superforms

Stolen Vehicle Recoveries

Upon recovery of an Everett Police Department stolen vehicle, the following steps will be taken:

Attempt to contact the owner for recovery.  Advise if the vehicle is operable.

Prepare a supplemental report using the original case number for a recovery.

Provide an Incident Report with suspect identity or a follow up report with information pertaining to the recovery of an unoccupied stolen.

Proceed with impound if the owner is not able to recover the vehicle.

Upon recovery of another agencies stolen vehicle, the following steps will be taken:

Attempt to contact the owner for recovery if they are within a reasonable distance.  In any case, notify the owner of the recovery.

Prepare a Vehicle Report with a new Everett Police Department case number for “recovery.”  Provide a follow up report with details of the recovery and of any arrests.

Provide the original agency case number in the Vehicle Report.

Proceed with impound if the owner is not able to recover the vehicle.

Stolen Plates

If only one license plate is stolen, the following steps are taken:

Prepare a “Theft of License Plate” report using the Vehicle Report.

The officer will provide the victim with his/her business card and case number.

The victim will be referred to the Department of Licensing to obtain new license plates.

The remaining license plate will be impounded as evidence.
If both license plates are stolen, the following steps will be taken:

Report the theft on a Vehicle Report.

Provide a business card to the victim with a case number.

Refer the victim to Department of Licensing for issuance of new plates.

In the case of vanity plates, D.O.L. will re-issue the same plate.  The difference will be the tab control number.

19.01  REGISTERED SEX OFFENDER CHECKS/ REPORTS
The Everett Police Department will conduct periodic compliance checks at the residence of the Registered Sex Offender.

· Under normal circumstances, these checks will be conducted between the hours of 8am and 10pm.

· If it is confirmed the RSO no longer resides at the residence, a report will be written.  A statement from the person(s) providing this information will be obtained and attached to the report.

· The report will be referred to the Investigations Division for follow up and possible citations.

· Officers should not make probable cause arrests for “Failure to Register.”

· The respective sector lieutenant of the platoon designated to conduct the checks will supervise the following visitation schedule.

	Platoon  A - 
	January, May and September

	Platoon  B - 
	February, June, and October

	Platoon  C -
	March, July and October

	Platoon  D - 
	April, August and December


· Contact Information:

· Ask to speak to the RSO.

· You can advise others in the home that the individual is a RSO.

· Do NOT give any information about level one RSO’s to any persons outside the residence.

· Advise the RSO that you are there to confirm their residency at the registered address.

· Advise that the department practice is to make periodic residency confirmation checks.

· Make the residency confirmation visits at a reasonable time of day (i.e. 0800 - 2200 hours)

· If the RSO is not at home and the officer is advised the RSO still lives there, confirm this directly with the RSO at a later date.

· Make note of children present or other matters of concern or interest.

Make note of the vehicles at the residence.

19.02
  CHILD WELFARE REPORT
An incident protocol was developed between law enforcement and the Child Protective Services. Specific guidelines were established for officers responding to a “welfare check” of a child when information indicates there is evidence of a possible crime, such as assault.

Upon the request for a welfare check of a child, the officer will respond to the child’s location with two main issues to address:

Check the physical condition of the child or children and gather information about the cause of injuries if they are present.

Determine if there is a protection issue.  If so, establish if it is safe to leave the child in the present environment.

Regardless of the officer’s findings, a report completely documenting the issues, as well as any actions taken, will be completed. 

If in the opinion of the officer that abuse is found to have occurred, the investigating officer must answer two primary questions.  First, is there evidence to issue a citation for assault or arrest the suspect for assault or other associated crime?  Second, should the child be placed into protective custody for protection?

The responding officer is responsible for conducting a criminal investigation and making these decisions, not Child Protective Services.  Although Child Protective Services may also be involved and it is common to cooperate in the investigation, the above responsibilities and decisions are the investigating officers to fulfill.

If officers have decided to place the child/children into protective custody, officers are required to sign the “Child Custody Transfer Form.”  This form transfers the custody of the child from the Everett Police Department to Child Protective Services.  This form is supplied by Child Protective Services.

19.03
MISSING PERSONS REPORTS
Missing person reports will be given priority over crimes involving property and handled without delay. Officers will respond to all reports of missing persons and take a report regardless of jurisdiction. In addition to the officer’s report, a written statement will be included detailing why the complainant feels the person is missing.

The State of Washington considers a child to be a person under 18 years of age (for purposes of this section). Federal law considers any person under the age of 21 years to be a child and requires law enforcement to initiate a missing person investigation within the same time frame as a child under the age of 18. 

Missing persons shall be entered into WACIC and NCIC databases within two hours after accepting the report.     

Missing Person Reports must be prepared when any of the following criteria exist:

· The person missing is under 21 years of age.

· The person missing is a child taken, detained, concealed, enticed away or is retained by a parent.

· The person missing is the victim of a crime or foul play.

· The person missing is in need of medical attention.

· The person missing has no pattern of running away or disappearing.

· The person missing may be the victim of a parental abduction.

· The person missing is mentally impaired.

· The person is missing under unexplained, involuntary or suspicious circumstances.

· The person missing is believed to be in danger because of age, health, mental or physical disability, in combination with environmental or weather conditions, or it is believed that the person is unable to return to safety without assistance.
In situations where the missing person is under 16 years of age, or the person is missing under unusual, unexplained, dangerous or suspicious circumstances, the responding officer will notify the Patrol Supervisor. The officer will make an assessment of reasonable steps to be taken to locate the person and the supervisor will respond to the scene to assist as needed with the search and/or notifications as required or necessary, to include but not limited to the on-duty Lieutenant or ODO and the appropriate Investigative Unit.

Resources to be considered if the situation meets required criteria are:

· AMBER Alert (See Procedure 34.03)

· Endangered Missing Person Advisory (See Procedure 34.04)

· Search and Rescue

· WSP Missing and Unidentified Persons Unit  

Reports will include all required information on the Everett Police Department Missing Person Report form, to include physical identifiers such as height, weight, hair color, scars, marks, tattoos, clothing, aliases, and vehicles. If the missing person is under 16 years of age, or there is evidence the person is at-risk or endangered, the officer will request a “be on the lookout” or BOLO broadcast by SNOPAC of the missing person’s information.

Officers will then deliver or fax a copy of the missing person report to the Records Unit for entry into the appropriate state and national databases.

When the Everett Police Department takes a missing person report on a person who lives outside this jurisdiction, the Records Unit shall promptly (within 24 hours of the report being made) notify and forward a copy of the report to the agencies having jurisdiction over the missing person’s residence and where the missing person was last seen, for database entry and follow-up investigation. The Records Unit will be responsible for checking WACIC/NCIC to ensure the agency of jurisdiction has entered the missing person. In the event the jurisdictional agency declines to enter the missing person, Records Unit personnel should advise the Unit Manager or Patrol Supervisor to follow up with the agency and determine the course of action.

Missing Person Located

Complainants should be encouraged to help in the search for the missing person and instructed to contact the Department if the missing person is located, returns home or communicates with family or friends. The investigation may be concluded when the missing person is located or when another agency accepts the case and formally assumes the investigative responsibilities.

When a missing person is located, the employee or the detective (if the case has been assigned) receiving the information must ensure that an administrative message is sent without delay to WACIC and NCIC, through ACCESS, noting that the person has been located.

Investigation of Missing Persons

The Major Crimes Unit will conduct all follow-up investigations on Missing Person Reports and will be responsible for monitoring the status of the missing person; collection and submission of any dental/medical records or DNA samples to WSP; and any additional required reporting to the WSP Missing and Unidentified Persons Unit. Missing person investigative procedures  are outlined in the Major Crimes S.O.P.
19.04  RUNAWAY REPORT
A Runaway Report rather than a Missing Person Report will be generated for a runaway juvenile.  

SEE SECTION 21 – RUNAWAY REPORTING
19.05  DOMESTIC VIOLENCE REPORT
Domestic Violence arrests encompass a broad area of possible actions involving  many different applications of law, which must be examined when an arrest must be made.  RCW 10.31.100 outlines the offenses for which an officer may make a warrantless arrest for a misdemeanor not committed in their presence.

· An officer investigating a report of domestic violence assault shall arrest the “primary aggressor” if that person can be determined.  If no clear determination can be made as to the primary aggressor, physical size, demeanor, etc. may be taken into account.

· A written report will be made, documenting the known details of the incident.

· Photograph the scene to accurately describe what was seen.

· Photograph the victim’s injuries.

· Collect evidence (i.e. torn clothing, broken household items etc.)

Provide the victim a notice of victim rights and explain the process for seeking a protection order.

If the suspect has left the scene, officers shall make a reasonable effort to locate him/her for up to four hours after the incident.

· If the suspect still cannot be located, DO NOT issue a citation to be mailed.

· Complete the report with all known facts and submit it for charging by the City Prosecuting Attorney’s office.

19.06  MATTER OF RECORD REPORTS
The Matter of Record Report Form is a short form that will be completed On Scene or By Phone.  This ensures and requires that officers respond to all calls.

To qualify for Matter of Record Report, the following criteria must be met:

· Offense must be one of the nine criminal type check boxes.

· There is no demand for personal contact by the victim.

· There is no physical evidence at the scene that would require impound.

· There is no information that would reasonably lead to the identification of the suspect by name.

· There is no expectation that criminal charges will be filed in the case.

The Matter of Record Report may be used for misdemeanor or felony incidents, except that officers should use discretion if the theft or property damage is of significantly high value or involves unusual property that would lead to a need for statements or more detailed investigation.

The Matter of Record Report has only two spaces for property description.  All property that has a serial number, owner-applied number, account numbers, or other identifiers that will allow it to be entered into WACIC, must be listed in these spaces.

If there is additional property beyond two items a Property Report will be needed to complete the report.

A Follow-Up form will be used for additional narrative.

No statement forms need be obtained.  The report is filed primarily for insurance and informational purposes.

The Matter of Record form is available via the Police Intranet.

19.07  SHOPLIFTING REPORT
When officers are detailed to assist store security, they will write a report or a follow-up detailing what actions they took during the call.  When appropriate, the officers should write the initial report and get statements from the store security.  Circumstances that would be appropriate for the officer to take an initial report would be: violent suspects, all felonies, or any case that might be complicated by unusual circumstances.

In most cases a follow-up report will be provided to store security.  This follow-up will provide the officer and the Department the necessary information to explain what the officer did during the call.  In a misdemeanor shoplift if you do a supplemental and store security does the initial report, provide store security with your supplemental report to accompany the entire report that is to be submitted by store security for approval.

In incidents where store security is completing the shoplift report and is assisted by the officer to do nothing more than identify a suspect in custody, the officer shall clear the call with a “H” henry.  The reason for this is so dispatch can clear the call with the proper disposition code.

Once store security has completed their reports, they will call 911 (dispatch), to have the reports picked up by either a beat car or area supervisor.  The area supervisor will then approve the reports before routing them to Records for processing.

Shoplift with Warrant 

If an officer is detailed to assist store security in the identification of a suspect that is in custody and the suspect is found to have a warrant, the responding officer will complete the investigation, including the primary Shoplift report.  The responding officer will then book the suspect on both the shoplifting charge as well as the outstanding warrant.

19.08  SHOPLIFTING REPORT/ STORE SECURITY
The Everett Police Department will accept standard misdemeanor shoplift reports from stores that employ full-time security personnel and have received training from the Everett Police Department. The following stores are authorized to complete misdemeanor shoplift reports:

· Costco

· Fred Meyer

· K-Mart

· Macy’s

· QFC 2615 Broadway – Phoenix Protective Agency

· QFC 4919 Evergreen Way – Phoenix Protective Agency

· Safeway 1715 Broadway – Phoenix Protective Agency

· Safeway 7601 Evergreen Way – Phoenix Protective Agency

· Sears 

· Seattle Goodwill

· Target

· Wal-Mart

Shoplift reports at all other business shall be completed by police officers. Additional stores with full-time security may be designated in the future at the direction of the Property Crimes sergeant.

Store security will not be authorized to complete Felony Incident Reports.   Felony Incident Reports will be completed by police officers only.

19.09  TRAFFIC COLLISION REPORT 

The following guidelines will ensure comprehension, ease in handling and in efficiency in writing traffic reports

· Accuracy – The report must be accurate and legible, present a clear, brief picture of the incident.  Reports will typed or printed using black ink for ease of reading and reproduction

· Completeness – Reports must be complete. In the unused sections of reports, officers will leave those areas blank.

· Clear/Detailed Summation – The investigator must give a detailed summation of the crime; the summation must be brief but clear as to what the officer saw and did, as well as what others said (this should be in direct quotes, if possible).  The summation, along with other items of the case report should make a complete picture of the crime as viewed by the officer; it should be so clear that anyone else reading the report could visualize what took place.

· Caution should be used in the wording of opinions as in some cases they are subject to disclosure.

· Witness/Suspect/Victim Names – The officer must spell out proper names in full, including names of businesses.

· List the names of persons with the last name first followed by the first and middle names. 

· Rank and social security number must follow names of military personnel.  

· Business names should be listed if the business is a victim 

· Establish Why a Person is a Suspect  - Many times the victims will state that they have a suspect in mind and the officer will merely enter the name given.   This is not correct procedure - The officer must determine WHY the person named is suspected and enter them as a suspect only if there is foundation for the label.
· The code “other” may be used for those potentially involved.

Completed Reports – Reports will be completed by the end shift.  Only with supervisor’s approval may a report be held over.

19.10  FIELD INTERVIEW REPORT
The purpose of the Field Interview Report (FIR) system is to make current information of a police nature available to Officers at all times.  This intelligence type of information begins with the patrol officers who write out the FIR’s out as they observe or actually come into direct contact with suspicious person(s).  FIR cards may also be used to identify associated vehicles with known criminals.

When later examined by Crime Analysis detectives, FIR Cards may establish patterns between crimes committed and particular suspects.  Field and follow-up units can then be altered; selected surveillance techniques may then be implemented and applied.

All Field Interview Reports will be made on Field Interview Report Cards, and are required to be as complete as possible.  The following information is required on the FIR cards:

· Incident number

· Description of suspect(s)

· Location

· Vehicle description

· Brief comment on why the subject was contacted

19.11  ONLINE REPORTING SYSTEM
The City of Everett offers a Community Online Reporting System.  The Community Online Reporting System allows any citizen with Internet access to file an Everett Police Department Online Incident Report.  For citizens who do not have Internet access, the City of Everett provides two Internet Kiosk locations; The Police Department, North Precinct, 3002 Wetmore and the South Precinct, 1121 S.E. Everett Mall Way during normal business hours.

Citizens are referred to the Community Online Reporting System by Police Department Personnel and 911 operators.  The City of Everett Police Department website address is www.everettpolice.org and go to File Online Report.

A.
The following are the criteria for filing an Everett Police Department Community Online Report:


1.  This is not an emergency.


2.  This incident occurred within the City Limits of Everett.


3.  There are no known suspects.


4.  The citizen has a valid e-mail address.

B.
Examples of acceptable Online Reports may include, but are not limited to the following:



1.  Abandoned Vehicles



2.  Crime or Drug Tips



3.  Graffiti Tagging



4.  Lost Property


5.  Supplemental Follow-up Reports



6.  Theft



7.  Theft from Vehicle



8.  Vandalism (Criminal Mischief)


C.
Police Department Personnel will advise the citizen of the website address (www.everettpolice.org) and how to file the Online Report.  If Dispatch has assigned an incident number, the citizen will be advised to put the incident number in the narrative section of the report.  Officers should advise the citizens how to use the Online Report System to add supplemental follow-up information on calls such as burglaries.  The officer will provide a business card and the case number. 

D.
Once the report is entered the system will create a temporary report number.  The citizen may print a copy for their records.  The information entered by the citizen online is forwarded electronically to the Customer Service Unit for review.

E.
The Customer Service Unit will process the electronic information as follows:

1.  The report is reviewed and processed within five business days.  The report is approved or rejected.
2.  If rejected, an e-mail is sent to the reporting party providing the reason for rejection.
3.  If approved, the report is assigned a Case Number and an e-mail will be sent to the reporting party.


4.  The report is printed from the online module.



5.  The report is turned in to the Records Unit for data entry.

6.  If needed, the report is referred to other units within the police department for review.

7.  If stolen property is submitted and includes a serial number, the serial number is entered into the WACIS/NCIC system by Records personnel.

8.  If information received from a citizen would lead to a possible suspect, the citizen would be contacted and advised to call 911 to have an officer respond.

9.  The reviewing officer will make additions and changes to the report such as:




   a.  Attaching the Case Number




   b. The proper classification of crime.




   c.  The Offense Code.

10.  The reviewing officer may also request more information from the reporting citizen.

20.0
CITIZEN RIDE-ALONG
In the interest of providing an opportunity for citizens to learn more about the operations of the police department, it is the policy of the Everett Police Department to have a ride along program. Citizens participating in the Ride-Along program will generally be restricted to a single ride along per year. General guidelines for participating in the Ride-Along program are outlined in this procedure.

ELIGIBILITY

· An individual who has submitted an application for employment as an officer with the Everett Police Department; 

· A student currently enrolled in a college degree program; 

· A high school student who is completing their culminating project on law enforcement who is at least sixteen years old;

· Media members as approved by the Community Information Officer; or

· Family members or friends of Everett PD staff.

Upon approval of a lieutenant, an individual not meeting the above criteria may participate in a ride-along.

PROCEDURE
· All riders must read and complete, with signature, the Everett Police Department Consent and Waiver for Citizen Ride-Along form PD-286. A parent signature is required for riders under age 18.

· A copy of the rider’s photo ID will be made and attached to the completed form.

· All riders will have a records check completed prior to ride-along.

· The completed packet will be forwarded to the designated Ride-Along program manager (North Sector Night Shift Lieutenant) for review and scheduling of the ride-along.

· The program manager will notify the affected patrol sergeant of the scheduled ride-along and forward the completed packet to that sergeant.

· Upon completion of the ride-along the affected sergeant will note the date the ride-along was completed and return the packet the program manager.

· The program manager will enter the data from the completed ride-along into the Ride-Along database, then return the packet to the Records Unit for filing.

OFFICER GUIDELINES
· Officers are expected to be familiar with and understand the content and restrictions as noted in the Consent and Waiver Ride-Along form.

· Officers will provide any additional guidance to their rider, to include any expectations or restrictions during the ride.

· Where, in the judgment of the officer, the nature of the call presents physical danger to the rider, it will be the officer’s discretion to drop the rider at a safe location. The officer shall notify SNOPAC of the location the rider was left so that they can be picked up by an uninvolved unit when available.

· Unless a citizen has granted prior permission, officers shall not allow civilian riders to accompany them into locations where a citizen has an expectation of privacy, such as a private residence.

· Officers shall not engage in a vehicle pursuit with a rider in the patrol vehicle.

· Officers will require the rider to wear the red “civilian observer” jacket when outside of the patrol vehicle.

· Officers/Supervisors may terminate a ride-along at any time.

21.0
RUNAWAY REPORTING
Officers will make personal contact with the complainant reporting a runaway. In addition to completing a runaway report, a statement that is signed by the complainant must accompany the report.

Officers should obtain a recent photograph from the parents/complainants or if one is not immediately available, they will be encouraged to bring a recent photograph by the station to be added to the runaway report.

In 1995 the Washington State Legislature enacted a bill governing at-risk youth this bill was called the “Becca Bill.” In 1996 this Bill was amended is referred to as the “Becca Too Bill.” This bill went into effect June 6, 1996. A protocol has been developed in cooperation with the Snohomish County Becca Bill Task Force, Social Services and Law Enforcement agencies.

This protocol lays out the procedures for law enforcement to follow to access services of DSHS, Division of Children and Family Services, and the secure and semi-secure Crises Residential beds in Snohomish County.
(Semi-secure facilities in Snohomish County are any of the Cedar House Facilities.)
21.01  LAW ENFORCEMENT AUTHORITY
Law Enforcement shall take a child into custody whenever (RCW 13.32A.050):

(a)
The child is a runaway from home or official child placement.

(b)
If there is reason to believe, based upon the totality of the

circumstances, that the juvenile would be in danger if not taken into custody. In such case the officer shall report the circumstance and custody to the DSHS.

(c)
A juvenile court has determined that the juvenile has violated a 
placement order or has issued a court order to take custody of a

juvenile.

21.02  RUNAWAY PROCEDURE
If the child is a runaway from home, or is in danger, the law enforcement officer should first attempt to contact the parent and do the following:

Inform the child why he/she is in custody;

Take the child home. If the parent is not home, take the child to the parent’s place of employment.
Release the child to the parent and give the following information:

Inform the parent why the child was in custody.
Inform the child and the parent about available community services.

If the parents request, the officer shall take the child to one of the following places if in the officer’s belief the place is in reasonable distance of the parent’s home:

To the home of an adult extended family member (18 years of age or older)

To a responsible adult 

To a Crises Residential Center

To local Division of Children and Family Services (DCFS) office, or Emergency Response Unit or, to a licensed youth shelter (In Snohomish County the licensed youth shelter is: Cocoon House)

Inform the child and person receiving the child about available community services.  If a parent cannot be contacted; if the child is afraid to return home; or if transporting the child home or to the parent’s work place is not within reasonable distance the officer should contact the Snohomish County DCFS office, during conventional business hours or the DCFS Emergency Response Unit during non-conventional hours.  If it is more convenient the officer has the option of contacting Cedar House, (the semi-secure Crises Residential Center in Snohomish County).

The Becca Bill gives the officer the option to contact the local Division of Children and Family Services (DCFS) office or the Crises Residential Center (CRC).  It is advisable for the officer to contact the local DCFS office first to arrange for services and possible placement of the youth.  Attached is a list of local contact phone numbers and addresses.

Local offices of:

	Division of Child and Family Services (DCFS)

84       840 N. Broadway, Bldg. A, Suite 340

Everett, WA  98201

Phone No. 425-339-4768
Toll Free: 1-800-927-4665

     Fax No.  425-339-1945
	DCFS 

Emergency Response Unit

(For non-conventional business Hrs.)

    Everett DCFS Office

    840 N. Broadway, Bldg. A

    Everett WA  98201

    Phone No. 425-339-3900
    Fax No.  425-339-1945

	Snohomish County Semi-Secure CRC (Crises Residential Center)
    617 148th St. NE

    Arlington, WA  98223

    Phone No. 360-652-6830
    Fax No. 425-259-9335
	Snohomish County Licensed Youth Shelter (Cocoon House)

2726 Cedar St.

Everett, WA  98201

Phone No. 425-259-6042



21.03 RUNAWAY FROM PLACEMENT
If the child is a runaway from a placement facility the officer will do the following:

Inform the child why he/she is in custody.

Determine what supervising agency has custody of the child and make arrangements with that agency to pick up the child.

If the supervising agency is DCFS, the officer shall do the following:
During conventional business hours, contact the local DCFS office to make arrangements to return the child to DCFS.

During non-conventional business hours (after 5:00 PM until 8:00 AM and during weekends and holidays, the officer would contact the DCFS Emergency Response Unit.  Phone No. 425-339-3900.
21.04 RUNAWAY WARRANT ARREST
If a child is in custody pursuant to an arrest warrant being issued by the court the officer will take the child to Denny Youth Center.
Endangered and runaway juveniles, except when in custody for separate criminal offenses, are status offenders. Status offenders may not be held in a locked  environment or come into contact with adults in custody in the station.
21.05 RUNAWAY REPORTS 

If a runaway from home, or child in danger is taken to CRC or the local DCFS office, the officer’s report must be provided to CRC or the local DCFS office within 24 hours.  The report must detail the reasons the officer took the child into custody.

If abuse or neglect is suspected, the officer’s report shall be made immediately to the Department of Social and Health Services (DSHS) per RCW 13.32A.050.

21.06 RUNAWAY HARBORING
If an officer has reasonable suspicion that a runaway is being harbored in violation of RCW 13.32A.080, the officer may take the child into custody and follow the procedures as outlined in “Runaway from Placement.”

21.07  RUNAWAY LIABILITY
· Civil and criminal immunity is granted to an officer acting in good faith in:

· Failing to take a child into custody

· Taking a child into custody

· Taking a child to a CRC

· Releasing a child to a person at the request of a parent (RCW 13.32A.070)

A “Child Custody Transfer” form must be completed whenever law enforcement transfers custody of a child to another agency.  The DSHS Social Worker will have copies of this report for law enforcement to sign off on. 

21.08  CLEARING REPORTS
If an officer is detailed to take a report in which a reported runaway has returned home, or has been located, the officer must correctly clear the report by one of the following methods;

If the returning juvenile was reported as an Everett Runaway, then the officer must use the original Everett case number, and complete a follow-up report to the original Missing Person Report.
If the juvenile was picked up and is a reported runaway from a jurisdiction other than the City of Everett, a new case number must be used.  Officers will complete a new Incident Report to document their actions.
22.0
S.M.A.R.T. PROCEDURE
(SNOHOMISH COUNTY MULTIPLE AGENCY RESPONSE TEAM)

Criteria for Assistance from SMART 
SMART utilizes investigators from participating law enforcement agencies to conduct criminal investigations of law enforcement-involved fatal incidents.  For the purpose of this procedure, “fatal” is defined as death, or injury which is severe.  The mission of SMART is to provide expert investigative aid to all participating law enforcement agencies.

SMART may be called upon to investigate any law enforcement involved fatal incident involving agencies that are party to the SMART Agreement.  Each member agency, when in capacity of either a Venue Agency (jurisdiction where the incident occurs) or an Employer Agency (the agency with whom the involved officer(s) are employed) may request activation of SMART for a qualifying event.

A request for a SMART activation is required for any law enforcement involved fatal incident occurring in the City of Everett meeting the following criteria:

· Intentional or accidental shootings, including police incidents involving specialized response teams.

· Intentional and accidental use of any other dangerous or deadly weapon.

· Assaults upon law enforcement officers; assaults on other law enforcement employees who are on duty or are acting for law enforcement purpose.

· Attempts by law enforcement employees to make arrests or to otherwise gain physical control for a law enforcement purpose.

· Any fatal injury in police custody, excluding fatal injuries of prisoners, which occur while the inmate is under physician’s care for a disease or other natural condition, which has been diagnosed prior to death.

· Incidents involving a use of force where a suspect stops breathing either during or after an arrest.
· A law enforcement involved fatal collision that was not accidental (i.e.: use of “legal intervention techniques”) OR if vehicle movement was merely incidental to a fatality which was caused by non-vehicular means.
The above list is not all inclusive.  If there is any doubt as to whether a particular incident would meet the criteria for SMART deployment, the on-scene supervisor should, after notifying the on-duty lieutenant (or Operations Duty Officer – ODO) and with authorization from the Command Duty Officer (CDO), request consultation with a SMART commander via SNOPAC. Deployment of the SMART Team ultimately lies with the SMART commander.

Authority to Activate SMART Rests with the Command Duty Officer (CDO)

On-scene supervisors encountering any of the incidents outlined above shall, as soon as practical, notify the on-duty lieutenant or ODO.  The on-duty lieutenant or ODO will consult with the CDO prior to a request for activation.  After reviewing the circumstances of an incident involving Everett Police personnel, the CDO may then authorize the on-scene supervisor to request a SMART activation.  Once authorized, the on-scene supervisor will make the request  for activation by contacting a SNOPAC Supervisor, who will then initiate the SMART Commander page.

It is at the discretion of any agency to use SMART.  There is no requirement to activate the unit unless deemed necessary by the individual agency.

Prompt notification of the Command Staff is required

Any fatal incident involving personnel of the Everett Police Department will cause notification of the on-call Command Staff, regardless if SMART was activated.
23.0
SEARCH AND SEIZURE
The issues of search and seizure are addressed in The United States Constitution under the Fourth Amendment.  The Fourth Amendment establishes the foundation and the minimum standards, which grant citizen rights and freedoms from unlawful search and seizure. 

In addition to The United States Constitution, each state enacts a constitution of its own and in turn addresses the same issues, but normally in a more liberal view.  This is the case with the Washington State Constitution and the issues of search and seizure.  

In our state constitution the rules of search and seizure are dealt with in Article 1, Section 7, which reads:

No person shall be disturbed in his private affairs (seizure), or his home invaded (search), without authority of law (warrant).

This is basically a mission statement for the state and says that any search or arrest is unconstitutional without a warrant.  

Search (Definition):
A search occurs when the state (an officer) intrudes upon an area where a person has a reasonable expectation of privacy. A search of one of these areas without a warrant is presumed to be unreasonable and can subject the officer to civil and criminal liabilities as well as the suppression of any evidence gathered.  The general rule is: you always need to get a warrant unless you cannot.

RCW 10.79.040 Search without warrant unlawful: It shall be unlawful for any policeman or other peace officer to enter and search any private dwelling, house or place of residence without the authority of a search warrant issued upon a complaint as by law provided.

RCW 10.79.045 Search without warrant-Penalty: Any policeman or peace officer violating the provisions of RCW 10.79.040 shall be guilty of a gross misdemeanor.

Exceptions to Search Warrants

The state has allowed several exceptions to entry with a warrant.  These exceptions are based on safety to the officer and the public, emergencies and a realistic approach to the enforcement of the law.

Below are listed several exceptions to the general search warrant rule, along with the stipulations and criteria that surround them. In each exception the state allows you to enter into an area where a person has an expectation of privacy and conduct a search without a warrant.  The state bears the burden of proof that the warrantless search falls under one of these established exceptions.

23.01    SEARCH INCIDENT TO ARREST
Entry: Custodial arrest
Scope: The suspect’s person. In some circumstances, the area immediately reachable by suspect at the time of the arrest

An arrestee has a greatly diminished expectation of privacy due to his status as a prisoner.  Police have the right, incident to a custodial arrest, to search the person arrested and, in some circumstances, the area immediately surrounding the arrest.  This is the area that was within the defendant’s reach, lunge or grasp area at the time the arrest was made.  Suspect must remain on the scene during the search of this area.

1) Suspect’s person

a) Suspect’s clothing.

b) Suspect must actually be arrested. Search of suspect incident to lawful arrest is not allowed when the officer has probable cause to arrest but has not yet made the arrest.

2) Suspect’s personal belongings

a) No search of personal belongings once the suspect is secured. Search is prohibited when it is of a personal belonging that the arrestee cannot reach at the time of the search.

b) Personal belongings may be inventoried subsequent to arrest and prior to taking to the property room for safekeeping.

c) Personal belongings may be searched if the arrestee gives valid consent.

3) Vehicles

a) Search vehicle incident to arrest of recent occupant ONLY when the arrestee would be able to obtain a weapon from the vehicle or would be able to reach evidence of the crime of arrest to conceal/destroy

b) Possessions of non-arrested passengers cannot be searched.

i) This includes anything in the car that the officer knows or should know belongs to one of the non-arrested passengers.

ii) It is an exception to this if the officer has reasonable suspicion that the possession (jacket, purse, etc.) contains a weapon or evidence of a crime.

4) Buildings

a) Cannot search beyond the arrestee’s reach zone

23.02   FRISK
Entry: Concern for weapons
Scope: Suspect’s outer clothing/area immediately reachable

This is a “pat down” search of a suspect’s outer clothing for weapons only.  It is based on an articulable suspicion that the suspect is concealing a weapon in his clothing and that the officer is in danger.  The scope of this search also includes the reach, lunge or grasp area immediately surrounding the suspect (including vehicle interiors).  You may frisk anytime, anyplace under any circumstances where you feel you are in danger from a weapon.

1) Frisk can be conducted if you feel you are in danger from weapons in any situation including:

a) Field contacts

b) Vehicle stops 

c) Terry stops

d) Casual contacts

e) Prior to transport of non-arrested people

2) Examples of circumstances that would lend themselves to justify a frisk

a) Suspect refuses to keep hands in view

b) Clothing that could conceal weapon

c) Shape of a weapon visible in suspect’s clothing

d) Sight of a weapon

e) If you have found one weapon already

f) Information that this suspect is armed

g) Past experience with this suspect and weapons

h) Number of suspects vs. number of officers 

i) High crime area

j) Time of day

k) Lighting

3) PC may be developed during a frisk for an illegal item in the clothing other than a weapon (drugs, paraphernalia, etc).

a) In this case, the officer needs to be able to say that the item was immediately recognized as contraband without undue manipulation of it within the clothing past the moment it was established not to be a weapon.

23.03
  EMERGENCY DOCTRINE
Entry: Emergency


Scope: Extinguish emergency and get out

This is an entry based on the need to protect or preserve life, avoid injury or protect property.  The emergency must be associated with the location entered.  As soon as the emergency is over you must get out.

Some situations that warrant entry for emergencies and why:

1) Domestic violence

a) Protect victim, check for injuries 

b) Location given by dispatch or complainant (nexus)

2) Burglary in progress

a) Protect victim (occupied residence) 

b) Protect property 

c) Location given by dispatch or complainant (nexus)

23.04    CONSENT TO SEARCH
Entry: Consent 


Scope: As far as consent is given

This is permission given to the police to enter and search an area.  Consent must be given voluntarily by someone who has the authority to give it. The consenter must be advised that they can refuse to consent, can withdraw consent at any time, can limit the scope of the search, and that any evidence found can be used against them.  The scope of this search is limited to the areas for which you have been given consent.

1) Voluntary (factors looked at by the courts for validity) 

a) has Miranda been read

b) has Ferrier been read

c) has the consenter signed a waiver

d) the consenter’s previous experience with the criminal justice system

2) Authority

a) Is the consenter the sole owner of the area to be searched or does the consenter have equal rights to the area to be searched

3) Scope

a) Search only areas for which you have been given consent 

i) Consenter can change those areas at any time

b) Search can be withdrawn at anytime

Consent pertains to residences

If a husband and wife are both present at a residence, you need consent from both to enter and search.  Search cannot be made of areas that are not under their authority such as a roommate’s room or the room of a child who pays rent.  

If a house sitter has been left in control of the property, that person can give consent.
Consent pertains to vehicles

The registered owner must give consent.  If there are two people on the registration and both are present, you only need permission from one.

You may accept consent from a driver who is not on the registration if, through a totality of circumstance, you can show that this person has control over the car.  Consider factors such as the period of time and the circumstances surrounding them having the car.

23.05  PLAIN VIEW
Entry: Lawful entry


Scope: Only the area and items that are viewed

The elements of plain view are that you have already made a legal entry (consent, emergency, etc.) into a constitutionally protected area and then, from this legal vantage point, inadvertently discover something that you immediately recognized as evidence or contraband.   

1) Example: you enter a residence under the emergency doctrine for a burglary in progress and find a marijuana growing operation inside.

2) You must get a warrant to search any further than the area of this discovery, but this evidence can be seized without a warrant

23.06
  EXIGENT CIRCUMSTANCE
Entry: Urgent situation


Scope: Extinguish situation and get out

An exigent circumstance is one that is urgent or critical and calls for immediate action.  Entry can be made under this exception if there is danger to the officer or some other person. Other factors faced by officers that may justify a warrantless entry are listed below.  Any of these factors standing alone may not allow an entry.  An officer should look for a totality of circumstances from factors on this list to make a decision.

1) A grave offense

2) The suspect is armed

3) The suspect is guilty

4) The suspect is on the premises

5) Suspect will escape if not swiftly apprehended

6) Entry is made peaceably

7) Hot pursuit

8) Fleeing suspect

9) Danger to the officer or another person

10) Mobility of the vehicle

11) Mobility or destruction of evidence

23.07  IMPOUND
Entry: Non-evidentiary impound

Scope: Inventory of interior

When a vehicle is impounded it is lawful to enter without a warrant to conduct an inventory of the contents of the vehicle. No probable cause or suspicion is needed.  Evidence seized may be used in prosecution.  A warrant is needed for the trunk, engine compartment or any locked containers including the glove box or if the impound was for evidentiary purposes.
23.08
  NO REASONABLE EXPECTATION OF PRIVACY
Entry: No expectation of privacy

Scope: Area of no expectation of privacy

This is a search of an item or area where a suspect has no expectation of privacy.  The scope of this search is only for the areas that have no expectations of privacy.  Some examples of these items and areas are:

1) Abandoned items

a) This includes items thrown by suspects during foot or vehicle pursuits.

2) Found property

3) Public property

4) Common areas of apartment buildings

a) Hallways, entryways, parking lots, etc.

23.09
  OPEN VIEW
Entry: No intrusion



Scope: View only

Open view occurs when evidence or contraband is observed inside an area with a reasonable expectation of privacy and the officer is outside that area and in a place that the officer has a right to be.  An example of this would be seeing a bag of cocaine lying on the seat of a car during a traffic stop.

23.10
  PRIVATE CITIZEN SEARCH
Entry: Citizen-conducted


Scope: Area searched by citizen only

The Fourth Amendment and Article 1, Section 7 establish criteria for searches by government officials only.  Private citizens are not governed by these restrictions and thereby have greater latitude in searches than police do.  Evidence brought to you in this circumstance can be used in developing PC for a search warrant or arrest. The scope of this search is only to the extent that the citizen has already searched.  You will need a warrant to go further and you cannot direct the citizen to go further.  For this search to be valid, two criteria need to be met:

1) The evidence has to be gathered legally (no burglary, etc.). 

2) There can be no police involvement before or during the search. 

a) No “instigation, encouragement, counseling, directing or control” by an officer.

b) This citizen cannot act as an agent of the police.

23.11
  SCHOOL SEARCHES
Entry: School-conducted


Scope: Area searched by school only

These searches fall under the private citizen category and can have no police involvement prior or during the search. Students have very little expectation of privacy while on school grounds.  School officials must have a reasonable belief that a particular student is in violation of the law or school rules.  This belief is based on the age and history of the student along with the seriousness of the offense, the exigency of the situation and the reliability of the information. The officials may search:

1) Lockers

2) Locked containers within lockers

3) Student’s person

4) Student’s possession

23.12
  STRIP SEARCHES
Entry: 






Scope:

As strip search is defined by the RCW as removing or arranging some or all of a person’s clothing so as to permit an inspection of the genitals, buttocks or anus and the breasts of a female.

23.13  BODY CAVITY SEARCH
Entry:






Scope:

This is a search in which the touching or probing of the stomach, vagina or the anus takes place.  This search always needs supervisor approval, a search warrant and is always conducted by a physician, registered nurse or physicians assistant and never by an officer.

23.14
  SEARCH WARRANTS
A search warrant is a written order initiated by the police and authorized by a judge in the name of the state.  It is based on probable cause and directed at the collection of evidence of a crime with the intent of prosecution.  It usually focuses on contraband (controlled substances), items obtained in a crime (stolen property), instruments of a crime (weapons), or evidence of a crime (blood samples, clothing).

A search warrant is issued based on an affidavit written by the investigating officer. The information contained in an affidavit needs to satisfy several areas before a judge will issue a warrant based on it.

23.15  SEARCH WARRANT AFFIDAVIT 

Affidavit form PD196 available in briefing room or from detectives.  The Snohomish County Prosecuting Attorney’s Office offers assistance in the preparation of search warrants to all police agencies on a 24-hour basis.  Contact SNOPAC and request the on-duty criminal deputy for assistance and a judge to sign the warrant.

1) Crime under investigation

a) The crime being investigated must be specifically listed.

2) Place to be searched

a) Specific description and address of the place to be searched.

i) Example: The one story white house with green trim located on the north east corner of 19th street and Rainier with a street address of 1831 Rainier.

b) Outbuildings and vehicles on the property must be listed and described in addition to the main location.

3) Items sought

a) The type of item sought must be listed as specifically as possible

· Marijuana vs. controlled substances 

· 19-inch Panasonic television vs. electronic equipment




4) Probable Cause

Probable cause exists where the facts and circumstances are sufficient to cause a reasonable police officer to believe that a crime has been committed and that the evidence of that crime can be found in a certain place.  State what information you have received, when you received it and the facts and circumstances that brought you to the level of probable cause.  This information must satisfy the two-pronged “basis and credibility” of information test.

a) Basis: What circumstances afforded the officer the opportunity to gather the information that led to the probable cause.  Show that the person who made the observations had a legal opportunity to observe what was seen.  

i) Hearsay from fellow officers, victims, witnesses or informants and how they know what they know.

(1) Entry into a private area through exigent circumstance, private citizen search, search incident to arrest, plain view, etc.

b) Credibility: How did the source of this information have the knowledge to understand what was seen.

i) Officers 

(1) Training

(2) Street experience

ii) Informants

(1) Citizen informant (ordinary citizen)

(a) List this person’s basis of knowledge.

(b) List the reasons for the willingness to come forward.

(c) List this person’s standing in the community.

· Business owner

· Property owner

· Longevity

· Lack of criminal history

(2) Anonymous informant (person unknown, even to police)

(a) This type of informant will never, by their tip alone, satisfy the “basis and credibility” of information test.  An independent police investigation is required.

(3) Criminal informant (cooperating to avoid prosecution)

This type of informant will not be developed by patrol, detectives or specialty teams only.

(a) List this person’s basis of knowledge

(b) List the reasons for the willingness to come forward

(4) Paid informant (assists for money)

This type of informant will not be developed by patrol/detectives and specialty teams only.

(a) List this person’s basis of knowledge. 

(b) List the informant’s “track record.”

· Accurate information provided in the past

(c) Controlled buys establish reliability.

· Pre- and post-buy searches regarding money and controlled substances

c) Nexus: Established a link between the crime being investigated and the location to be searched.

d) Staleness of information: This is the passage of time between the criminal activity and the request for the warrant.

i) Show that what you are searching for is likely to still be there.

(1) For example: a two week time lapse would be too much for drug sales, but may not be too long for a grow-op. 

23.16  TELEPHONIC WARRANTS
Telephonic search warrants are designed as an expedient means to gain judicial approval for searches when time is of the essence for evidentiary considerations, exigent circumstances or during non-working hours. If a telephonic search warrant is justified, take the following steps:

1) Draft Affidavit

2) Call SNOPAC at 252-7548 and Request On-Call Prosecutor

a) Hard phone line preferable for security reasons

b) Do not tape conversation.

c) Review PC with prosecuting atty.

d) Make any changes necessary.

e) Make note of name of prosecutor and time of conversation.

f) Receive prosecuting attorney approval before proceeding.

3) Request Snopac Supervisor to Make Conference Call to Judge

a) The SNOPAC supervisor will place the officer on hold. 

b) The SNOPAC supervisor will contact the on call judge and will notify judge of reason for telephone call.  The SNOPAC supervisor will create a conference call setting for the conversation.  

c) All parties should verify that the judge, SNOPAC supervisor and officer are on line.

d) The SNOPAC supervisor will test the tape recorder then pause the tape recorder.

e) The officer will present his or her case to the judge.

f) The judge will determine if there is sufficient evidence to issue a search warrant and will advise the officer. 

g) If the judge declines to issue a search warrant, the procedure is terminated.

h) If the judge agrees to issue a search warrant, the officer will request that the SNOPAC supervisor turn on the tape recorder and record the conversation.

i) The officer will again identify himself or herself and the department.  The judge will identify himself/herself.

j) The judge will swear-in the officer as the affiant to the search warrant affidavit.

k) The officer will read the affidavit of probable cause to the judge.

l) The judge will rule on sufficiency of probable cause for a warrant.

m) The judge will authorize the officer to affix his/her name to the search warrant.

n) At the end of the recording the SNOPAC supervisor will ask both parties to remain on line.  The supervisor will then rewind and replay the tape so that the judge and the officer may hear the entire recording.  If any discrepancies or omissions have occurred, the judge or officer may request that the entire conversation be re-recorded.

o) At the end of the recording the SNOPAC supervisor will announce into the telephone “recorded at SNOPAC,” along with the date, time and the supervisor’s name.

p) The conversation is terminated.

q) The officer shall go to SNOPAC and receive the telephone tape-recorded cassette and arrange for transcription of the tape with the investigations division on the following day.

r) The tape recording shall be impounded as evidence upon completion of the transcription.

s) The search warrant, search warrant affidavit, inventory list and return of service shall be filed with the court clerk no later than three days after service. 

23.17
  EXECUTION OF WARRANTS
Withheld per RCW 42.56.240(1): the non-disclosure of which is essential to effective law enforcement.
23.18  EXECUTION OF SEARCH
Once entry is gained and the scene is secure, the search may begin.  The search is limited to the areas that are granted in the warrant.  The scope of the search is also limited to areas that could physically hold the items that you are looking for.  For example: the scope of a search warrant would not include dresser drawers if you were searching for stolen television sets.

PLAIN VIEW

Any evidence or contraband may be seized if found inadvertently from an area legally entered with a warrant.

23.19 NON-ARRESTED PERSONS
People who are not named in the warrant may be present in the residence when a search warrant is being executed.  The mere presence of these people at the place being searched does not in itself justify detention, search or even a pat-down.  

There must be some additional circumstances indicating criminal association by that person to justify a detention, search or a weapons concern to justify a pat-down. This is called the “presence plus” rule and means that presence, plus some other circumstance is needed to justify any police involvement with them.

The courts have looked at several factors when deciding on the legality of arrests made on non-associated people based on the “presence plus” rule.  

a) Was the criminal activity happening at a time when the non-associated person was there?

b) Was the nature of the criminal activity such that it could not have been carried out without the knowledge of the non-associated person?

A person’s presence at a place where criminal activity is taking place plus circumstances reasonably implying knowledge of, or participation in, the criminal activity establishes probable cause to arrest.

23.20   SEARCH OF NON-ARRESTED PERSON’S PROPERTY 
The possessions of people who are present when the warrant is being executed and are not under arrest cannot be searched.  The basis of what belongs to whom is whether the officer knew, or should have known, that an item belonged to one of these people.  For example: A warrant is executed on a residence with several men present and only one woman. There is a purse on the floor near the woman. The woman is not placed under arrest. This purse should not be searched.

23.21 SERVING THE WARRANT
A copy of the warrant and return of service along with a copy of the inventory of items seized shall be given to the person in charge of the property.  Do not give this person a copy of the affidavit for probable cause.

If the person in charge is not on scene at the time of the service, a copy of the warrant and the return of service must be prominently posted at the location.  Do not leave a copy of the affidavit for probable cause at the scene.
23.22  FILING THE WARRANT
The warrant must be filed within three days of the service.  

1) Prosecutor’s office

a) Original of the affidavit

b) Original of the warrant

2) Judge

a) Copy of the affidavit

b) Copy of the warrant

c) Copy of the inventory

d) Copy of the return of service

3) Police records

a) Copy of the affidavit

b) Copy of the warrant

c) Copy of the inventory

d) Copy of the return of service
23.23  SEIZURE
In our state constitution the rules of search and seizure are dealt with in Article 1, Section 7, which reads:

No person shall be disturbed in his private affairs (seizure), or his home invaded (search), without authority of law (warrant).

This is basically a mission statement for the state and says that any search or arrest is unconstitutional without a warrant.  

A seizure occurs when an officer, by means of physical force or show of authority, has in some way restrained the liberty of a citizen and when the circumstances surrounding the encounter demonstrate that a reasonable person would not feel free to disregard the officer and go about his business.

This can be merely a detention or as far as an arrest.

The state has allowed several exceptions to seizure and arrest with a warrant.  These exceptions are based on safety to the officer and the public, emergencies and a realistic approach to the enforcement of the law.

Below are listed several exceptions to the general arrest warrant rule, along with the stipulations and criteria that surround them. In each exception the state allows you to either detain, seize or arrest a person without a warrant.  The state bears the burden of proof that the warrantless act falls under one of these established exceptions.

23.24
  SOCIAL CONTACTS
Entry: voluntary


Scope: As far as citizen is willing to go

Not every encounter between a citizen and the police rises to the level of a seizure.  A police officer does not seize a person by simply striking up a conversation or asking questions.  There is no seizure where the conversation is freely and voluntarily conducted.  An encounter between a citizen and the police is consensual if a reasonable person, under the totality of circumstances, would feel free to walk away.

In this atmosphere, identifying yourself as an officer, asking questions, requesting identification or asking a person to take their hands out of their pockets does not elevate the contact to a seizure.  

This level of contact will become a seizure when the officer displays some type of coercive language or behavior.  For example:

1) Touching

2) The officer orders 

a) “Come here.”

b) “Wait right here.”

c) “Go stand by my car.”

3) Retaining control of a citizen’s identification while verifying information given

4) Placing an individual or possessions in your car

5) Insisting on responses to your questions

6) Not allowing the citizen to leave

23.25
  COMMUNITY CARE-TAKING FUNCTION
Entry: Public assistance

Scope: Resolve the problem

Police officers conduct many functions that are based in the concept of community caretaking.  These non-criminal, non-investigatory situations allow for encounters between the police and citizens that are not considered seizures.  

In some instances an officer is approached by a citizen who asks for help.  In others the officer approaches the citizen to see if they need help such as a vehicle with an unconscious driver or mentally unstable or confused individuals.  The courts have looked at both of these situations and put the officer’s safety above all. 

During these types of encounters officers may take reasonable steps to ensure their safety without turning the contact into a seizure.  Among these steps are:

1) Requesting that the citizen keep his hands visible

2) A pat-down frisk for weapons 

a) Normal “reasonable suspicion” concerns should be present.

b) Reasonable suspicion is not necessary for a pat down if you are giving someone a ride.

i) The courts have ruled that a frisk is justifiable without any suspicion, in this type of case, simply because this person will be sitting behind you while your attention is on driving.

3) Entering the vehicle of an unconscious driver and touching that person in order to assess their need for aid.

23.26  TRAFFIC STOP
Entry: Traffic infraction


Scope: Investigate the infraction

Washington law authorizes an officer to stop a vehicle to investigate an infraction that was committed in his presence.  This includes contact and detention of the driver to check the driver’s license, warrant status and the registration of the vehicle.  The seizure of a vehicle and its driver does not provide any basis for seizing passengers.  

Passengers who have committed an infraction need only identify themselves, give a current address and sign the infraction.  They are then free to leave once a warrant check is completed.

Passengers who are not being cited or held under Terry or Mendez (see below) are free to leave.

23.27   MENDEZ
Entry: Legal traffic stop


Scope: Extent of officer safety

This case law prohibits the restrictions of the movements of non-arrested passengers in a stopped vehicle without reasonable suspicion that there is a safety concern for the officer, the passenger or someone else.  The purpose of this case law is to aid in controlling the scene and preserve safety there.  It states that if an officer has reasonable safety concern the passengers can be ordered to remain in or to get out of the vehicle.

Some factors that may justify this restriction:

1) Hour of day and lighting conditions

2) Personal knowledge of occupants

3) Visible weapons

4) Furtive movements by occupants

5) Initial purpose of the stop

6) Ratio of occupants to officers

7) Statements by occupants

23.28  TERRY STOP
Entry: Suspicion of criminal activity  Scope: Brief detention to dispel suspicions

At Terry stop is a seizure for investigative purposes based on a suspicion of criminal activity.  The situation does not need to rise to the level of probable cause for a Terry stop.  An officer must be able to point to specific, articulable facts and suspicions that would lead a reasonable officer to believe that criminal conduct has occurred or is about to occur. A Terry stop applies to people as well as vehicles.

1) Facts and suspicions

The facts and suspicions must be based on some objective knowledge of a situation by the officer, such as:

a) Similarities between the person you have stopped and the suspect

b) This person’s proximity to a crime scene

c) The time frame

i) Could this person have gotten to the location of the stop in the time since the crime occurred

d) Any information, observations or inferences drawn from an officer’s training or experiences

2) Duration

A Terry stop must last no longer than is necessary to verify or dispel the officer’s suspicions.  There is no time limit to this, but the courts have held 20 minutes to be reasonable under normal circumstances.  Any time is reasonable as long as the officer diligently pursues a means of investigation that would confirm or dispel the suspicions.

3) Intrusion

The amount of physical intrusion upon a suspect must be limited to that necessary to effect the stop and carry on the investigation in a safe and effective manner.  Some actions that have been deemed reasonable:

a) Frisk for weapons

b) Separating individuals for questioning

c) Transporting suspect a short distance for victim identification

i) If circumstances make it impossible for the victim to come to you

d) Detaining a suspect at the scene of the stop for victim identification

e) Detaining a suspect/suspects in a patrol car

i) Officer safety

(1) Suspect/officer ratio

(2) Remote location

f) Removing a suspect from a car

g) Drawn guns or felony stop procedures

i) Specific information about the crime leads to the suspicion that the suspect is armed

h) Checking for warrants

23.29  ARREST WITHOUT A WARRANT
Entry: Probable cause


Scope: Detain and charge

A police officer, having probable cause to believe that a person has committed or is committing a felony shall have the authority to arrest the person without a warrant.

A police officer may arrest a person without a warrant for committing a misdemeanor or gross misdemeanor when the crime is committed in the officer’s presence.  

The exception to this is called the “misdemeanor presence rule” and states that an officer with probable cause may arrest (discretionary) for the following crimes even if they are not committed in the officer’s presence:

1) Assault

2) Harassment

3) Theft

4) Possession of marijuana

5) Minor in possession of alcohol

6) Criminal trespass

7) Hit and run (unattended)

8) Hit and run with injury or death

9) Reckless driving and Racing

10) DUI and physical control

11) DWLS/R

12) Negligent Driving 1st degree

13) Violation of any traffic law that involves an accident

14) Reckless boating

15) Boating under the influence

16) Indecent exposure

17) Violation of an anti-harassment order

18) Interference with the function of a health care facility

19) Firearm at a school (illegally possessed)

The exception to the “misdemeanor presence rule” continues and states that an officer with probable cause shall arrest (mandatory) for the following crimes even if they are not committed in the officer’s presence:

1) Violation of a no contact, protection or restraining order

2) Assault against a family or household member (arrest only mandatory within four hours of crime/discretionary after)

3) Any physical action against a family or household member intended to create fear of serious bodily injury or death (arrest only mandatory within four hours of crime/ discretionary after)

23.30
  ARREST WARRANT
An arrest warrant is a written order signed and authorized by a judge in the name of the state.  It is based on probable cause and directs law enforcement officers to arrest the individual named in the warrant.  For details on warrants, booking, posting bail, etc., see Warrant Arrest and Processing 2.04-2.05.

23.31
 JUVENILE COMPLAINANT
If a very young child reports criminal conduct, case law requires further investigation and at least some corroboration to establish reliability of the child’s statements.

In particular, if a minor makes a statement to an officer that he/she was molested, the minor’s statements alone will not be sufficiently reliable for probable cause to detain the suspect for an interview.  If an officer is taking a statement from a minor and there are indications that the minor’s ability to know what happened or remember correctly or know what happened was wrong are not present, do not detain or otherwise seize a suspect for questioning.  Either corroborate the child’s statement or attempt to get a voluntary statement from the suspect.

24.0
SUBPOENAS/ COURT HEARINGS
Superior, Juvenile and District Courts

The following procedures are intended to improve communications between officers and the Prosecutor’s Office to lessen unnecessary court appearances.  This is for the benefit of the officer’s time, overtime savings to the Department and to comply with the current Labor Agreement.

Subpoenas issued from these Courts are usually sent 2 – 4 weeks prior to the scheduled court date.  Included is an “Important Notice to Officers, Please Read Carefully.”  This notice states: Your attendance is required during the trial as indicated on the enclosed subpoena.

A Trial Confirmation Hearing is held at 2:00 p.m. on Friday prior to the trial date to determine which cases will go to trial.  Due to the large volume of cases, we may be unable to contact you on Friday.  It is not uncommon for a case to be postponed several times.  Cases may be resolved by other means prior to the trial date as well.

To stay informed you MUST follow the guidelines:

1.) Upon receipt of your subpoena call 388-3949 and record your name, agency name, defendants and any scheduling conflicts you may have during the week of trial.

2.) You must call the above number after 4:30 p.m. on Friday, or during the weekend prior to the trial date, to determine if the case will be going to trial or not.

3.) If your case is not on the phone list do not appear for trial, we will re-subpoena if necessary.

DO NOT report for trial unless you have been directed to, either by a representative of our office, or by the recorded message.  Overtime will not be approved if the case is not scheduled for trial.  

Each subpoena will list a telephone number that corresponds to the department or division that the subpoena was sent from.  It is with these departments that officers must leave voice mail.

The Prosecutor’s Office has agreed to call the Everett officer’s Department voice mail prior to the trial date if there is a postponement or cancellation that occurs at a time other than at the Friday’s hearing.

If you are provided a different date and time, you are to call your Department voice mail for messages from the Prosecutor’s Office the evening prior (between 1700 hrs. and 2100 hrs.), to determine if your case has been postponed or canceled and to comply with the current Labor Agreement (12 hour advance notice).

Prosecutors cannot request an officer to be on “standby” and not be in court.  “Standby” from the Prosecutor’s Office is not considered compensable court duty time.  Prosecutors or officers will need to make arrangements through division captains when requesting special arrangements for an officer’s time for court appearances or case preparation.

Municipal Court
The City Prosecutor’s Office posts a Municipal Court calendar every Friday.  The calendar is for all trials scheduled for the following week.  

· Jury trials are scheduled for Mondays at 9:00 a.m. Officers will be subpoenaed for 11:00 a.m., and will be required to be in court no later than 11:00 a.m.  If an officer has been subpoenaed for a jury trial, that officer must confirm that they will be needed in court by calling the “Officer Scheduling Line” at 425-257-8796, after 4:30 p.m. on the Friday before trial, and no later than 9:00 p.m. the Sunday before the trial 

· Bench trials are scheduled at various times throughout the week as noted on the court calendar.  Officers will still be required to check the posted calendar, which occur on Tuesdays, Wednesdays, and Thursdays.  The “Officer Scheduling Line” is for jury trials only. 

The City Prosecutor’s Office will continue to note cancellations on the posted calendar.  They will also leave a message on the officer’s department voice mail if there has been a postponement or cancellation.  They will also attempt personal contact of the officers scheduled, to confirm attendance at jury trials.

Officers are to check the court calendar while working and to check their department voice mail for messages from the City Prosecutor’s Office the evening prior (between 1700 and 2100) to a scheduled court appearance for cancellations.

25.0  TRAFFIC LAW ENFORCEMENT
The purpose of “TRAFFIC LAW ENFORCEMENT” is to prevent collisions and to provide for the orderly movement of traffic. Officers will take enforcement action when traffic violations occur in their presence, or when probable cause exists upon investigation of a collision or criminal traffic matter.

Certain violators fall into special categories and may be subject to special processing.  The following are such categories and conditions that apply to each: 

Non-Residents 

Generally, non-residents will be treated no differently from residents of Washington State.  Regarding non-resident vehicle operators whose privilege to drive has been suspended by a state other than Washington, past Department policy required that the person be cited with Driving While License Suspended in the 2nd Degree.  The pertinent statute, RCW 46.20.342, has since been revised.  

Current Department policy is as follows:
When citing a driver with an out-of-state suspension officers will (1) attempt to determine from the information available whether the citation should be for Driving While License Suspended 1st Degree, 2nd Degree or 3rd Degree; and (2) if not able to determine the appropriate degree of DWLS, cite for DWLS 3rd Degree or refer the report to the prosecutor’s office for charging.

Juveniles

The Department of Licensing now requires Juvenile Traffic Court to send a copy of a citation after Juvenile Court has adjudicated the traffic offense.

Under 16 years - For all traffic infractions.

Officers will follow the same procedure as with an adult, with the following exception:

Where the citation has printed “DISTRICT COURT,” Officers will draw a line through those words, and print the words “JUVENILE COURT.”

Officers will not give a copy of the citation to a juvenile under 16 years of age or younger, all copies of the citation will be retained by the officer and returned to the Records Room.

In addition to the citation a “Juvenile Court Referral” form will be prepared and turned in along with the citation.

16 years of age and over

The juvenile will then be required to sign the citation.  After signing the citation, as with an adult, the juvenile will be given a copy of the citation. The citation will then be processed the same as an adult.

Legislators

In accordance with Article 2 Section 16 of the Washington State Constitution, legislators are privileged from physical arrest, not subject to any civil process during sessions of the legislature, for fifteen days before the commencement of each session.  Exceptions to the privilege from arrest are in cases of treason, felony and breach of peace.

“Civil Process” includes all kinds of lawsuits.  Officers should, however, serve protective orders.

Foreign Diplomats and Consulate Officers:

In accordance with 22 USCS 254e  “Any action or proceeding…against an individual, entitled to immunity under the act or other laws extending diplomatic privileges and immunities…shall be dismissed.”

Military Personnel
In accordance with Article 10 Section 5 of the Washington Constitution “The militia…“are privilege from arrest during their attendance at musters and elections of officers and in going to and returning from the same.”  Exceptions are provided for treason, felony offenses and breach of the peace.

Militia: means members of the States military forces, including the National Guard.

Members, encountering situations where it is felt that a “special group violator” maybe involved, should make every reasonable effort to call a supervisor to the scene.  

When a custodial arrest is made of military personnel, the arresting officer should notify the individuals home base.  If this is not possible, we should contact the nearest base of the same service and inform them of the detention.

Information Provided to Violator
Upon issuance of a notice of infraction or citation, the officer will inform the violator of the following prior to release:

· If the violation requires mandatory court appearance 

· The date and time when the violator is to appear in court 

· The location of the court

· Show the violator where on the citation the address and phone number to the court is listed.

· Instruct the violator to read the front and back sides of the notice of infraction or citation for further instructions about paying the fine or requesting a court appearance. 

Uniform Enforcement
A) Driving Under the Influence (DUI)
· See checklist

    

B) General Traffic Violation
Stop, Fail to Yield Right of Way, etc. were decriminalized and are now Traffic Infractions, not crimes: a person may not be arrested for committing any infraction.

Turning, stopping, and signaling infractions for illegal turns where there is obviously no hazard involved can serve to alienate motorist against the program of the department, a violation is more easily understood by motorist, prosecutors, and other citizens if there is an element of potential hazard present at the time.

C) Other Hazardous Violations: Officers may take enforcement action upon witnessing traffic violations of a possible or actual collision-causing nature.

· “Enforcement action“ may be taken in the form of a citation or educational instruction.

D) Equipment Violations: Normally, warning citations will be issued for equipment violations.

Public carrier/commercial vehicle violations:

· Local Transit Buses - If a local transit or school bus is stopped for a violation, the officer will obtain the driver’s name, inform him/her of the violation, and note the vehicle license number.  If a citation is to be issued, inform the driver that you will contact him/her at a later time when the bus schedule will not be interfered with.

· Public Carriers Not Local - Public carriers from outside the area may be detained in order to issue a notice of infraction to the driver.

· Commercial Vehicles – Routine enforcement of commercial vehicle laws is the responsibility the Traffic Officers that have the appropriate training.

· Non-hazardous violations – Officers are encouraged to work non-hazardous violations as assignment and work load permits

· Multiple Violations – No more than three traffic infractions will be written on one citation (infraction) form. No more then two Misdemeanors or Gross Misdemeanor charges will be on a Criminal Citation.

Infractions and misdemeanors will not be cited on the same form.  Misdemeanor and Gross Misdemeanor will be written on criminal citations.  All traffic violations arising from the same incident should be cited into the same court.

Newly Enacted Laws and/or Regulations – Normally a period of public information and/or warnings will take place before written citations are issued regarding newly enacted laws and/or regulations.

25.01  TRAFFIC CITATIONS (NOI / Criminal Citation Books)
Officers will acquire Notice of Infractions/Citations books from the Records Support Staff.  The return receipt on each book will be dated, signed, and returned to Records staff.  Each citation is accountable by the officer.  Discrepancies will be the responsibility of the officer in possession of the book.

Officers are allowed to “void” traffic citations prior to being issued.  The issuing officer will:

1) Print the word “VOID” diagonally across the face of the infraction/citation

2) Sign the citation and then process the citation through normal channels. 

3) In addition to voiding the citation a memo will be attached to the citation explaining why the citation was voided.

4) All copies of the citation must be accounted for.

In the event the infraction/citation is to be voided after filing, the issuing officer will defer to the Municipal Court for dismissal of the infraction.  Officers will not attempt to void a criminal arrest citation.  The Municipal Court or Everett District Court must dismiss the criminal citation.
The same procedure applies to both NOI and Criminal Citations.
25.02 VEHICLE IMPOUNDS TRAFFIC ENFORCEMENT
A vehicle may be lawfully impounded in the following specific circumstances:

As evidence of a crime, if the officer has probable cause to believe that the vehicle was stolen or used in the commission of a felony;

As part of the police “community care-taking function,” if the removal of the vehicle is necessary (in that it is abandoned, or impedes traffic, or poses a threat to public safety and convenience, or is itself threatened by vandalism or theft of its contents), AND neither the operator of the vehicle nor their spouse or friends are available to move the vehicle; or

As part of the police function of enforcing traffic regulations, if the driver has committed one of the traffic offenses for which the legislature has specifically authorized impoundment.  RCW 46.55.113 authorizes a police officer to take custody of a vehicle and provide for its prompt removal to a place of safety under any of the following circumstances; provided the impound is “reasonable” as described below:

Whenever a police officer finds a vehicle unattended upon a highway where the vehicle constitutes an obstruction to traffic or jeopardizes public safety,

Whenever a police officer finds an unattended vehicle at the scene of an traffic collision or when the driver of a vehicle involved in a traffic collision is physically or mentally incapable of deciding upon steps to be taken to protect his or her property,

Whenever a driver of a vehicle is arrested and taken into custody by a police officer,

Whenever a police officer discovers a vehicle that the officer determines to be a stolen vehicle,

Whenever a vehicle without a special license plate, card or decal indicating that the vehicle is being used to transport a disabled person under RCW 46.16.381 is parked in a stall or space clearly and conspicuously marked under RCW 46.61.581 which space is provided on private property without charge or on public property,

Upon determining that a person is operating a motor vehicle without a valid drivers license in violation of RCW 46.20.005 (No Valid Operator’s License, without I.D.) or with a license that has been expired for ninety days or more.

Alternatives to Impound

Even though one of the above six statutory justifications may be present, the courts have required that the impound be “reasonable.”  Alternatives to impoundment must be explored.  For example, if the driver of a vehicle is going to be arrested and booked, they must be allowed to release custody of the vehicle to another person, if that other person is validly licensed, there is current liability insurance which would cover that person while operating the arrestee’s vehicle, and the other person is not intoxicated or under the influence of another drug.

Another alternative to impoundment is to leave the vehicle where it is, if the vehicle is legally parked, can be secured, and the driver is willing to sign a Waiver of Impound.  The officer should take into account, however, whether or not the vehicle is itself threatened by vandalism of its contents.  If the vehicle would be left in a high crime area during a time period when incidents of vehicle prowl and vehicle theft have occurred, impoundment may be appropriate under the police community care-taking function.

PLEASE NOTE:  RCW 46.20.005 – No Valid Operator’s License, without I.D. (NVOL), is a lesser-included offense of driving while License Suspended or Revoked (DWLS/R).  If a driver’s license is suspended or revoked, that person is also violating RCW 46.20.005, and impoundment of the vehicle may be justified under number 6, noted above.  If a person caught driving on a suspended or revoked license, or in violation of RCW 46.20.005 has prior offenses of NVOL or DWLS/R, this is evidence of continuing violation of the laws requiring a valid driver’s license.  The courts have held that evidence of a continuing violation of the laws requiring a valid driver’s license is a valid reason to impound a vehicle.

If a vehicle is impounded, it is critical that the officer be articulate and specific in their reason for impounding the vehicle.  Note in a report the initial justification for the impoundment, and the alternatives explored or the specific circumstances present, which did not allow an alternative to impoundment.

NOTE: Any impound involving city vehicle(s), seizures, vehicles or other items impounded as evidence must be towed by a tow company that has a contract with the City.

25.03  WAIVER OF IMPOUND
In situations where booking is expected and there is no other suitable driver available, the arresting officer may, at personal discretion, choose to legally park the vehicle of the arrested person and leave it at the scene of an arrest.  In these instances, the officer must obtain the signature of the arrested person on the Waiver of Impound.

In the event that the arrested person refuses to sign the form, the vehicle will be impounded for safekeeping purposes.

25.04  PARKING VIOLATIONS
Parking Citation Books: Parking Citation Books are kept at the Intake Desk in the Records Room.  Parking Citation Books are assigned to officers and are requested from Records Personnel.  Officers must fill out the information sheet provided by Records Personnel and immediately return the sheet.  Each officer issued a parking infraction book will be held accountable for the book and its contents.  Any discrepancies will be the responsibility of the officer the book was issued to.  

Parking Violation forms should be completed with the date, time, vehicle license number, state, make, color, style and location of the violation.  Members should write their name and personnel number

The nature of the violation must be marked; any comments may be written on the comment section.

The manila copy of the violation form should be placed under the wiper blades on the windshield of the vehicle and the white copy should be submitted, as are all other reports, to the supervisor of the member issuing the citation.

Paying for Parking tickets: A citizen can pay their parking ticket during business hours at the City Clerk’s Office.  For any questions regarding billing for parking tickets, refer the citizen to the City Clerk’s Office.  If a parking ticket is paid within 24 hours, the cost of the ticket is reduced in half (with the exception of Handicapped Parking tickets).

Disputing Parking Tickets: If a citizen would like to dispute a parking ticket, he or she must either request a hearing from the Clerk’s Office or contact the Parking Enforcement supervisor to schedule an appointment to discuss the situation.  The citizen will understand that if they wish to dispute the ticket and lose, the 50% discount is forfeited. 

Red Tags/ Abandoned 

When a vehicle is red tagged an “Incident number” should be placed on the red tag.  The Incident number allows us the ability to verify the time the officer responded to the complaint and starts the clock for the 72 hours before removing the vehicle.  The only time “event numbers” need to be pulled is when the vehicle impound is actually done. 

Officers may retain the red tags in their possession and return to the location in 72 hours to impound the vehicle if it is still there, however it is more advisable to place the “red tag” in the Parking Enforcement box.  Parking Enforcement personnel will then follow-up on the red tag.

Marking of Red Tag/ Abandoned Vehicles

Each vehicle that is red tagged must be marked in a manner that is clearly evident in order to ensure that vehicle movement has or has not occurred.  Marking tires and tire position with chalk are acceptable methods.  In some situations, such as repeat violators, other forms of marking may be permitted.  It may also be advisable to note the vehicle mileage, on repeat offender’s vehicle.

25.05  AUTOMATED LICENSE PLATE READER TECHNOLOGY (ALPR)
An ALPR system is a computerized system consisting of specialized digital cameras, a processor unit and a laptop computer. The mobile camera system mounted on police patrol vehicles recognizes plates in real time. An ALPR reads a plate and compares it against a database of suspect vehicles, alerting the officer to any matches. It uses a large list of target plates stored locally in a “hot list” rather than relying on real-time communications with State or Federal data sources. The list is typically transferred daily and can be updated by the operator or by a central station if wireless communications are not available in the vehicle. The hot list can contain any set of plated data, including watch lists as well as stolen vehicles. When a target plate is located, the officer in the vehicle is notified with an alert message that is specific to the plate. This hit occurs even if the driver of the vehicle has not committed a traffic offense or been involved in a traffic accident. The officer will review the information presented in the message and verify any stolen/warrant information using current protocols prior to taking any enforcement action. 

1. Training - An Operator is prohibited from using the ALPR system until properly trained in its use, and after he or she has been instructed as to operational protocols. ALPR Operators must be ACCESS certified prior to accessing ALPR data. The training division will keep a record of all qualified ALPR operators. 

2. ALPR Usage – ALPR operation and access to ALPR collected data shall be for official agency purposes. The traffic division lieutenant will be responsible for maintaining records of all ALPR usage. ALPRs may be used during any routine patrol or criminal investigation. Reasonable suspicion or probable cause is not necessary. 

3. All ALPR data recorded should be maintained on the operator’s laptop for a maximum of 24 hours from the end of the officer’s shift during which the data was recorded. All ALPR data recorded during a shift should be downloaded within 24 hours to an authorized server. This server must be accessible only through a login/password system of documenting who accesses the information by identity, date, and time. Only those with ACCESS Level I certification may access ALPR data. When searching for specific data stored in the ALPR database, officers and detectives must log all such queries, to include the name of the requestor and the reason for the search.  

4. Requests to review stored data shall be recorded and maintained in the same manner as criminal history logs.

5. All ALPR data downloaded to the server may be stored for a period up to but no longer than 60 days prior to purging. Data must be purged once the maximum retention period has been reached unless it has become or it is reasonable to believe it will become evidence in a specific criminal or civil action. In those circumstances, the applicable data shall be downloaded from the server onto a CD or other portable technology. It shall be subject to the same logging, handling and chain of custody requirements as other evidence. 

6. Persons approved to access ALPR data under these procedures are permitted to access the data when there is an articulable suspicion that the data relates to an investigation in a specific criminal or civil action. 

7. Notwithstanding any other provisions of law, all electronic images or data gathered by Automated License Plate Readers are for the exclusive use of law enforcement in the discharge of duties and are not to be made open to the public. However, nothing in this procedure should be interpreted to limit the use of the electronic images or data for legitimate purposes by prosecutors or others legally permitted to receive evidence under the law.
26.0 TRAFFIC COLLISION INVESTIGATIONS
Officers dispatched to a collision involving motor vehicles must investigate and, when necessary, submit a written report using the Police Traffic Collision Report. 

Death or Injury - In the event of a traffic collision that results in a fatality, the investigating officer must notify his/her immediate supervisor.  That supervisor, whether it is a Sergeant or Master Patrol Officer will notify the Sector Lieutenant or Operations duty officer, who will make any necessary secondary notifications.

· The Sector Lieutenant or the Operations duty officer will call

· The Traffic Safety Unit Sergeant, who will contact the Traffic Investigators

· Patrol Captain (north or south)

Property Damage – Officers must complete a Traffic Collision Report in the event of injuries or damages in excess of the minimum damage threshold as identified by the Washington State Patrol (can be found in WAC 446-85-010).  The department will notify officers of any changes in the minimum damage threshold via department training bulletins.

· In the event there are no injuries and the damage to the vehicle is less than the WSP minimum damage threshold, citizens will be advised to complete a State Collision Report form.

· If a citizen insist that a report be taken, the officer on scene will complete a collision form.

· If the minimum damage threshold as established by the Washington State Patrol changes, department personnel will be notified via a department training bulletin.

Hit and Run – The majority of hit and run collision reports involve minor vehicle damage with little, if any, information to pursue.  These collision reports will be filed primarily for insurance purposes.  The following criteria will be used to determine which hit and run collisions will be followed up by Traffic Collision Investigators.

1.) The collision report contains enough information to allow investigators to successfully identify the suspect(s): or

2.) The collision encompasses extensive disabling damage to the victims vehicle; or

3.) The collision involves an injury to a pedestrian, driver or passenger.

An officer who is detailed to a collision and takes a collision report that meets any one of these criteria must submit with the report, a detailed written statement from the victim and any witnesses.  The report shall include whether or not a witness can identify the suspect.

Hit and Run collisions where no one is able to identify the suspect driver will still be assigned to the Traffic Investigations Unit.  However the investigators will only contact the victim to explain that absence any new information, leading to the positive identity of the suspect, their case will be closed.  Collision reports, which do not contain a statement from the officer as to whether a witness can identify the suspect, will be returned to the officer for clarification.

Hit and Run Impound - Before a vehicle is impounded for suspicion of HIT AND RUN, there must be sufficient information to identify the driver at the time of the investigation; (i.e. eye witness, other drivers etc.)

NOTE: If there is sufficient information, then the vehicle may be impounded; a VEHICLE REPORT must be completed with a “HOLD” placed on the vehicle for the TRAFFIC INVESTIGATORS.

· Impounding the vehicle – As a general rule, Hit and Run suspect vehicles are not to be impounded.

· If matching damage or other evidence can substantiate the evidence linking a vehicle to a Hit and Run accident, the vehicle is not to be impounded.

· Accident reports alone are nor sufficient to hold suspect vehicle in impound.

· If witnesses and/or other drivers cannot identify driver of the HIT and Run vehicle involved.

NOTE: These considerations do not apply to FELONY INVESTIGATIONS

Impairment due to alcohol or drugs - In general, it is the responsibility of the responding officer to fully investigate DUI collisions, in accordance with the Procedure outlined in this checklist, unless relieved by an appropriate supervisor.

The responding officer is also responsible and accountable for follow-up investigation, in accordance with the procedures outlined in this manual. 

Hazardous materials – Collisions involving hazardous materials will require:  

(1) Immediate notification of Everett Fire Departments HAZ-MAT team.

(2) Possible activation of the departments Unusual Occurrences Procedures.

26.01  OFFICER RESPONSE
Officers will respond to collisions meeting any one of the following conditions: 

A) Death or Injury – Whenever a collision results in death, or there is reasonable cause to believe that the injuries sustained are likely to cause death, or injuries are of such magnitude that permanent damage is apparent, the Traffic Investigators will investigate the incident.

B) Hit and Run – Public and Private Property

C) Impairment of an operator due to alcohol or drugs

D) Damage to vehicles or property (in excess of $700.00)
E) Injury on public or private property.

F) Disturbance between parties.

G) Major traffic congestion as a result of the collision

H) Damage to the vehicle to the extent towing is required

Except that Desk Officers and the Customer Service Unit may complete Hit and Run Reports for unattended vehicles with no injuries when:

· There is no demand for personal contact by complainant.

· There is no physical evidence at the scene that would require impound.

· There is no information that would reasonably lead to the identification of the suspect by name.

· There is no expectation that criminal charges will be filed in the case.

· The officer is able to determine where vehicles were parked at time of collision.

· There is no damage to public property.

When the Desk Officer or Customer Service Unit takes such a collision report by phone, they will write “Scene not observed by officer” in the narrative.  No statement form is required in this case.

26.02  ENFORCEMENT ACTIONS
Citations for collisions occurring on public property will be issued at the discretion of the responding officer, unless the offended law mandates an arrest.  Citations are not issued for collisions occurring on private property with the exception of those involving HIT and RUN, DRIVING WHILE INTOXICATED, or RECKLESS DRIVING offenses.

In general, it is the responsibility of the responding officer to fully investigate collisions, in accordance with this manual, unless specifically relieved by an appropriate supervisor. 

26.03  OFFICER-INVOLVED TRAFFIC COLLISIONS
In order to have consistent review and comment on documents, the following procedures will apply:

An on-duty supervisor will respond to all officer-involved collisions.

Categories of officer-involved collisions:

Officer-involved collisions will be divided into two categories:

Category One:   Traffic collisions with serious damage, injury or complaint of injury.
· Collisions of this type require a call-out of the Traffic Detectives.
· The Traffic Safety Unit Sergeant will need to be notified.
· The appropriate Investigations Sergeant will need to be notified.
· The patrol officer will conduct the on-scene investigation and prepare the initial report, even if a Traffic Detective responds to the incident.
· The Department will conduct concurrent investigations on all Category 1 collisions involving police vehicles that occur outside of the city.
· Photographs will be taken to document the incident.

· Vehicle/Equipment Notification Reports will not be used for officer-involved collisions.

Category Two:    Traffic collisions with minor damage and no injury.
· Collisions of this type should be investigated by officers with Basic Collision Investigation training or better.

· An on-duty supervisor will respond to the scene and make the determination that the collision falls within the parameters of the category.

· Photographs will be taken to document the incident.

· The Investigations Sergeant need not be notified in this instance.

· Vehicle/Equipment Notification Reports may be used for officer-involved collisions falling into this category if certain criteria are met (see Vehicle/Equipment Notification section below).
Circumstances requiring a Washington State Traffic Collision Report:

Without exception, a Washington State Traffic Collision report will be completed for the following:

· Any officer-involved Category One collision,

· Any officer-involved collision with another vehicle (regardless of damage threshold), or

· Any officer-involved collision with a vehicle or other object where the damage meets or exceeds the minimum threshold as designated by the Washington State Patrol (found in WAC 446-85-010).

Officers taking these reports must ensure that the “On-Duty” box is checked if the officer was operating a police vehicle and on duty at the time of the collision.

These reports will be forwarded to the Office of Professional Standards through the normal report process for administrative review.

Circumstances in which a Vehicle/Equipment Notification Report is acceptable instead of a Washington State Traffic Collision Report:

· Incidents or collisions involving damage to City vehicles that do not meet any of the above noted criteria for completing a Washington State Traffic Collision report shall be documented only by use of the Vehicle/Equipment Notification Report.

· Primarily, these situations will involve police vehicle collisions with minimal damage (below WSP threshold) that involve contact with an object other than another vehicle.

· If documenting a collision or damage to a city vehicle on a Vehicle/Equipment Notification Report, do not complete a Traffic Collision report.

· If the incident involves a collision and the damage threshold as set by the Washington State Patrol has been met a Traffic Collision Report shall be completed, not a Vehicle/Equipment Notification Report.

· An on-duty supervisor shall respond to the scene and make the determination as to whether the damage to the vehicle does or does not warrant a Traffic Collision report that would require a case number.  If there is any doubt as to whether or not the damage threshold has been met, a Traffic Collision report shall be completed instead of a Vehicle/Equipment Notification Report.

· The Collision Report will not be turned in Records, but will be forwarded to the Traffic Sergeant until a damage estimate is obtained by the City of Everett Motor Vehicles Department.

· If, after obtaining the damage estimate, it is discovered that the WSP damage threshold has not been met, a Vehicle/Equipment Notification Report will e completed immediately and the original Traffic Collision report will be destroyed and any case number cancelled.

· If the damage estimate does exceed the WSP damage threshold, then the Traffic Sergeant will approve and turn the original Traffic Collision report in to Records.

Damage to other City equipment:
Damage to other City equipment assigned to personnel will be documented using the Vehicle/Equipment Notification Report.

· The officer is required to complete the top portion of the Vehicle/Equipment Notification Report.

· The officer will not obtain a case number; an incident number will suffice for reference.

· Photographs will be taken to document the incident. 

· In cases when the Vehicle/Equipment Notification Report is used, the officer, supervisor, and all witnesses will be required to document the incident.
· The Vehicle/Equipment Notification Report will also be used for damaged or lost equipment, such as computers, radios, etc.
· The completed Vehicle/Equipment Notification Report will be routed through the chain of command to the appropriate Deputy Chief who will determine if an O.P.S. review is needed, or to authorize repair or replacement of the damaged or lost item.
· Nothing in this section will preclude a more formal investigation if deemed necessary by the on-scene supervisor.

Officers Involved in Collisions:

· Do not move the vehicles.  If it is imperative that the vehicles be moved, mark all four tires on each of the vehicles involved.

· Officers involved in a collision are to complete a “Witness Statement’ PD-04 6/97.

· Use “Supplemental Statement Form” PD-282 8/88 for additional pages.

· The involved Officer will diagram the collision, using a “Supplemental Diagram” (PD-203 11/84), or on the “Intersection Collision Diagram” (PD-29).
Only the Officer’s narrative will go on the statement forms.  The Officer should not put any narrative regarding the collision on the page with the diagram.  The only information on the diagram is the collision location, the vehicles involved, and the actual diagram of the collision. 

26.04
  COLLISIONS ON PRIVATE PROPERTY
Collision reports on private property are not initiated unless one or more of the following exist

· Hit and Run

· Injury

· Driving while intoxicated

· Vehicular Homicide

· Reckless Driving

· Upon insistence of the involved parties.

26.05  COLLISION SCENE PROCEDURES
In response to collisions involving injuries, fire hazards and hazardous materials, officers will notify dispatch for appropriate assistance.  In the event of injuries, the officer will then render immediate emergency care until relieved by qualified personnel, or secure the area if fire or hazardous materials are of concern. 

26.06  IMPOUND PROCEDURE FOR HIT AND RUN
As a general rule, vehicles involved in a hit and run collision will not be impounded by the officer.  However, should the collision involve injury, extensive property damage, or sufficient information is available which could lead to the identity of the driver, the officer shall have the option to impound the vehicle.
27.0  TRAFFIC PROCEDURES
Traffic law violators:

Notify dispatch of your location and vehicle license number.

Plan the location of the stop to be conscious of your personal safety as well as that of the driver being contacted.

Plan your approach to the violator vehicle with safety in mind.  Be flexible to adapt to the surroundings.  This may include approaching the passenger side of the violator vehicle due to passing traffic.

Be polite and professional.  For many people, this is the only contact they have with the police.  Make it as positive as possible.

Unknown risk stops:

Notify dispatch of your location.

Plan the location of the stop to be conscious of your personal safety, as well as that of the driver being contacted.  Take into consideration if possible, lighting in the area, traffic flow for a safe approach.

Plan your approach to the violator vehicle with safety in mind and request a cover car if needed, taking into consideration the number of occupants in the vehicle, known or suspected risk factors such as: time of day, location, known high crime area.

Be polite and professional and remain vigilant until the contact has ended.
TRAFFIC ENFORCEMENT:
Officers conducting emphasis traffic enforcement may utilize the following methods for offender observation:

Visible Traffic Enforcement:  Officers should conduct routine traffic enforcement on an ongoing basis, during patrol shifts.  Officers may also be directed to a specific area for targeted enforcement or assigned during an emphasis patrol operation resulting in increased visibility.

Stationary, overt, covert observation locations:  Patrol vehicles may be placed in stationary overt or covert locations to allow observation and safe access to roadway and offender contacts.

Unmarked vehicles:  Officers utilizing unmarked vehicles for traffic enforcement will utilize extreme precautions when re-entering the roadway and proceeding through traffic, recognizing the limited visibility of their patrol vehicle.

Officers will not conduct roadside safety checks.

27.01  NOTICE OF INFRACTION
Complete the entire front page of the Notice of Infraction.

Be sure to use a location where constant observation can be kept on activity in the violator vehicle.

In the event a citizen refuses to give employer information, or phone number, officers shall not pursue the issue; these are optional.

Officers shall not request a social security number from a noncommercial driver.

Explain the infraction to the violator in a courteous manner.

Obtain a signature as required.

Deliver the green violator copy to the driver.

Return to the patrol vehicle while observing violator vehicle activity.

When clear of the stop, write out a synopsis of the incident to include the reason for the stop on the back of the first page.

If the only charge is speeding, an officer may make use of the “Speed/Radar” stamp.

27.02 CRIMINAL TRAFFIC CITATION
Follow the same procedure as Infractions

Obtain mandatory court date from bail book.

If the officer decides to “cite and release,” insure the “MANDATORY” box is checked.

If the officer has decided to “book” on the charge, a specific bail amount must appear in the area for bail.  For criminal traffic that bail amount is $500.00 per charge, with a maximum of two charges per citation. 

A criminal citation may be completed on the back of the first page, if additional pages are required use a Supplemental Report form and attach to the citation.

Obtain a signature from the driver.

Explain the court appearance date and the requirement to appear.

Deliver the goldenrod copy to the driver.

27.03  FELONY STOPS
Withheld per RCW 42.56.240(1): the non-disclosure of which is essential to effective law enforcement.
27.04 COLLISION REPORTS
WAC 446-85-010 establishes the collision-reporting threshold at $700 damage (7-09).

In addition to the requirement above, a report will be required if an injury is reported.

RCW 46.52.070  Police officer’s report:

“Any police officer of the state of Washington or of any county, city, town or other political subdivision, present at the scene of any accident or in possession of any facts concerning any accident whether by way of official investigation or otherwise, shall make report thereof in the same manner as required of the parties to such accident and as fully as the facts in his possession concerning such accident will permit.”

Reports will be completed on the “Washington State Traffic Collision Report” form.

The report is a two-page report for non-commercial vehicles.

A supplementary page is available for multiple vehicles and space is available for a commercial vehicle if one is involved.

Supply all requested information on the forms.

Coding keys are on the cover of the Traffic Collision Report Book for reference.

“Description of collision”
This block is for a basic description of how the collision occurred.

Do not write a complete narrative in this block.

If additional information needs to be reported, do it on a “Supplementary Report” form.

Diagrams require a “representative” drawing of the scene and are not expected to be to scale.

Prepare a diagram of the scene as described to you even if you do not actually see the location of the collision (such as a hit and run in a parking lot), and on this diagram write “Scene Not Observed.”

Officers at the scene of a collision are permitted to provide the involved drivers a copy of the collision report at the scene. 

Other “interested parties” (property owners) may also be given a copy of the report, if on scene.  Any other dissemination of reports must be handled through the Records Room of the Everett Police Department.

Upon completion of the report, the officer will leave it with the supervisor for review.

27.05  MANUAL TRAFFIC CONTROL
The primary function of traffic control procedures is to move vehicles and pedestrians safely and expeditiously through or around incident sites while protecting on-site personnel and equipment.

Law enforcement personnel who manually control traffic are responsible for human safety and make the greatest number of public contacts of anyone at an incident scene.  When flagging traffic one should:

1) Be mentally alert.

2) Be courteous but firm.

3)  Exhibit command presence.

· Erect stance

· Feet apart

· Weight evenly distributed

4) Know alternate routes and to where you are sending vehicles from where you are now located.

5) Coordinate your control with adjacent post, if necessary.

6) Must be clearly visible to approaching traffic for a distance sufficient to permit proper response by motorist to flagging instructions.

· While flagging traffic officers will wear florescent orange vest, or yellow jackets.

For night traffic control, those garments will be reflectorized – consider the use of day-glow gloves, hats or hat covers etc.

7) Utilize uniform hand signals and gestures.

Officer Position (Collision / Crime Scene)

Far enough in advance of the scene that traffic will have sufficient distance to reduce speed.

Stand on road shoulder adjacent to traffic lane or in barricaded lane.

Under no circumstances should one stand in the lane being used by moving traffic.

Should be clearly visible to approaching traffic at all times.

At night, one should be adequately illuminated (Patrol vehicle headlights, overhead lights)

Position for Intersection Control

Never stand in an intersection to control traffic flow if other means are available (i.e. flashing traffic light, remote or manual control box switch).

If the traffic light is handling the volume of traffic through the intersection, there is no point in shutting off the light to take hand control.

Center of intersection between lanes of moving traffic:

Allows full view of officer by approaching traffic

Most hazardous to officer safety

Corner of intersection is only useful for control of pedestrians because the officer will blend with pedestrians and will not be seen by vehicles.

If more than one officer is requires to handle an intersection, then one officer should be designated as the lead or “key” officer and everyone else coordinates.

Fire Scenes / Critical Incidents:

Officers performing traffic control at scenes of fires and other critical incidents, should coordinate with Everett Fire Department personnel to ensure access for fire apparatus and fire water lines are protected.  If the situation involved an Incident Command Post, officers performing traffic control will coordinate efforts with the command post to provide access for emergency responders, while protecting scene security.

Traffic Control at Intersections During Power Failures:

Officers will not normally staff intersections for traffic control during power outages, nor will requests be made to Public Works or Parks to place stop signs at intersections.  Drivers are expected to comply with the provisions of RCW 46.61.183.  Nonfunctioning Signal Lights.  For further information, refer to Training Bulletin 2003-10.

Speed Measuring Devices:

All officers utilizing Speed Measuring Devices will ensure that all equipment utilized conforms to the following:

· Only Department issued RADAR / LIDAR equipment is authorized.

· Operating procedures will be performed per RADAR / LIDAR course instruction.

· All equipment will be maintained in a clean and kept manner.

· Programmed maintenance will be followed per manufacturers recommendations.  (See policy for repair an maintenance issues).

· Maintenance and calibration records will be maintained by the South Administrative Services Sergeant.

· The Administrative Services Division will maintain training records and certification records for all authorized RADAR / LIDAR users and instructors.

28.0
UNUSUAL OCCURRENCES PLAN
A.  Preparedness

The Everett Police Department must be prepared to meet and resolve any situation, regardless of its source or magnitude.

B.  Objective

This portion of the manual is designed to establish the authority and procedures necessary to modify the organizational structure and chain of command for the Everett Police Department during emergency operations, beyond the application of normal police procedures.

C.  Responsibilities

All members of the Department are held accountable to respond to police emergencies as outlined in this manual.

Emergency Operations plans are accessible to all Command personnel and are reviewed and updated as needed.

28.01  EMERGENCY OPERATIONS PLAN
A.  Emergency Operations Plan

This plan is a GUIDE to all members handling unusually serious police incidents requiring multiple police responses and/or established Incident Command.

Exception:  Nothing contained in this procedure shall restrict a member from deviating from this GUIDE when a particular situation requires it.  However, justification for such deviation may be required at the conclusion of the incident.

B.  Implementation

This plan may be implemented, either in part or in its entirety, in accordance with the requirements of the following classifications of police incidents:

1. Major Crime Scenes: Hostage situations, barricaded persons, robberies, etc.

2. Civil Disturbances: Demonstrations, strikes, etc.

3. Correctional Facilities Emergency: Denny Youth Center, Sno. Co. Corrections

4. Natural Disasters: Flood, storm, earthquake, volcanic eruption, etc.

5. Local Emergencies: Plane crashes, fires, power failure, etc.

6. National Emergencies: Enemy action, nuclear attack, etc.

7. Large Public Gatherings: Parades, fireworks displays, sports events.

28.02  LAW ENFORCEMENT INCIDENT COMMAND SYSTEM
Introduction

The Law Enforcement Incident Command System provides a management structure and system for conducting on-site emergency operations. It is applicable to small-scale daily operations as well as major events. The ICS standardized structure and common terminology provides a useful management system that is especially adaptable to multi-jurisdictional or multi-discipline responses.

The ICS concept has been in place for fire response for some time and is a proven management tool. Although there is no legal requirement for ICS use by a Washington law enforcement agency, in order for law enforcement to assimilate into a “unified” command with fire or any other agency ICS must be adopted and applied. 

Operating Requirements

1. ICS provides for the following types of operations:

· Single jurisdiction responsibility with single agency commitment.

· Single jurisdiction responsibility with multi-agency commitment.

· Multi-jurisdiction with multi-agency commitment.

2.  The organizational structure is able to adapt to any emergency, and is applicable and acceptable to all users.

3.  The system can expand or reduce in size as a situation changes.

4. ICS has common terminology and procedures, which allow for maximum application and the least disruption to existing systems.
5. The system fulfills the above requirements yet is simple enough to ensure understanding by all involved.
Management Concepts

Common Terminology

Common terminology must be established for organizational functions, resources, and facilities.

There are five major organizational functions:

· Command

· Operations

· Planning/Intelligence

· Logistics

· Finance/Administration

Resources refer to the personnel and equipment used in an operation.

Facilities refer to the areas utilized in an incident that would include the Command Post, staging areas, etc.

Organizational Structure

The structure of the ICS organization is based on the nature, size, and anticipated duration of the incident. This ensures that at each level:

Only those elements needed to achieve goals need to be activated.

Those elements can be arranged within or under the ICS essential functions.

Refer to organization chart (Attachment A).

Unified Command

Unified Command allows all agencies with geographical, legal, or functional responsibility to establish a common set of objectives and strategies, and a single Incident Action Plan. This is a highly flexible concept that allows for the primary roles to change in disciplines as the incident evolves over time.

Operations Plan

Every incident requires an operations plan. Though not documented in small incidents, a written plan should be developed when:

· Resources from multiple agencies are used.

· Multiple jurisdictions are involved.

· The incident will require a change of personnel.

The plan should cover all tactical and support activities.

The Incident Commander will establish goals and determine strategies for the incident-based upon the requirements of the Department.

Span of Control

Span of control for an individual manager or supervisor should range from three (3) to seven (7) subordinates. The type of incident, nature of tasks, and safety factors are all considerations in determining the supervisor/subordinate ratio.

Incident Facilities

The determination of what facilities are needed and their locations will be based on the requirements of the incident and at the direction of the Incident Commander. These facilities may be used as:

Command Posts

Staging Areas

Evacuation Centers

Mass Care Centers

Resource Management

Strict accountability is essential for managing resources and can be accomplished by:

Mandatory initial check-in procedures

Assigning a current status condition

Ensuring all changes to resources, locations, and status conditions are promptly reported

Communications should be established at an incident-based communications center. All radio communications will be transmitted in clear text; specific codes should not be used.

POSITION ASSIGNMENTS AND RESPONSIBILITIES

Incident Commander

· Assess incident priorities.

· Determine goals and objectives.

· Develop and implement the Incident Action Plan.

· Develop an appropriate organizational structure.

· Manage incident resources.

· Coordinate overall emergency activities.

· Ensure responder safety.

· Coordinate activities of outside agencies.

· Authorize release of information to the media.

· Assign responsibilities as needed to the General Staff and the Command Staff.

The Incident Commander is able to delegate responsibilities to subordinates and is not required to manage each step of the process. However, that does not lessen the need for the Commander to be aware of what is occurring as the incident progresses.

Operations Section Chief

· Direct and coordinate all tactical operations.

· Help I.C. develop goals and objectives for the incident.

· Develop operational plans.

· Request or release resources through the I.C.

· Consult with I.C. on the overall action plan.

· Keep I.C. informed of the situation and resource status within section.

· Supervise the staging area manager.

The Operations Section Chief would have managers coordinating the staging area, perimeters (inner and outer), Tactical Unit (to include Negotiators), Bomb Unit, and S.O.G.

· Operations Section Officer in Charge is responsible for the implementation and management of all operations plans. The Operations Section O.I.C. may coordinate activities from the Tactical Unit, Bomb Unit, and/or S.O.G.

· Staging Area Manager is responsible for maintaining a location where personnel and equipment can be staged to support an incident. This would also include demobilization of personnel and equipment at the conclusion of the incident.

· Perimeter Manager will maintain personnel and equipment on the inner and outer perimeter at the direction of the I.C., drawing upon the resources provided by the Staging Manager. 
Planning Section Chief will manage information by:

· Collecting information on Incident and resources.

· Evaluating information received.

· Disseminating information to I.C., Operations, and Incident personnel.

· Using information to prepare the Incident Action Plan.

· Assist the I.C. in:

Developing the Incident Action Plan based on projected needs.

Modifying the Incident Action Plan to meet changing needs.

Anticipating changes in resource needs.

Preparing alternate strategies and tactical options based on projections.

Assign responsibilities as needed to Intelligence, Traffic Coordination (around incident site), demobilization, and documentation.

Logistics Section Chief

· Provide and coordinate facilities, services, and materials for incident response.

· Coordinate activities with Public Works (street closures and utilities) and Transit (transportation from the incident scene to the evacuation center).

· The Logistics Chief will also have a manager coordinating activities for the evacuation center to include security.

Finance/Administration Manager is responsible for all financial and cost requirements of the situation. Generally, this manager will not be on scene at an incident.

COMMAND STAFF

Deputy Incident Commander from the Fire Department reporting directly to the Incident Commander and responsible for coordinating activities with the Fire Section Chief.

Fire Section Chief

· Provide Fire, Emergency Medical Services (triage and primary treatment), and patient evacuation facilities.

· Coordinate with local medical facilities for patient intake.

· Coordinate patient evacuation transportation.

· Provide information to D.I.C. (Fire).
Public Information Officer

· Obtain briefing on situation from I.C., and determine limits of authority.

· Establish information center or press area near incident and away from Command Post.

· Prepare initial information summary.

· Release information to news media as available, and post information in Command Post, while ensuring that rumors about the situation are clarified.

· Establish specific times for news releases, fact’s sheets, or updates.

· Conduct tours of emergency scene as directed by I.C.
· Coordinate significant information releases with the I.C.

· With a goal of providing timely information to dispel rumor and panic, the PIO may perform the following community relations related tasks as directed by the I.C.

· Conduct tours of the emergency scene.

· Coordinate the release of such significant information as deemed acceptable by the I.C.

Scribe

· Responsible for recording the events of the incident in a chronological order.

· Completing and maintaining the Incident Command Packet.

· Provide timely information regarding the progress of the incident to the I.C.

· Manage activities within the Command Post.

The scribe may have several individuals within the Command Post to carry out the responsibilities listed above. However, those individuals would report directly to the scribe.

Equipment

The Command Post vehicle and attached equipment will be maintained and inspected by the Unit Coordinators assigned to the Tactical Unit on a monthly basis.

Incident Resolution

Upon resolution of an incident, the Staff will conduct a debriefing and submit written documentation concerning the incident within five (5) working days. The purpose of the debriefing will be to address problems encountered during the incident, resolutions to those problems, and corrections to the Incident Command System for future operations. A synopsis of the debriefing will be forwarded to the Department Command Staff for review.

Change of Command - Major Crime Scenes: 

After an emergency operation involving a major crime scene has been resolved and the Incident Commander decides that the Patrol Division has fulfilled its primary responsibilities, on-scene command of the incident shall pass to the Investigations Division for further investigation and follow up.

A supervisory officer from the Investigations Division shall therefore assume Incident Command of the scene at this point.

All personnel from other divisions will continue to assist as needed, obeying orders and directives given by the Investigations Division supervisor (Incident Command), and remain on their assignments until properly relieved by the Incident Commander.

28.03  ALERT STAGES
The following guidelines are set down for the purpose of determining the degree of mobilization required to handle unusually serious police incidents:

Stage I Alert: An incident which can be controlled by the resources and manpower of the on duty patrol shift, with or without available on duty personnel from other divisions.  This is the type of incident that occurs on a small-scale basis, expected to be of short duration, and/or has little potential for escalation. 

Stage II Alert: An incident of such proportion that all on duty personnel need to be mobilized to establish control, and which requires temporary modification of the Department’s organizational structure.

Stage III Alert: An incident that threatens the safety of the city to an extent that, in the opinion of the Chief of Police or his representative, it is necessary to mobilize the entire resources of the Department and/or request outside help to establish control.

28.04 MOBILIZATION PROCEDURE
Division Rosters: Each division will prepare and maintain an up to date “Mobilization Roster” which lists the name, address and telephone number(s) of each of its members.  All administrators, supervisors and alternates shall retain a copy of their portion of the Division Roster at their home and office, ready for use.

· The roster shall be organized around the division’s chain of command so that mobilization orders can be rapidly disseminated down that chain to all members. To achieve this goal, each administrator/supervisor shall designate an alternate to act in his/her stead if they themselves are unavailable for call.

· Additionally, each division shall distribute a current Mobilization Roster to division captains in January and July of each year, or when changes in Command personnel occur.

Authorization: Whenever a police incident appears to necessitate a Stage III Alert, the sector lieutenant or Operations duty officer shall immediately notify the Chief of Police or his designee and apprise him of the situation.

· If the Chief or his designee decides that such mobilization is warranted, he will direct the sector lieutenant to implement the mobilization procedure. (Whenever possible, this will be done through the Operations Division chain of command.)

· The sector lieutenant or Operations duty officer may assume command and initiate the mobilization procedure, if he cannot readily contact the Command Duty Officer or Chief, and in his opinion mobilization is imperative.

Implementation: Upon request of mobilization authorization, the following procedure will be carried out:

· The affected sector lieutenant shall notify the highest-ranking Command Staff member (or Command Duty Officer) in each affected division and shall coordinate the mobilization process (Radio and television news media may be utilized, if necessary).

· The Command Staff member of each division (or the designate) will assume responsibility for seeing that the necessary personnel of that division are alerted.

· Each subordinate supervisor will contact all personnel assigned to them on the Mobilization Roster, and direct them to report for duty to a specified location.

Each member notified through the mobilization process shall immediately report to the designated supervisor at the designated location, properly equipped and prepared to perform the assignment.

· If members are unable to reach the specified location due to roadway damage, etc. they shall respond to a designated location and await transportation to the Staging Area by helicopter as outlined in the Everett Fire Department Emergency Response Procedure. The member shall attempt to contact the supervisor who requested mobilization and advise them of the alternative action taken.

Designated helicopter transportation pick-up zones are:

Arlington Boy’s & Girl’s Club

18513 59th Ave. NE

(360) 435-4442

Exit 206 off I-5, eastbound on 172nd, and left on 59th Ave. NE

Marysville Administration Educational Service Center

4220 80th St. NE

(360) 653-7058 or (360) 742-1933

Exit 199 off I-5, right to 4th, at second light left on State, north to 80th, right and go two blocks.

Monroe Fair Grounds

14405 179th Ave. SE

(360) 794-4344

Lynnwood High School

3001 184th SW

(425) 670-7520

Exit 183 or 164th St. SW off I-5, right on 164th, left on Alderwood Mall Blvd. At light turn right on 184th, right into school entrance.

Edmonds Community College

2000 68th Ave. W

(425) 640-1500

196th St. exit from I-5, west on 196th to 68th, south on 68th to school.

Each supervisor shall keep a record as to which officer(s) on their Mobilization Roster were contacted and provided with mobilization instructions.  A copy of this record will be forwarded to their division Deputy Chief and the Patrol Division captain(s).

Supervisors shall maintain a roster of all officers who report to them for assignment and subsequently, to account for the manpower utilized.

Report Without Notification: In any incident approaching such magnitude that extensive police response is obvious (major earthquake, widespread civil disturbance, etc.) and telephone contact is not possible, once the officer has secured his/her family, it shall be the duty of each officer to report without notification to their assigned unit.

NOTE:  If a member is unable to reach his unit of assignment, due to roadway damage, etc. he/she shall respond to the designated helicopter transportation locations as described above.

Demobilization:  At the completion of any such incident, the Chief of Police 

or designee will determine the manpower requirements for Post Incident duty and issue the order releasing any surplus personnel.

· Officers released from duty shall check out with their field/incident supervisor before going off duty.                             

· Officers who remain on extended duty shall be released by their field/incident supervisors at the completion of their assignments.
· Field/incident supervisors shall keep a record of the names of officers assigned to them during the incident, including the times they reported and/or were released from duty.  These records shall be delivered to and tabulated by the Field Commander after the incident is ended in order that the Chief of Police can adequately assess the manpower expenditure.
28.05 COMMAND RESPONSIBILITIES 
Stage I Alert  
When the resources and manpower of the one shift can control an Emergency Operations Incident, with available on duty uniformed personnel from other divisions, the personnel involved will assume the following basic responsibilities:

First Officer at the Scene: The first officer at the scene of an Emergency Operations Incident shall:

· Assume and retain Field Command until relieved by a RANKING officer.

· Establish a Command Post.

· Observe and record the activities taking place.

· Request a supervisor and any other assistance he deems necessary, such as additional units, other city agencies, tow company, etc.
First Supervisor at the Scene: The first supervisor at the scene of an Emergency Operations Incident shall:
· Assume Incident Command.
· Appraise the situation and initiate an action plan.

· Notify the sector lieutenant or Operations duty officer, Patrol captain(s) and Operations Deputy Chief

· Request the necessary resources to carry out the action plan such as: Command Post, specialty units, additional manpower, etc.

· Upon determining that the Emergency Operations Incident is or has the potential of escalating to a Stage II or III Alert condition, request a Command level officer (lieutenant or above).

First Command Level Officer at the Scene: The first command level officer at the scene of an Emergency Operations Incident shall assess the incident to determine if it is of a magnitude to warrant escalation to a Stage II or Stage III Alert.

If a Stage I Alert, he shall assume Field Command and ensure the Departmental manpower and resources necessary to control the situation have been requested.  At the conclusion of the incident, he will submit a report to his commanding officer.

If the incident is or grows to such a magnitude that he believes the manpower and resources available under a Stage I Alert is insufficient to control the incident, he shall recommend that the Department go to a Stage II or Stage III Alert.  The Patrol Division captain(s) or designee will screen all such recommendations.

Escalation from Stage I to Stage II Alert:  
Whenever the decision is made to move from Stage I to Stage II Alert, the following supervisors will assume the indicated responsibilities:  
Communications Center supervisor shall:
· Notify all other sector lieutenants.

· Direct all field units in the involved area to switch to a common radio frequency, usually designated by the communications supervisor.

· Direct the communications center telephone clerks to screen all non-emergency calls for service (Level 2).

· Coordinate the activation of the Department Command Center.

The Patrol Captain or Command Duty Officer shall:

· ENSURE that a Patrol lieutenant responds to the scene and assumes Incident Command.

· Coordinate the mobilization of all on duty personnel by notifying all division captains.
On duty, Non-uniformed Member shall:

Report in person to their supervisors.  These supervisors shall prepare a roster of available personnel.  A copy of this roster will be forwarded to their division captain.
Escalation from Stage I or II to Stage III Alert:  
Whenever the Chief of Police or designee declares a Stage III Alert:

The Patrol Division Captain(s) or Command Duty Officer shall notify all division captains to activate their mobilization rosters.  If necessary, the public information officer will ensure that radio and television stations are requested to periodically broadcast information directing “off duty” officers to report for assignment.

All Off Duty Members who have not been contacted through the Mobilization Alert Roster have the responsibility to report without notification when he becomes aware of such an emergency situation.

Organizational Chart for Stage II or Stage III Alert: 
The Department will assume the following organizational structure when the Chief of Police or designee believes that such structure is necessary to establish control.  The order of succession of command of the Everett Police Department shall be as follows:

Department Commander
1. Chief of Police

2. Deputy Chief-(Operations Division)

3. Deputy Chief-(Services Division)

4. A/Deputy Chief- (Investigations)

Task Force Commander

1. Captain(s)-(Patrol Division)

2. Captain-(Services Division)

Field Commander - (Patrol Lieutenant)

Whenever the Chief of Police, Deputy Chief of Operations, or Patrol captains are unavailable at the initiation of an emergency operation, the highest ranking on duty supervisor of the Patrol Division or Operations duty officer shall assume command.  This member shall retain command until relieved by a senior member of the Department’s chain of command.

Command Responsibilities- Stage II or III Alert

Department Commander:

The Chief of Police or his designee shall have the ultimate responsibility for command and control under Emergency Operations.  As the Department Commander, he is responsible for:

· The issuance of appropriate instructions for the purpose of ensuring coordinated and effective deployment of personnel and equipment for control of the incident and for providing effective police services to the remainder of the city.

· The monitoring of police activities (the coordination of effort between the Task Force Commander and the Field Commander, as well as the coordination of the entire organization with outside agencies).

· The informing of higher authorities (Mayor, Council, Governor, etc.) of police activities upon request or when appropriate.

· The constant evaluation of incoming information in order to keep apprised of the scope and direction of the incident.

· Requesting and necessary assistance from city departments, police agencies or other State and Federal agencies.

· The coordinating of police operations consistent with the City’s “Disaster Plan,” when necessary.

· The review of requests and authorization for use of special equipment (whenever possible).

Task Force Commander (Patrol Captain): 

The Task Force Commander shall:

· Establish a Department Command Center.

· Evaluate and update Departmental needs.

· Establish a departmental staging area to coordinate personnel and equipment for effective control of the incident.

· Order the use of special equipment (if time does not permit authorization through the Department Commander).

· Coordinate communications with assisting outside agencies.
· Organize a critique at the completion of the Emergency Operation.
Incident Commander (Patrol Lieutenant):  

The Field Commander shall have line command over personnel in the Field Command Post and the Field Staging Area.  He shall be responsible for:

· Estimating the immediate and future equipment and manpower needs so that off duty personnel and other agencies can be mobilized, if necessary.

· Establishing an Incident Command Post and appointing an Assistant Field Commander/Special Unit Coordinator.

· Establishing a Field Staging Area, if required.

· Establishing a traffic control plan to include detour routes, removal of vehicles, ingress and egress routes, emergency vehicle routes, etc.

· Establishing crowd control and area isolation, if necessary,

· Instituting the evacuation of buildings, if necessary,

· Establishing interior patrol to provide general law enforcement and the prevention of looting.

· Establishing a first aid station and field morgue, if necessary.

Pre-assigned Duties and Responsibilities, Stage II or III

Some Department personnel will assume pre-assigned duties during a Stage II or Stage III alert.  The following is a listing of those duties according to Division of assignment:

· Office of the Chief of Police
· Legal Advisor- The Department’s legal advisor will respond to the Department Command Center and provide related liaison tasks.
Services Division

· Reserve Officers: Services Division will provide personnel for the department command center, building security, and provide adequate citizen inquire accessibility during a Stage III Alert involving civil disturbances.

· Public Information Officer: The Public Information Officer will provide press liaison in cooperation with the Intelligence Officer in the Department Command Center.

· Operations Division: The Operations Division shall have the responsibility of the initial control and containment of the incident.

Investigations Division

· Crimes Against Persons Unit: Unit personnel will be assigned to processing prisoners arrested for serious crimes, assisting authorities in the identification of the dead, or damage assessment, as well as supplying photography teams.

· Vehicle and Theft Unit: Unit personnel will be assigned to booking teams or will assist authorities in damage assessment.

· Property/Checks Unit: Unit personnel will be assigned to the processing of prisoners arrested for serious crimes and the processing of evidence.

· Crimes Against Children Unit: Unit personnel will assist the Crimes Against Persons Unit, as well as assist in lost or missing persons investigations.

Special Investigations

· Intelligence Unit: Unit personnel will be assigned to observer details and/or assist in the identification of the dead.

· Vice and Narcotics Units: Unit personnel will be assigned to undercover tasks or other activities at the discretion of the Task Force Commander.

Services Division

· Training and Services Unit: Unit personnel will provide coordination of information relating to officers injured during the emergency operation, as well as conducting video taping or emergency notifications at the discretion of the Task Force Commander.

28.06 DEPARTMENT COMMAND CENTER
The Department Command Center may be activated in Stage II or III Alerts, or at the discretion of the Chief of Police or designee.  The Department Command Center will be located on the second floor in the Deputy Chief of Operations office.

Department Command Center Mission

· To provide auxiliary services personnel, equipment and supplies as required by the Incident Commander.

· Maintain situation maps and activity logs encompassing the emergency area, and preparing oral and/or written status reports for the Chief of Police or designee.

· Maintain constant communications with field units and the Field Command Post.

· Review traffic control plans in the affected area based upon recommendations of the Field Commander.

· Maintain liaison with news gathering agencies.

· Maintain liaison with other involved agencies.

· Compile information on dead, injured, or missing persons.
· Collect and disseminate information regarding dangerous and/or damaged areas as well as traffic and street status.

Staffing the Department Command Center

During a Stage II or III Alert, the Department Command Center will normally be manned by the following department personnel.  The Task Force Commander may exercise his discretion in selecting personnel other than those listed, when he feels the circumstances justify such modification.

The Task Force Commander has the authority to create positions other than those listed and shall define the duties and responsibilities of such new positions accordingly.

An instruction document shall be maintained in the Department Command Center identifying the duties and responsibilities of each Command Center position.

Operations Officer (Deputy Chief of Investigations): Shall assist the Task Force Commander in formulating plans of action and transcribing them into written orders.  He will also supervise the maintenance of the operations maps.  

Personnel Officer (Captain of Services): Shall maintain a current accounting of personnel assigned to the disaster area and assist the Task Force Commander in planning for and meeting the personnel needs of the Field Commander.  He shall coordinate his duties with the Liaison Officer regarding utilization of personnel from outside agencies.

Intelligence and Liaison Officer (Lieutenant of Special Investigations): Shall be responsible for the collection, evaluation and dissemination of all incoming intelligence information.  He will keep the Task Force Commander apprised of all pertinent information and will assign intelligence personnel to specific tasks.

Recorders (Clerical Staff Operations Division): Shall be responsible for compiling an overall chronological history of the incident in writing by monitoring all related telephone and police communications.

Map Clerk (Police Planner): Shall be responsible for maintaining a current operations or situational map.

Booking Team Officer (Sergeant Property Crimes): Shall be responsible for directing, processing and final screening of all prisoners.

Casualty Officer (Sergeant Person Crimes): Shall be responsible for coordinating the following activities with the Task Force Commander:


Accounting of all dead, missing or injured persons.


Processing of the dead and injured.


Maintaining communications with the hospitals and first aid centers.  


Maintaining hospital reports to enable field units to direct ambulances.
Informing the Public Information Officer of casualty status, when requested.

Public Information Officer: Shall be responsible for preparing news releases, and other public information bulletins as directed by the Task Force Commander.  The PIO will also act as a liaison to the news media.

Legal Officer: Shall provide legal assistance to the Department Commanders, including, but not limited to, liaison with the City Attorney, Snohomish County Prosecutor and the U.S. Attorney.
28.07 DEPARTMENT STAGING AREA
The Department Staging area will normally only be activated during a Stage II or Stage III Alert, or at the discretion of the Task Force Commander.  The Department Staging Area will be located at the city service center or at a location designated by the Task Force Commander.

The Department Staging Area provides a centralized location for:

Accounting and processing incoming and relieved personnel at the scene.

Expedite the dispatching of personnel to the involved areas.

Disbursement and control of vehicles, emergency equipment, food, etc.

Department Staging Area Function:

Receiving and dispatching: This detail will be responsible for the initial processing of incoming personnel, the formulation of platoons/squads, and the dispatching of personnel at the direction of the Staging Area Officer and Task Force Commander.

Services Function: This detail will be responsible for the requisitioning and disbursement of vehicles, emergency equipment, food, etc.

Reserve Function: This detail will be responsible for manning the telephones in the Staging Area, delivering messages, keeping a log of activities, and providing a manpower pool for other Staging Area details.

Department Staging Area Personnel

The Services Division lieutenant shall be the commander of the Department Staging Area, and shall coordinate all activities with the Personnel and Logistics Officers in the Department Command Center.

The Services Division sergeant shall be the supervisor in charge of receiving and dispatching functions.  He will also oversee the Services and Reserve functions of the Department Staging Area.

Members of these details shall be made of unassigned officers from the Investigations Division and Reserve officers.

28.08 OUTSIDE AGENCIES –STAGE II OR III ALERT
The use of outside agencies will be consistent with State and Federal laws, as negotiated Mutual Aid Agreements.

Washington State Patrol

Upon initiation of a Stage II or III Alert, the Chief of Police or designee will request that the Washington State Patrol ranking officer confer with the Task Force Commander in order to determine the mission of Washington State Patrol personnel consistent with the Mutual Aid Agreement in effect.

The Task Force Commander will ensure that an Everett Police Department advisor is assigned to assist the Washington State Patrol with their assigned mission.

Snohomish County Sheriff’s Department

Upon initiation of a Stage II or III Alert, the Chief of Police or designee will request that the ranking officer in charge of the SCSO confer with the Task Force Commander in order to determine the mission of the SCSO personnel consistent with the Mutual Aid agreement in effect.

The Task Force Commander will ensure that an Everett Police Department advisor is assigned to assist the SCSO with their mission.

Federal Law Enforcement Agency Notification

The Chief of Police or designee has the authority and responsibility to notify appropriate federal law enforcement agencies as necessary regarding criminal investigations resulting from Stage II or Stage III Alerts.  The Chief of Police will be notified of all inter-agency requests for assistance.
Washington State National Guard

· The Mayor shall be the sole authority to request assistance from the State government and shall forward all requests for assistance to the Governor of the State of Washington.

· Such requests will normally be forwarded from the Mayor through the District Duty officer of the Washington State Patrol Commander in Olympia, who will then contact the Governor.

· The Police Department’s role in any emergency operation which reaches such magnitude, there is a high probability that the Mayor may declare a local disaster in the City of Everett “Emergency Operations Plan.”

· When State National Guard Troops are assigned to an area within the city for the purpose of assisting in preserving law and order and/or protection of life and property, they will be under the authority of their military commanders.
· The authority of the Chief of Police or any other Department commander will not extend to troops of the National Guard.  However, the Chief of Police or designee will advise the military commanders as to the specific needs of the city and may recommend areas in which the military can be most appropriately used to restore order in support of civil authorities.

Intervention by Federal Troops

In cases of intervention by Federal Troops, the military commander will cooperate to the fullest extent with the Governor or other local and State authorities unless such cooperation interferes with the accomplishment of his federal mission.

· Military personnel assigned to a problem area may recognize the authority of the Department Field Commander and assist in mutual restoration of order.

· If circumstances warrant, the Military Commander may assume sole command of the area.

· Officers of the Everett Police Department will cooperate with the military forces assigned in the affected area.

28.09 PRESS RELEASES – EMERGENCY OPERATIONS INCIDENTS
At the request of the Task Force Commander, the Public Information Officer will be assigned to the Department Command Center.

· This officer will act as the liaison between the Task Force Commander and the News Media.

· No emergency operations information shall be released or made available to persons other than Everett Police Department personnel without the authorization of the Task Force Commander.

· The Public Information Officer will ensure that all information provided to the media is factual and will make every attempt to control rumors.

28.10  MASS ARRESTS
To expedite the handling and processing of those individuals arrested while safeguarding their constitutional rights, a field booking facility will be established.

Location:

The facility should be located out of sight of the scene of a mass arrest.

The facility should be large enough to accommodate the anticipated number of prisoners, all processing procedures, and the storage of necessary supplies.

If transportation to a correctional facility is not immediately available shelter, warmth, toilet facilities, and security of the prisoners will be required.

Facility management and transportation:

The facility will be staffed with enough personnel to ensure proper identification, security, processing, transportation, and medical care for the prisoners.

Transportation from a remote booking facility will be in S.C. Corrections vehicles or an Everett Transit vehicle with adequate security.

Juvenile offenders will be transported to Denny Youth Center for processing at the earliest opportunity.

Legal Aid

During a mass arrest, the first opportunity for a detained individual to consult with legal counsel will be after the booking process is completed at Snohomish County Corrections.

Liaison with City Prosecutor

When a mass arrest situation is anticipated, prior to the actual event, a member of the Command Staff will be selected as the liaison with the City Attorney’s office to ensure a proper flow of information concerning the event exists.

If the event is spontaneous, the liaison officer will contact the City Attorney as soon as possible.

Arrest Procedure

When arrests are necessary, as a last resort, to preserve the peaceful atmosphere or police control of the incident, the following procedures shall be used as a guide:

Whenever time or circumstances permit, the Field Commander shall be notified to monitor the anticipated arrest situation prior to the arrest.

The on-scene supervisor shall pre-plan the immediate removal of the arrested individual(s) from the scene of the incident.

The arresting officer(s), whenever possible, shall accompany their prisoner(s) from the scene and/or be photographed with the prisoner.

Unless a Felony or serious breach of the peace is involved, the arrested individual(s) shall be transported to a point located away from the confrontation, and shall then be cited and released.

28.11  AIR SPACE CLOSURE
The FAA Advisory Circular that addresses closure is covered under section 7, “Type of Flight Restrictions” Paragraph 7.a.1.h gives civil government the authority to request a temporary flight restriction. Paragraph 7.a.3.b gives the authority to close the airspace in an emergency situation when there is a danger to individuals on the ground. The Incident Commander must be able to justify the danger to individuals on the ground to the area FAA supervisor. There is also a section that allows the news media into the airspace unless specifically denied access. 

An additional section minimally restricts the airspace to a 2000-foot height (above the surface) and a 3-mile radius. That restriction can be increased if necessary. 

It does not mean that there will not be aircraft within the prohibited zone all of the time. If the incident is near an airfield and the traffic pattern intrudes upon the closed airspace, the tower may have some aircraft transverse across the closed area on landing or take off. 

Section 7.a.5 describes what is needed to close the airspace. To clarify FAA terminology, the Incident Commander can make the request by telephone to the FAA with a clear explanation of the incident and either get an immediate closure or be denied. The request should include:

· Name and organization

· Brief description and if possible estimated duration

· Communications contact name and phone number

· Description of affected area with a reference to a prominent geographical point

This geographic reference might be the most difficult area for the Commander. The FAA usually refers to aeronautical charts or coordinates, while we normally refer to landmarks or a Thomas Guide. It is suggested the Commander utilize compass headings (NW, West, East, etc.) and distances from a major point that is easily identified from the air (junction Hwy 526 and I-5, I-5 and Pacific, etc.). If there are misunderstandings about the closed airspace, the Commander can adjust the closure as the incident progresses.

In the event an air closure is needed in our area, the Incident Commander should contact the Seattle Center Shift Supervisor in Burien at (253) 351-3520. This is a 24-hour manned operation that controls the airspace over 4 States. The Commander should not try to contact Paine Field Tower for the closure. Paine Tower is not manned 24 hours a day, and if in operation they will simply refer the Commander to Burien, causing a delay in the closure.

28.12  ANTICIPATED EVENTS PLAN
This plan is a GUIDE to all members when preparing for police control of an anticipated event which has the potential for civil disorder.

Exception:  Nothing contained herein shall restrict a member from deviation from this guide when a particular situation requires it.  However, justification for such deviation may be required at the conclusion of the incident.

Appropriate Implementation: The provisions of this plan shall be utilized whenever any member becomes aware of a public activity involving:

Demonstrations- Protests, marches, sit-ins, etc.

Labor disputes- Strikes, boycotts, picketing, etc.

Police Mission: The mission of the Everett Police Department while managing these types of police incidents is to protect life, property and keep the peace.  Members will also safeguard the constitutional right of all involved parties to the peaceful expression of opinion.

Police Objective: The objective of the Everett Police Department while managing these types of events will be:

· To adhere to a strict policy of neutrality.

· To adhere to a strict unity of command, thereby reducing the possibility for escalation of the incident or loss of police control through nonessential police actions.

· To take immediate steps at the on-set of any escalation or hostility to quickly defuse the situation.

· To initiate enforcement actions only as a last resort, when all else fails.

Police Response: These types of incidents normally are considered to require a Stage I Alert with minimum potential for escalation.
Anticipated Event Reporting

The timely accumulation and forwarding of information concerning planned demonstrations or labor disputes is necessary to increase the Police Departments ability to pre-plan its response to such events.

The Operations Division has the primary responsibility for handling such incidents.  Information concerning any Anticipated Event shall be forwarded and processed in the following manner:

All Personnel have a responsibility to relay any information concerning Anticipated Events to the sector lieutenant(s).

Sector Lieutenant(s) receiving such information shall utilize the Intelligence Section, Public Information Officer, etc. to determine the veracity of facts and /or solicit investigative assistance in qualifying the information.  All information, whether confirmed or not shall be forwarded to the Patrol captain.  This information should be accompanied by an account of those activities already performed or planned by the sector lieutenant.

Sector Lieutenant(s) shall notify the Patrol Division Captain(s) and review all information to determine the appropriate department response.  If the anticipated event may affect more than one shift or require additional personnel, the sector lieutenant shall notify the Patrol Division captains.

Patrol Division Captain(s) shall appoint a department member who will be delegated the authority and responsibility for pre-planning and operational control of the Anticipated Event.  In most instances, the Operations Division will accomplish pre-planning.

Event Commander Selection

The selection of an Event Commander shall be the responsibility of:

1.  Patrol Sector lieutenant when the anticipated event affects only one shift or crew.

2.  Patrol Division Captain when the anticipated event affects more than 

one shift or is of such magnitude that the manpower of the affected shift or crew is insufficient for control.

NOTE:  Nothing contained herein shall restrict any of the above commanders from electing to perform the functions of the Task Force Commander in conjunction with his command responsibilities.
Event Commander - Authority and Responsibility
The Event Commander shall have the authority and responsibility for determining the level and nature of departmental response.  He shall review available resources as a basis for the following:

1.  Selection of a Field Commander

2.  Development of operational and contingency plans

3.  Determining the need for operational activities of support units such as the Public Information Officer, Tactical Unit, S.O.G., traffic control, etc.

4.  Selection of personnel to fulfill the needs of the Department Command Center, if utilized.

5.  Projection of initial manpower needs of the Field Commander.

6.  Determination of type and availability of vehicles and equipment.

7.  Coordination and utilization of a “Tactical” radio frequency and assignment of support personnel from the Communications Division for the duration of the incident.

Field Commander - Authority and Responsibility

In addition to assuming complete authority and responsibility for conducting field operations, the Field Commander shall perform pre-incident planning assignments as determined by the Event Commander.

Area Commander / Platoon Leaders

When utilized, these members shall ensure the compliance of all personnel under their command to the objectives and orders of the Field Commander while carrying out assigned tasks.  Additionally, each shall keep the Field Commander apprised of all pertinent logistical developments and/or intelligence information.

Squad/Unit Leaders

When utilized, these members shall ensure the compliance of all personnel under their command to the objectives and orders of the Area Commander /Platoon Leader or Field Commander.  Additionally, each shall keep their immediate superior apprised of all pertinent on-scene activities or intelligence information.

Police Officers

All assigned members shall perform only those activities assigned to them by their on-scene supervisor/commander.  Enforcement actions other than those necessary to eliminate an immediate threat to human life or injury shall be initiated only at the direction of the on-scene supervisor/commander.

Police Demeanor

The professional responsibilities of all Police Department personnel mandate fair and impartial enforcement of the law.  To accomplish this, the cause of the event should be of no concern to the member.  Discussions regarding the issues must be avoided by all personnel regardless whether the subject is introduced by a party involved in the incident or by a citizen who appears to be an uninterested or innocent bystander.

Written Reports

At the conclusion of each incident, all Area Commanders shall submit a written report recapping all on-scene police actions and resource expenditures to the Field Commander.  The Field Commander shall include all pertinent information in his presentation during the critique organized by the Event Commander.  The Event Commander shall file a written report of the entire incident with the Chief of Police.  All pertinent documentation and audit information will be retained in a centrally located file by the Operations Deputy for future reference, critiquing, planning performance and budget auditing, etc.

28.13  ANNUAL REVIEW AND REHEARSAL
The Everett Police Department Unusual Occurrence Procedure will be reviewed and updated annually by the Chief of Police or his designee during the first quarter of the calendar year.

The Command Staff will also conduct rehearsals or “table top” exercises during the same period if the Unusual Occurrence Procedure has not been implemented during the previous six months.

Every three years, Command Staff personnel will complete an analysis of previous incidents to include training effectiveness.
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Attachment “A”

29.0  ORGANIZATIONAL GOALS AND OBJECTIVES
Each January, all specialty units will be responsible for the formulation of that unit’s goals and objectives for the coming year. All personnel assigned to these respective units will take part in the formulation and will be advised of the resulting goals.

Patrol Captains will oversee the formulation and development of the yearly goals and objectives for their divisions.  All patrol staff be afforded the opportunity for input into the establishment of goals and objectives. They will be advised of the resulting goals and objectives for the coming year.

Captains for each Organizational Division of the Police Department will be responsible for the review and ultimate formulation of written goals and objectives for their divisions.  

29.01  REVIEW OF ORGANIZATIONAL GOALS
Command Staff will conduct reviews the goals and objectives for all organizational divisions during their meetings in July and in August, to monitor modifications or progress made. 

29.02  PERSONNEL ALLOCATION
As a function of the review of the organizational goals, Command Staff will review workload assessments, staffing and other factors, in determining allocation of personnel to all organizational divisions.  

Patrol Captains are responsible for the assignment of officers to specific platoons.  Patrol Captains will review staffing levels and specific assignments during weekly patrol staff meetings.  Staffing considerations will be based on, but not limited to:

· Assignment to specific shifts (days or nights) based in part on the overall experience level of those members assigned to a squad or platoon.

· An equal distribution of specialty team members to include, but not be limited to, Canine, Tactical Unit, Dive Team and ALERT members.

· The standard patrol shift is a rotating 3 days on, 3 days off schedule.  Shift rotations and requests for platoon reassignments will be considered based upon written request for shift changes. 

· Beat assignments based on supervisory evaluation of individual officer’s skills, abilities, experience, and professional development. 

· Sector area rotations will also be based on experience levels and expertise among squad members, as will considerations being made for specialty unit assignments.

29.03  SPECIALIZED ASSIGNMENTS
As a function of the review of the organizational goals, Command Staff will annually conduct a documented review of all specialized assignments to determine necessity for continuing the position, evaluate the initial demand or condition requiring the assignment and evaluate current status or purpose of the assignment.

29.04  MULTI-YEAR PLAN
The multi-year plan for the Everett Police Department includes the following:

a. Long-term goals and operational objectives

b. Anticipated workload and population trends

c. Anticipated personnel levels

d. Anticipated capital improvements and equipment needs

e. Provisions for review and revision as needed.
30.0 CITIZEN/EMPLOYEE/AGENCY COMPLAINTS
The Everett Police Department encourages the filing of legitimate complaints involving employee misconduct as a means of preserving the integrity of the employees and the Department.  

The following procedures apply to the intake, referral, and investigation of complaints, originating from both external and internal sources.  

30.01
DEFINITION OF TERMS
COMPLAINT
Any allegation of Police Department employee misconduct that, if true, would amount to violations of:

A. Everett Police Department Policies and Procedures

B. City of Everett Policies and Procedures 

C. Violation of Law based upon the Constitution of the United States and/or the State of Washington, RCW, WAC, and both Snohomish County and City of Everett Ordinances. 

CONCERN
Any expression of dissatisfaction from an external source with Police Department Policies, procedures, practice, philosophy, or delivery of Police Services, that do not amount to alleged misconduct on the part of a specific employee(s).  

MISCONDUCT
Any act or omission by an employee which, if true, would be a violation of City of Everett or Everett Police Department policies and procedures, or a violation of Federal, State, County or Municipal statutes or ordinances, and would normally result in discipline or sanction.  

REVIEW
The initial assessment of a complaint or concern, resulting in the determination of whether or not facts or circumstances support an investigation or any action beyond a discussion with the complainant.
INVESTIGATION

A systematic examination of a complaint, to include interviews, written statements, review of pertinent documents, etc, in order to determine findings regarding the complaint. 

30.02
INTAKE PROCEDURES
CONCERNS
Any concern, regardless of source may be reviewed and disposed of at the discretion of the reviewing supervisor without documentation and referral to the chain of command.  

COMPLAINTS – External source
A.
Only Supervisors and Desk Officers may accept and refer complaints.  

NOTE:   The role of a Desk Officer is “intake only.”  If the complainant wants to verbalize or discuss what occurred, they will be referred to an available supervisor.  

B.
If the complainant is not satisfied after discussing the matter with a supervisor, they will be asked to put their complaint in writing and will be provided the “How to Initiate a Citizen Complaint” packet enabling them to do so.  Anonymous or Third Party complaints will not normally be accepted except in cases of alleged serious misconduct, i.e., criminal or constitutional violations.  Third Party complaints may be accepted on behalf of young juveniles, elderly or developmentally disabled persons.  

C.
All complaints will be documented and referred to the Office of Professional Standards. 

1. Complaint Referral Form
a.
This form will be completed and forwarded in the following circumstances:

· Complaint is received by telephone or;

· Contact is made in person; and the complainant:
1.  Does not want to put their complaint in writing and declines a Complaint Packet

2.  The Complainant is satisfied through discussion with the supervisor.  

3.
Is given a Complaint Packet to fill out and return later

NOTE:  Under no circumstances will any employee attempt to dissuade a complainant from filing a formal written complaint!  

b.
This form, along with any associated documentation, will be forwarded to the Office of Professional Standards prior to any further investigation, closure efforts, or disposition by the receiving supervisor.  The forwarding supervisor will notify the involved employee of the complaint and of the action taken by the supervisor.  

2. Once provided the Complaint Packet, citizens will have 30 days to submit their written complaint.  If not received by the end of 30 days, the complainant will be sent a letter by the Office of Professional Standards advising closure with no action taken. 

COMPLAINTS – Internal Source

A.
When an employee wishes to file a complaint regarding misconduct by another employee, he or she should use their chain of command to present the complaint.  If the employee’s complaint involves his/her chain of command they may confer with a supervisor outside of their chain of command, or bring their concern directly to the Office of Professional Standards.

B.
This process is not meant to usurp the personnel management responsibilities of department supervisors.  Therefore, any supervisor receiving a complaint from an employee that is not of a serious nature may take appropriate steps to resolve it at their level.  Examples of serious complaints could include EEOC issues, criminal behavior, etc.  The supervisor shall document their efforts and the results to their Supervisory File.  If the issues cannot be resolved to the employee’s satisfaction, the supervisor shall refer the concern up the chain of command.

C.
The Office of Professional Standards will log and review all referred complaints.  Following consultation with the office of the Chief of Police, the complaint will either be assigned to the chain of command, or to OPS for investigation, whichever is most appropriate.  

D.
Complainants will be notified of the receipt of the specific complaint.

E.
Investigators will make periodic status reports to the complainant as allowed, dependant upon the specifics of the allegation and legal requirements.

F.
All complainants will be notified in writing as to the final disposition of their complaint and its investigation.

30.03
INVESTIGATIONS 

Legal and ethical reasons demand the confidentiality of investigations.  This confidentiality, however, must be balanced with the necessity to conduct both a fair and thorough investigation.  Therefore, anyone conducting an investigation will, to the extent possible, keep the identity of the involved employee(s) confidential while gathering the facts surrounding the event.

Chain of Command

A. Complaints of minor violations or misconduct which, if substantiated, would logically or reasonably result in non-disciplinary measures such as coaching and counseling or remedial training, will normally be assigned to the appropriate first level supervisor, via the chain of command, for investigation.   

B. Once assigned, the supervisor will have a period of time, not to exceed two weeks, to conduct their fact-finding and arrive at a recommended disposition.  The fact-finding should always include interaction with the complainant and involved employee.  The supervisor will then forward the packet to their respective Deputy Chief, via their chain of command, who will review it and render a disposition decision.  If further action on the part of the supervisor is directed, i.e. Documented Coaching and Counseling, the supervisor will have a period of time, not to exceed two weeks, to accomplish the task and return the completed packet to the Office of Professional Standards, via their chain of command.  Any requests for extensions to this time limit will be authorized by the Office of Professional Standards.

C. In the event that facts or circumstances are discovered during the supervisor’s fact-finding effort that indicate possible serious misconduct, which could potentially subject the employee to discipline beyond a Letter of Reprimand, the investigation will be stopped.  The file will then be returned to the appropriate Deputy Chief with a cover memorandum articulating the reason for the return.  The Deputy Chief will re-evaluate the file and notify the Chief, who will make the determination as to whether or not it will be assigned for OPS Investigations.

Office of Professional Standards (OPS)

A.
Allegations of serious misconduct, which if substantiated, would logically or reasonably result in disciplinary action against the involved employee beyond a Letter of Reprimand, will normally be assigned to OPS for investigation as directed by the Chief of Police.

B. The responsibility of OPS in conducting investigations consists of fact-finding pertaining to allegations that are being investigated. OPS will not determine policy violations or make any recommendation of disciplinary action. As a norm, OPS investigations will be taken to closure within 60 days of assignment.  The Chief of Police may authorize an extension of this timeline. Once completed, the file will be presented to the Chief of Police and any designees for review, determination of findings (violations) and disposition.

C. When a complaint is taken to closure by the chain of command, OPS will, upon receipt of the returned file, complete the necessary notification paperwork to both the complainant and the involved employee within two weeks.

Criminal Investigations

Allegations of Criminal conduct on the part of an employee will be assigned for investigation by the Chief of Police, and will normally be referred to an outside agency to avoid any perception of a conflict of interest.

The Chief of Police will be notified immediately, via the chain of command, of any complaints or allegations of criminal conduct by any police department employee.
31.0
COACHING AND COUNSELING
Coaching and counseling is any non-disciplinary, interactive communication between a supervisor and employee which has, as its purpose, either the alteration of improper conduct or poor performance, through a specific course of action suggested or directed by a supervisor, or the acknowledgement and re-enforcement of desired performance.

Informal Coaching and Counseling

It is the responsibility of all supervisors within the Everett Police Department to guide, direct, coach and counsel, motivate, evaluate and instruct all personnel under their supervision.  It is expected that supervisors will suggest or direct an employee to alter their conduct or behavior if it is deemed to be improper, or will compliment an employee for a job well done.  These normal day-to-day interactions require no documentation and should be utilized by supervisors on a regular basis as a method of personnel development and management. 

Coaching and Counseling: Documenting to the Employee’s Working File

It is the policy of the Everett Police Department that all supervisors maintain employee working files (EPD Policy Manual, Sec. 4.33, ‘Annual Performance Evaluations’).  The policy states, “This employee working file is to provide supervisors with the opportunity to maintain pertinent documentation throughout the employee’s performance evaluation rating period.”

When a supervisor feels that a coaching and counseling meeting with an employee needs to be referenced in an employee’s yearly performance evaluation, the supervisor shall document that coaching and counseling to the employee’s working file. 

This documentation shall not be forwarded to the Office of Professional Standards and will not be reviewed by the Office of Professional Standards unless such documentation is relevant to an ongoing Administrative Internal Investigation or supportive in the determination of employee commendations.  

The employee shall be advised by the supervisor that this coaching and counseling has been documented to the employee working file and further advised as to the reason of the documentation.  The documentation shall be removed from the working file at the end of the employee evaluation period (EPD Policy 4.33).

Coaching and Counseling: Documenting to the Office of Professional Standards for Placement in the Employee’s Department Personnel File.

Documenting coaching and counseling for inclusion into an employee’s department personnel file can have as its purpose the alteration of improper conduct through a specific course of action directed by a supervisor, or as a means to acknowledge or re-enforce desired performance.

Such coaching and counseling to alter employee conduct should be initiated under the following circumstances:

· Continuing infractional misconduct on the part of an employee who has failed to respond to previous coaching and counseling efforts.

· Incidents of serious misconduct that, due to the totality of the circumstances, do not, in the supervisor’s opinion, warrant disciplinary review or disciplinary consequences.

· As directed by the chain of command as a means of disposition on complaints, internal investigations, and employee-involved motor vehicle collisions.

· If responding to a complaint, a conflict between employees, or a serious incident of misconduct, supervisors will conduct fact-finding and present the results, along with their recommendation, to their chain of command, and will await direction before conducting or documenting Coaching and Counseling as a disposition.

When alteration of improper conduct is the purpose of the coaching and counseling, the supervisor and the employee shall consider the counseling “pre-disciplinary”.  A supervisor will conduct the coaching and counseling during a pre-scheduled meeting.  An employee should never be surprised regarding the purpose and content of the coaching and counseling meeting.  The supervisor shall advise the employee they may have a Union representative present at the meeting.

The supervisor will document the coaching and counseling, with copies of the documentation being provided to the employee and forwarded via chain of command to the Office of Professional Standards for inclusion into the employee’s Department Personnel File.  The supervisor shall have the employee sign both copies as an acknowledgment of receipt.  The Office of Professional Standards will notify the employee, in writing, that the coaching and counseling documentation has been received and that it will be placed in the employee’s Department Personnel File.  If the employee does not agree in part or whole with the coaching and counseling document, the employee has the right to provide a written rebuttal to the Office of Professional Standards for attachment to the coaching and counseling document.  

Please reference the ‘Coaching, Counseling and Leadership Framework for Supervisors and Managers’ manual for a detailed description on conducting coaching and counseling meetings.  The manual is available on the Everett Police Department Intranet home page under the category of ‘Manuals’.

32.0  ELECTRONIC CONTROL DEVICE
The TASER X-26 is an electronic control device, that fires two probes up to a distance of 25 feet, transmitting pulsed energy into the central nervous system of the target, causing immediate incapacitation.   It also acts as a touch stun system, when brought into immediate contact with the subject’s body.  TASERS are designed to incapacitate potentially dangerous person(s) from a distance that minimizes the danger to all parties involved.

32.01  PRE-APPLICATION PROCEDURES
The Electronic Control Device (ECD ) will only be carried in an approved holster, on the support side of the body, opposite to the side where officers carry their firearm.

Prior to the beginning of the shift, officers will verify that the ECD is adequately charged (20% charge or greater) and that the safety is on, in preparation for immediate use when authorized. Officers will perform a spark test to ensure the ECD is functioning properly. Officers will remove the cartridge from the ECD prior to the spark test and changing batteries. Officers issued an X2 TASER ECD do not have to remove cartridges when performing a spark test

Officers authorized to use ECD devices will carry a minimum of two cartridges. 

Only approved department battery power sources will be used with the ECD.

32.02
  APPLICATON PROCEDURES
Verbal Warnings/Commands

Whenever possible, officers will attempt to gain compliance in advance of using the ECD by giving a verbal warning to the subject.

When firing projectiles, officers will make every reasonable attempt to verbally warn those around them of the impending discharge.

When practical, and without compromising officer safety, officers will continue to give verbal commands to the subject during and following the ECD application in an attempt to gain compliance.

Multiple/Extended Applications

Multiple applications may be required to bring a subject under control.  The ECD will only be used for the number of applications and duration of time that is necessary to bring a subject under control.  The justification for an extended application or for multiple applications of the ECD must be separately articulated in the report.  
When determining justification for an extended application or for multiple applications of the ECD, officers should:
· Determine that the initial use of the ECD is justified, using the use of force factors set forth in this policy.

· If the circumstances that justified the initial ECD use change, re-evaluate the necessity for continued application.  For example, if the initial use were justified because the officer was alone with a subject who posed an immediate threat to the safety of others and was ignoring commands to stop, arrival of another officer to provide backup for the arrest will require re-evaluation of the need for ECD to bring the subject under control.

· Be cognizant of whether a subject who has had an ECD deployed on them is unable, rather than unwilling to comply with commands given by officers.  Involuntary actions (such as a reflex action) will not be considered active resistance.  The focus should be on whether a subject who has had an ECD deployed on them is reacting to the shock of the ECD or is continuing to intentionally resist arrest.

· The subject must be given an opportunity to comply with commands or demonstrate compliance before additional applications or before application of a continuous cycle.  For example, the time period between multiple ECD applications must be sufficient to give the subject the opportunity to comply with commands.

Prohibited Use
Use of the ECD is prohibited when:
· It is known that there are flammable liquids nearby, in known or suspected meth labs, or in other hazardous environments where flammable liquids or fumes are suspected;

· The incapacitation of the subject would result in the subject falling from an elevation sufficient to cause significant injury to the subject, or into any hazardous environment apparently capable of causing secondary injury to the subject;

· The risk of muscle contraction due to Taser application could result in injury to the subject or others, such as when the subject is aiming a firearm at himself/herself or at another person;

· The application is punitive; or

· The application is intended to induce or coerce a response from the subject where the subject’s conduct does not otherwise justify the use of force [see Policy 15.3].  

Use of the ECD is generally prohibited when:
· The subject is an obviously pregnant female;

· The subject is obviously disabled, frail or infirm;

· The subject is a child under the age of 13;

· The subject is handcuffed or secured (unless the prisoner demonstrates overtly assaultive behavior that cannot be dealt with in another less intrusive manner);

· The subject is in physical control of a motor vehicle that is in motion or running; or

· The officer is in a moving vehicle

Certain circumstances may dictate the use of the ECD in these “generally prohibited” situations after consideration of alternative measures has been made and the ECD has been determined to be the force application most appropriate for the situation. In every case, the use of the ECD must be in accordance with Department Use of Force Policies. 
Discharge/Aim
When possible, officers should avoid aiming the ECD at the eyes, face, neck or groin of the subject, as hitting these areas could increase the risk of injury to the subject.  Officers should target the ECD according to training and current application procedures. 
Unintentional Discharge

Any unintentional discharge of a Taser will be immediately reported to the appropriate supervisor, documented in a written memo, and forwarded to the training division. 

32.03  POST-APPLICATION PROCEDURES
Everett Fire Department personnel will be called to the scene for a medical evaluation of the subject following every field deployment.  After examining the subject, Everett medics will make the determination if the person is to be transported to the hospital.   If they determine this is necessary, medics will transport or will cause the subject to be transported to the hospital.  Officers will not transport to the hospital. Officers will note for medical staff whether or not the subject may have suffered any secondary injury as a result of the application, with particular consideration given to the potential for head or other injuries from a fall.

Generally, officers will remove probes from the subject.  Everett Fire Personnel will not remove probes.  In the event of the following exposures by individuals to the ECD, Everett Fire Personnel will transport, or will cause to be transported, those individuals to a medical facility for treatment:

· Subjects who are struck in a sensitive area i.e.: face, head, female breast, genitals. (Officers will not remove these probes.  Only medical personnel may remove from these areas). 

· Subjects who do not appear to be fully recovered within 10 minutes of a deployment.

· Subjects with apparently disabling injury following the application.

· Any subject requesting medical attention.

Supervisors will respond to the scene of every ECD deployment.   Supervisors will ensure, whenever possible, that photographs are taken of the probe impact sites and other related injuries and that reports are completed detailing the use of force and the facts supporting this particular force option.

Officers transporting subjects to the jail will promptly notify the jail staff of the ECD application.

Probes removed will be inspected by officers to ensure that the barb is intact.   In the event that the barb is not intact, the subject will be afforded appropriate medical aid if needed.  If transport to a medical facility is not needed, or the subject has been otherwise medically cleared, the subject may be cited and released.

Officers will treat deployed probes as biohazards and use proper procedures in handling and evidence collection.  Probes, AFID tags and Cartridges will be impounded and maintained as evidence when feasible.

32.04  USE OF FORCE REPORTING
Supervisors will ensure that digital evidence is collected and protected according to current training and procedure.

Supervisors will ensure that involved officers complete all appropriate reports following a field deployment and will review the use of force per department policy. The Office of Professional Standards will conduct an annual review of Taser applications.
Any unintentional discharge of an ECD will be immediately reported to the appropriate supervisor, documented in a written memo, and forwarded to the training division.
33.0  
VICTIM / WITNESS ASSISTANCE
Recognizing that Victim/ Witness services and assistance is a fundamental goal for all police services, the Everett Police Department will strive to ensure a continued effort to provide assistance to the best of the ability of this agency and its officers.

The Everett Police Department will proudly display the State of Washington Victim’s Bill of Rights, ensuring that all personnel are provided with a copy.

33.01
  POLICY/ PROCEDURE DEVELOPMENT
The Everett Police Department will strive to develop policies and procedures aimed at the delivery of victim/witness services by all personnel and will provide the following:

· Confidentiality of victims and witnesses with respect to their role in case development, to the extent that current case law allows. 

· Strive to educate the public and media concerning victim/witness services available.

· Govern the relationship between the Everett Police Department and the efforts of other agencies and organizations, seeking to provide victim/ witness services.

33.02
  OPERATIONS
The Everett Police Department in conjunction with the efforts of SNOPAC will strive to provide the following victim/witness assistance:

· 24 hour access through emergency 911 communications center personnel to address initial victimization and contact with an investigating officer. 

· 24 hour access to assistance and referral information through the Everett Police Department Records Division at 425-257-8400.

· Other assistance as noted on Everett PD form PD 193.

33.03
  EMERGENCY ASSISTANCE
Everett Police Department personnel will provide appropriate assistance to victims / witnesses who have been threatened, or who, in the judgment of the Everett Police Department, express specific credible reasons for fear through intimidation or further victimization.  

Reasonable assistance may include, but is not limited to:

· Protective custody for juveniles.

· Information on offender status from the VINE system/ Victim notification system.

· Emergency housing through the Chaplains fund.

· Transportation to emergency shelters.

· Assistance in transportation to alternate housing locations.

· Referral reporting to the Snohomish County Prosecutors office.

33.04
  VICTIM ASSISTANCE DURING PRELIMINARY INVESTIGATIONS
The Everett Police Department will strive to provide, where it is deemed appropriate, the following services to victims and witnesses during preliminary investigations:

· Providing information on medical services available, to include SANE nurse contact through Providence Hospital, MHP resources and emergency financial assistance through the chaplains fund.

· Provide victim advocacy information through the PD 193 forms.

· Advise what steps to take if the suspect returns or threatens further harm or intimation.

· Provide case numbers for their investigation, to aid in follow up contacts.

· Provide telephone numbers to contact for follow investigation or case status information.

33.05
  VICTIM ASSISTANCE FOLLOW-UP INVESTIGATIONS
The Everett Police Department, in conjunction with the City Prosecutors Office and the Snohomish County Prosecutors Office, will strive to provide, where it is deemed appropriate, the following services to victims and witnesses, during follow up investigations:

· Re-contacting the victim/ witness to determine further assistance or needs in cases with extreme victimization or above-average need for victim assistance. 

· Explanations to the victim / witness, their role in the prosecution and other court related procedures.

· Follow up interviews, line-ups and other required appointments at the most convenient times for the victim / witness, as case loads and court schedules allow.

· Prompt return of property taken as evidence (except contraband or disputed property), where permitted by law, or rules of evidence allow.

· Assignment of a victim’s advocate where available.

· Offender status information through the VINE System and release notifications per Snohomish County Jail procedures. 

33.06  NEXT OF KIN NOTIFICATION
Everett Police Officers are frequently called upon by out of area/ out of state agencies to perform next of kin notifications.  Everett Police Officers will make every effort to ensure a prompt notification to the next of kin, in situations where a serious injury, serious illness or death has occurred.  Officers will offer further assistance as needed, that may include, but is not limited to:

· Contacting the on-call Police Chaplain

· Contacting family clergy on request

· Contacting family or friends for support, on request.

Officers will follow the established protocol for next of kin notifications occurring within this jurisdiction, per Snohomish County Medical Examiner’s operating procedures.   In cases where a death is suspicious in nature, or under investigation by the Everett Police Department Major Crimes Unit, officers will defer to investigators for notification protocols.
33.07
  “U” VISAS
Federal legislation has created a “U” visa to strengthen detection, investigation and prosecution of crimes against non-U.S. residents by giving non-citizens with temporary or no legal immigration status an incentive or reward to cooperate in the investigation and prosecution of certain crimes.  The “U” visa allows temporary residence in the U.S. for up to four years if a person was the victim of a certain crime, suffered substantial physical or mental abuse as a result, has information concerning the criminal activity and has been helpful, is being helpful, or is likely to be helpful in investigation and prosecution of the crime.


The Everett Police Department’s role in the “U” visa process is as follows:


1.  The process will typically begin with a request being submitted to an EPD employee/officer by the victim or his/her advocate or attorney.


2. Any “U” visa request is to be forwarded to the City Prosecutor-EPD Legal Advisor.


3. The City Prosecutor-EPD Legal Advisor will determine whether the crime was a felony or misdemeanor.  Requests from victims of felony crimes will be forwarded to the lieutenant of general investigations for review.  Requests from victims of non-felony crimes will be reviewed by the City Prosecutor-EPD Legal Advisor.

a. Review will be to determine whether or not the victim meets the minimum requirements for a “U” visa.

b. Review may include determination of other factors, such as whether granting the “U” visa would serve the underlying purpose of the federal legislation that created them and to what extent the victim cooperated with law enforcement.  


4. Following review, the Law Enforcement Certification of Assistance (“Certification”) will either be signed or declined.  The applicant or his/her attorney will be advised in writing regarding the outcome of the application.  Although a signed Certification is required for a “U” visa application to move forward, a signed Certification does not mean that the individual will automatically be eligible.  If the Certification is signed, it is then the “U” visa applicant’s responsibility to submit his/her application, including the signed Certification, to the United States Citizen and Immigration Service (USCIS) for further determination of eligibility.

Note:

· Although other departmental policies discourage inquiries into immigration status, if a person asks about how to obtain a “U” visa and/or where he/she can get the paperwork for the application process, officers may:

· Direct the person to the U.S. Citizenship and Immigration Services website (uscis.gov); and

· Advise the person to contact their own legal counsel, free legal aid at Snohomish County Legal Services (425- 258-9283), or the Northwest Immigrant Rights Project (1-800-455-5771).


· Officers must never tell a person that they will get a “U” visa when they apply.  


· In those cases in which a “U” visa has been issued or is pending, and the victim then unreasonably refuses to cooperate, that information should be forwarded to the Legal Advisor.  This change in circumstances may be reported to USCIS for consideration of denial/revocation of the “U” visa.


· If an applicant was involved in the crime, the probability is that he/she will not be granted the “U” visa


· There are no time limits on when the incident or investigation took place, nor is there a requirement that the investigation be complete before an individual becomes eligible.


There is not a requirement that the victim’s cooperation result in a successful prosecution.

34.0  PUBLIC ALERTS (MYSTATE EMERGENCY NOTIFICATION, AMBER ALERT, ENDANGERED 
MISSING PERSON ADVISORY)
34.01  Emergency Telephone Network (ETN) Message Initiation
Procedure (Reverse 911)


Not all emergency situations will warrant the use of a MyState USA ETN.  Below are several examples in which an ETN message might be warranted:

· Natural Disaster (earthquakes, floods, etc.).  These notifications will commonly be initiated by the City of Everett Emergency Management Division.

· Missing and Endangered Child.  Not all missing children cases warrant an ETN.  Factors to consider might include recent information that a child has been seen in a certain geographic area and information indicating that a missing child is in imminent danger.

· Police Tactical Situations.  Instances may arise where the police department desires to quickly notify residents in a particular geographic area that a police operation is occurring in the vicinity and provide direction to those citizens.  This direction might include locking their doors and remaining inside their homes, evacuation, or providing a suspect description and a directive to call 911 if a subject matching that description is seen.

· Public Safety Messages.  Providing urgent information concerning public safety with the intent of protecting life and property.

This list is not meant to be all inclusive.  There may be instances that arise that do not meet any of the above listed criteria where an ETN message may be appropriate. 

A patrol supervisor is responsible for evaluating a given situation and making the determination as to whether an Emergency Telephone Network message is appropriate under the given circumstances.  Patrol supervisors are responsible for the drafting and sending the ETN message.  No ETN messages will be sent out unless a police captain or higher has first approved the request.  

Once the decision has been made to initiate an ETN message, the patrol supervisor will log in to the MyState website at: https://mystateusa.com/edit/.  Once in the system, the patrol supervisor will input all the necessary information to send out an alert.  Detailed instructions on how to send out a message are located below.  A “launch code” is required in order to send out the message.  This launch code is maintained in the Records Unit.

1. Access the MyState USA message page, https://mystateusa.com/edit/ 

2. Log-in using your username and password.

3. Once logged in, click on “ETN Alert” in the left-hand column (red button below).
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4. Select “Send ETN Alert”. A template comes up.

5. Either create a new template by filling in and saving information in the template format or update an existing template by selecting one of the saved templates that would appear in the left-hand window. If you do not have a template saved, or do not wish to save one, skip this step and proceed to next step.
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6. Your basic information should come up, including the Caller ID number (set for Records). If you wish to change the Caller ID number, you must choose “Set up Default Caller ID” and input the phone number you want to show on the recipient’s caller ID. 
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If you wish to change the Caller ID number and have clicked on the Setup Default Caller ID link, you will see the following box (entitled “Alert Form Setting Defaults”):
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It is here that you will insert the new caller ID number that you wish the recipient to see.  You will then need to scroll to the bottom of the page and click on the “Submit” box.  

7. Now it is time to compose your message in the Build Message box.  
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Determine your message method.  There are two message methods: 

a. Text to Speech: Converts the message that you type into a computer generated voice.  Limitations include complex words and acronyms.  You must preview the voice to make sure it is understandable. Quicker than recording your own voice (WAV file).

b. Recording (WAV file): A recording of your voice onto your computer and then uploaded to MyState USA. Message drafters must have an integrated headphone/microphone set capable of recording to your computer. With the proper equipment, this is the preferred method of message delivery.

Compose your message. The following template is recommended:

a. Introduction: “This is an emergency message from the City of Everett Police Department; please listen carefully to the following information.”

b. Body: The message should not exceed three minutes in total length. On average, 700 words are about three minutes; shorter is better. The word count includes the introduction and closure. A written script is the best method to limit the message length. The body should specify the problem, to whom it specifically applies to (addresses, streets, neighborhoods, etc.) and the specific action recommended.
c. Closure: Your message may conclude with: “Please inform your neighbors to take the action outlined in this message.  Do not call 911 unless you have a life-threatening emergency.”  (Optional call-in information: “For information, call (425) 257-XXXX.”)
Note the counter: it will notify you when you have reached the text limits for most cell phones. Disregard the counter if you are sending an e-mail or voice message only.

Before proceeding to step 8, you must preview your message.  In the “Add Telephone Number” box, input a current telephone number that you can answer and listen to your message.  You must include the proper area code.  Once your number has been inserted, click on the “Preview Voice” button and wait for the telephone call.  It should take no more than 30 seconds to arrive.  If you are satisfied with the message that has been sent, proceed to step 8.

8. Determine what methods will be used to deliver your message:
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E-mails and text messages are free of charge.  There is a minimal fee for all calls initiated under the Advanced Options section.

9. Determine which groups or individuals already loaded into MyState will receive your message. This is usually internal staff.
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10. Click on the “OPEN MAP TO SELECT POLYGONS” link. This is where you will determine what homes/businesses will receive your telephone alert by drawing a polygon around the area to receive your alert.
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11. Choose “Polygon” (red arrow below). If you have an address or area to focus on, type it into the “search for address” area (green arrow below). Otherwise, you can use the scale tool to zoom into the area where you want to send the reverse telephone call. 

IMPORTANT: this is not a precise tool. You must select an area larger than necessary to capture all the targeted phone numbers. This is because the telephone service box is geo-coded to receive reverse telephone calls, not each parcel. So if you only draw a polygon around parcels, you may inadvertently leave out businesses/homes that should get the emergency message because their telephone service box was across the street or around the corner. It is recommended that you do not draw polygon lines down the middle of streets but instead draw the polygons through the middle of homes to help ensure you capture all area telephone service boxes. Because you may include more telephone numbers than are actually affected, be aware that your message must be generic enough to provide the appropriate warning to those who need it, while also giving enough information to those who don’t need the warning to be able to recognize the message does not apply to them.  


[image: image10.png]POLVGON

[Search for Address

Map Templates

Search Location

Area Properties

Jordan
Road Canyon

Stmsan North
crossing | Marysvite

ocheioy._Lake
Lo et

Giton |

Woos
ek

Saeiie

sutan

Notn uttan





12. Place the hand icon in the middle of the block where you want to start your polygon. Then draw the shape that best includes your targeted area, being sure to draw the shape larger than necessary. Your shape can have more than four corners, depending on what best serves your needs. 
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13. Once your polygon shape is set, click on “Get Approximate Count”. It will take a moment to pull the geo-coded telephone boxes in this area. When this is complete, a number will appear in the “Business/Public Records Count” box (purple arrow below). This count displays the number of business and residential telephone numbers that will simultaneously be called and delivered your message. 
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If zero appears in the “Business/Public Records Count” box, then the polygon you drew did not capture any geo-coded telephone boxes and you must hit delete and redraw the polygon with a larger footprint. 

14. Once you are satisfied with your polygon, choose “Send To Alert Form.” It will look like this:
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15. The Auto-Populate Cap field applies to Emergency Alert and Weather Alert System messages, and not to ETN messages. Use the drop down menu to choose the appropriate message code. Proceed to Step 16 if you want to save this message as a template to be used again. If not, proceed to Step 18 if you are ready to launch the Emergency Telephone Network alert. 
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16. At this point, you may use this area to save what you’ve input so far as a new template, or to save changes if you’ve used an existing template. If there is no need to save it, proceed to the Attach Content box (Step 17 below).
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17. This is optional and allows you to attach a map, picture, PDF or additional text.  At this point, EPD will not be using this function until MyState expands this capability.
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18. Enter in the appropriate Launch Code.  The current launch code will be maintained in a secure location in the Records Unit:
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19. Click on “Submit” to send the message.
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20. A box will appear that says “Begin Callout”….click on that button to initiate the ETN.

Use of the ETN messaging system should be done when the immediacy of the message would not warrant an alternative notification process. 

A window will appear that catalogs the results of the ETN. It will show number of human answers, machine answers, continuing attempts due to a busy signal and no answers, as compared to the total number in the target area. 

Please see Everett Police Policy 7.5 Emergency Telephone Network (Reverse 911) and Procedure 34.01 for additional details.

34.02
  QUICK ALERT MESSAGE INITIATION PROCEDURE
The MyState USA Quick Alert Notification System allows the Police Department to send out emergency notification messages to an unlimited number of police and city employees simultaneously.  These messages may be in the form of e-mail, text message or voice message, or a combination of all three. The Quick Alert notification system is the preferred method for specialty unit callouts for the Police Department.  Initially, all Records Unit personnel will be trained to initiate a Quick Alert, however all department supervisors may eventually receive this training. Records Unit personnel will not initiate a Quick Alert notification without prior approval from a police supervisor.  The following procedure will be followed when initiating a MyState Quick Alert message:

1. The patrol, specialty unit or investigative unit supervisor has determined a need for a unit callout

2. That police supervisor will then contact the Records Unit and request a Quick Alert group or team page

3. The police supervisor requesting the callout will provide (either verbally or in writing) the exact text of the message he/she wants to be relayed to the Records specialist/supervisor fielding the request

4. The police supervisor requesting the callout will identify to the Records specialist/supervisor the specialty unit being requested (for example TAC, Marine, Major Crimes Unit, etc.)

5. Once the Records specialist/supervisor has the message content and knows which group is being requested, the Records specialist/supervisor will access the MyState USA website via the Internet (see separate internal step by step procedure for initiating a Quick Alert, located in the Records Unit)

6. From the website, the Records specialist/supervisor will log in and initiate a Quick Alert message using the information provided by the patrol/specialty unit supervisor

7. Once the message has been composed and the callout group identified, the Records specialist/supervisor will review the message one more time for accuracy, and then submit the message for dissemination

8. The message will direct officers to call a voice message box (257-SWAT, or 257-7928), where the police supervisor who authorized the callout will have recorded pertinent information (nature of incident, command post location, response protocol, etc.). This voice message box may also be used to disseminate other police department information needing to be broadcast to a large group.

Once properly trained, any police supervisor may initiate their own Quick Alert notification, without going through the Records Unit. The Everett Police Department is responsible for all costs incurred as a result of initiating a Quick Alert message.  

Please see Everett Police Department Policy Section 9 for additional details on MyState and Quick Alert System (Group paging/notification).
34.03
  AMBER ALERT
America’s Missing Broadcast Emergency Response (AMBER) Alert is the recruitment of public assistance to locate an abducted child via a widespread media alert. Utilizing the assistance of local radio, television and press affiliates, the public will be notified of the circumstances of a child’s abduction and how they can assist law enforcement in the child’s recovery. The goal of the AMBER Alert program is the safe return of an abducted child by establishing an effective partnership between the community, the media, and law enforcement.
The department has adopted the Washington Statewide AMBER Alert Plan as governed by the AMBER Alert Advisory Committee, and in compliance with State Emergency Communications Committee guidelines for the development and maintenance of local Emergency Alert System plans and networks to assist in public notification of a child’s abduction.
For purposes of this procedure, an abduction is defined as any child under eighteen (18) years of age, who has been unwillingly removed from their environment without permission from the child’s legal guardian or a designated legal representative.  
EMPLOYEE RESPONSIBILITIES

Employees of the Everett Police Department should notify their supervisor as soon as practicable upon learning of a situation where public notification, a warning or enlisting the help of the media and public could assist in locating a missing person, apprehending a dangerous person or gathering information.
SUPERVISOR (PATROL SERGEANT) RESPONSIBILITIES   

A supervisor apprised of the need for a public alert is responsible to make the appropriate notifications based upon the circumstances of each situation. The supervisor shall promptly notify the on-duty Lieutenant or ODO and the Community Information Officer (CIO) when the need for any public alert is generated.   

The supervisor is responsible for the following:

(a)
Updating alerts

(b)
Canceling alerts

(c)     
Ensuring all appropriate reports are completed

(d)    
Preparing an after-action evaluation of the investigation to be forwarded to the 
Operations Deputy Chief. 

AMBER ALERT CRITERIA

The following criteria must exist prior to requesting an AMBER Alert:

(a)
The child is under 18 years of age and is known to be abducted and is not a runaway or thrownaway child. (Thrownaway is defined as a child who is asked or told to leave home or is prevented from returning home by a parent or other household adult, no adequate alternative care is arranged for the child by a household adult, and the child is out of the household overnight.) 
(b)
The abducted child is believed to be in danger of death or serious bodily injury.

(c)
The AMBER Alert activation should occur within four hours of the qualifying event
unless circumstances or the timeliness of the information warrant otherwise.
(d)
There must be enough descriptive information to believe that an AMBER Alert
activation will assist in the recovery of the child, including:


1. 
Where the abduction took place.


2.
A physical description of the child:  height, weight, age, hair color and


length, eye color, clothing worn when the child was last seen, and any


additional distinguishing physical characteristics.


3.
A physical description of the abductor:  height, weight, age, hair color


and length, eye color, clothing worn when the suspect last seen, and


any distinguishing physical characteristics.


4.
Place last seen.


5.
Description of the vehicle:  color, make, model, license number,


approximate year.

(e)
The incident must be reported to and investigated by a law enforcement agency.

ACTIVATION

Should the supervisor determine that the incident meets the criteria of the Washington Statewide AMBER Alert Plan and has obtained authorization from the on-duty Lieutenant or ODO to activate the alert, the supervisor should:
(a)
Notify SNOPAC Operations of the impending activation and potential


incoming calls.
(b)
Collect the information required by the plan.

(c)
Log into the activation web portal called the Law Enforcement Alerting Portal (LEAP) at hyperlink (https://leap.amberalert.com) to enter your User ID and password. Once logged into the site, indicate you want to activate an alert.    

NOTE: This web address is a “live” site and once the AMBER Alert activation icon is selected, WSP will contact the activating agency or SNOPAC. You CANNOT proceed with entering the alert until WSP authorizes your access.
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(d)
If WSP does not call within a few minutes, contact the Washington State Patrol 
(WSP) at 360-654-1204 to request an activation of the Washington Statewide 
AMBER Alert Plan and Portal. 


1. 
The WSP initiates the state AMBER Alert process at the request of


local law enforcement and notifies the Washington State Department


of Transportation (WSDOT), Emergency Management Division (EMD)


and WSP ACCESS (A Centralized Computerized Enforcement Service


System).



2.
The WSP provides AMBER Alert cancellation notification to WSDOT,


EMD and ACCESS.
 

(e)
Provide the information required in the plan.

(f)
Designate or assume the role of point of contact until relieved of such duty

by command staff or designee.  

INITIAL NOTIFICATIONS

Upon initiation of an AMBER Alert, the supervisor shall:
(a)
Ensure prompt entry of information into the Washington Crime Information

Center (WACIC) and National Crime Information Center (NCIC) databases. 

(b)
Promptly notify the on-duty Lieutenant or ODO and the Community Information 
Officer (CIO) 
of any AMBER Alert activation. It will be the responsibility of the on-

duty Lieutenant or ODO to notify the CDO, who will be responsible for notifying 
the Operations Deputy Chief and the Chief of Police of an activation.   

(c)
Work with the CIO or designee to prepare an initial press release that includes 
all the 
information required by the Washington Statewide AMBER Alert Plan, and 
any other available information that might aid in locating the child, such as:


1.
A photograph.


2.
Detail regarding location of incident, direction of travel, potential 



destinations, etc., if known.


3.
Name and telephone number of the CIO or other authorized point of 


contact to handle media and law enforcement liaison.


4.
The telephone number that will be used for the call center is 425-407-3960 (This is the 7-digit phone number into SNOPAC 9-1-1 for the public to use to report leads. It will generate a 9-1-1 call for service) and point of contact for the public to call with information. It will be the responsibility of the on-duty Lieutenant or ODO to designate a commissioned employee familiar with the facts of the case to be present in the call center to evaluate tips and assist SNOPAC call takers with questions or information from the public.         




5.
The call center number is not to be used for media access unless they are calling in a tip. 
 

(d)
Consider the following resources or contacts if direct action is dictated by the 
circumstances.


1.
National Center for Missing and Exploited Children (NCMEC):



(a)
Provides and monitors the Cyber Tip Link.



(b)
Posts missing children alerts.



(c)
Provides educational materials for children, teachers and the 



public.



(d)
Provides statistical information.


2.
Federal Bureau of Investigation (FBI) local office. 
FOLLOW-UP NOTIFICATIONS / CANCELLATION 
Upon locating the abducted child, the patrol supervisor or designee shall be responsible for issuing an alert cancellation to all those previously notified of the alert. Once an investigative unit assumes responsibility for the abduction investigation, that unit supervisor or designee shall become responsible for preparing and distributing to the previously described locations follow-up press releases with updates regarding the search and investigation. The unit supervisor shall also become responsible for cancellation notifications.    

POST-INCIDENT REPORTING

The Chief of Police or designee shall be responsible for submitting the AMBER Alert Report to the Washington Association of Sheriffs and Police Chiefs (WASPC) in a timely fashion. The Chief of Police or the authorized designee shall be responsible for representing the Department during the AMBER Alert Review Committee’s after-action review of the alert.
34.04
ENDANGERED MISSING PERSON ADVISORY   
The Endangered Missing Person Advisory (EMPA) is a voluntary partnership between law enforcement, other government agencies and local broadcasters to rapidly disseminate information to law enforcement agencies, the media and the public about a missing and endangered person in circumstances that do not qualify for an AMBER Alert.

The Everett Police Department participates in this partnership and may initiate the required notifications whenever a person is reported missing from this jurisdiction and meets the criteria of an Endangered Missing Person.

EMPA ADVISORY CRITERIA    
All of the following criteria must exist prior to initiating an Endangered Missing Person Advisory:

(a)
The person is missing under unexplained, involuntary or suspicious circumstances.

(b)
The person is believed to be in danger because of age, health, mental or physical disability, in combination with environmental or weather conditions, or is believed to be unable to return to safety without assistance.

(c)
There is enough information that could assist the public in the safe recovery of the missing person (e.g., photo or description, clothing worn when last seen, vehicle, location last seen).

(d)
The incident has been reported to and investigated by a law enforcement agency.

PROCEDURE

Should the supervisor determine that the incident meets the criteria of an EMPA and

has obtained authorization from the on-duty Lieutenant or ODO to proceed with the 

advisory, the supervisor should:

(a) 
Direct Records Unit personnel to prepare the EMPA administrative message through ACCESS. The words “Endangered Missing Person Advisory” should be included in the title of the message. All Washington law enforcement agencies are notified through the ACCESS administrative message.

(b) 
Contact the WSP Missing Persons Unit (MPU) at 1-800-543-5678 to verify it received the advisory via WACIC.

(c)       Direct Records Unit personnel to enter the information into WACIC and NCIC databases using the proper message key: Missing (MNP), Endangered (EME), or involuntary (EMI). 

(d)
Advise SNOPAC of the advisory and ensure that it is prepared to handle a high volume of telephone calls.

(e)
Ensure that the handling officer attempts to obtain a photograph of the missing person and/or suspect as soon as possible.

(f)
Direct the Records Unit to enter the photograph into WACIC and NCIC, then send an e-mail to the WSP MPU.

(g)
Notify the CIO to handle the media.


1.
The CIO should notify the media through appropriate channels regarding 


the EMPA. Upon request, the WSP MPU can provide electronic posters 


with details of the missing person.


2.
If the Endangered Missing Person is 21 years of age of younger, the 


National Center for Missing or Exploited Children (NCMEC) at 1-800-843-


5678 should be notified as soon as practicable.

(h)
The Records Unit personnel should promptly cancel the advisory after an Endangered Missing Person is located by sending an administrative message through ACCESS, noting that the person has been found.

(i) 
In addition to the administrative message, the Law Enforcement Alerting Portal (LEAP) may be used to initiate, update and cancel the EMPA as the case warrants. Log-in procedures are the same as an AMBER Alert with the exception of selecting EMPA when prompted to choose the type of alert to be activated.       


1.
The Portal will automatically notify all alerting partners and the public (who 

are subscribed) of the initial advisory and any subsequent updated 



advisories.

2.
An EMPA cancelation advisory must also be sent through the Portal.
35.0 WIRE INTERCEPTS
In the Washington State Privacy Act, the legislature finds that the unlawful manufacturing, selling, and distribution of controlled substances is becoming increasingly prevalent and violent.  Therefore, the legislature further finds that conversations regarding illegal drug operations should be intercepted, transmitted, and recorded in certain circumstances without prior judicial approval in order to protect the life and safety of law enforcement personnel and to enhance prosecution of drug offenses.  (RCW 9.73.200) 
35.01
OFFICER SAFETY WIRE INTERCEPTS 

Officer safety wires can be approved by Everett Police Officers above the level of first line supervisor (lieutenant or above).  The approving supervisor must have a reasonable suspicion that the consenting party’s safety is in danger and that there will be a face to face conversation (does not include telephonic communications or conversations).  In addition, the approving supervisor must complete a written authorization that includes the following information:

· The date and time of the authorization;

· The persons, including the consenting party, expected to participate in the conversation, to the extent known (no CI exception);

· The expected date, location and approximate time of the conversation; and

· The reasons for believing the consenting party’s safety will be in danger. 

With some exceptions a recording obtained under this statute is not admissible in criminal or civil cases.  In most cases the recording is destroyed and no judicial review is required.  However, nothing bars the admission of testimony of a participant in the conversation unaided by the officer safety wire.  (RCW 9.73.210)

Refer to Sections 35.03, 35.04 and 35.05 for required procedures following authorization of an officer safety wire.

35.02
EVIDENCE WIRE INTERCEPTS
Evidence wires can be approved by Everett Police Officers above the level of first line supervisor (lieutenant or above) designated by the Chief.  The approving supervisor must have probable cause that there will be a drug conversation and that the crime is above mere possession.  In addition, the approving supervisor must prepare and sign a written report at the time of authorization, indicating:

· The circumstances that meet the requirements of RCW 9.73.230(1) (bona fide criminal investigation, at least one party has consented to the wire, and PC exists to believe that it will be a drug conversation and that the crime is above mere possession);

· The names of the authorizing and consenting parties, except CI;

· The names of the officers authorized to intercept, transmit, and record the conversation/communication;

· The identity of the particular person or persons, if known, who may have committed or may commit the offense;

· The details of the particular offense or offenses that may have been or may be committed and the expected date, location, and approximate time of the conversation/communication;

· Whether there was an attempt to obtain authorization pursuant to RCW 9.73.090(2) and, if there was such an attempt, the outcome of the attempt; and

· The exact date and time of the authorizing supervisor’s signature on the authorization. 

An evidence wire authorization is only valid for 24 hours from the time it is signed by the authorizing officer. The authorization may be extended not more than twice for an additional consecutive 24-hour period based upon the same PC regarding the same suspected transaction. Each extension must be signed by the authorizing officer.

With some exceptions a recording obtained under this statute is admissible in criminal and civil cases.  The recording is retained for evidence.  Judicial review is required.  (RCW 9.73.230) 

Refer to Sections 35.03, 35,04 and 35.05 for required procedures following authorization of an evidence wire.
35.03
  PAPER FLOW 

If an authorized supervisor is not available in person, written authorizations can be e-mailed or faxed for signature. 

There are stringent timelines for paper flow following officer safety and evidence wires.  Written authorizations of approved safety wires and evidence wires will immediately be sent to the ACT Sergeant for processing.

For any evidence wire authorization that results in an interception, the ACT Sergeant must, within 15 days of the signing of the authorization, send a report that complies with the specific requirements of RCW 9.73.230(6)  to the District Court Clerk for judicial review.  

The ACT Sergeant will also forward all approved safety wire and evidence wire authorizations to the Chief’s Administrative Assistant, who will complete a monthly report and file it with the administrator for the courts.  

35.04
  MONTHLY REPORTS 
The monthly reports will include the following information:

· The number of authorizations granted;

· The date and time of each authorization;

· Interceptions made;

· Resulting arrests; and

· Invalidations.  RCW 9.73.230(6).
35.05   RECORDINGS 

Any recording made that is not required to be destroyed should be handled according to the guidelines provided in Training Bulletin 2011-04 “Handling Digital Evidence”.
 VIC                SUS           WIT             COM





TYPE OF OFFENSE





DATE AND TIME OF ORIGINAL REPORT    


                                    /





VIC                 SUS              WIT                COM 





SNOHOMISH COUNTY SHERIFF’S OFFICE


REGIONAL EVIDENCE DIVISION





REPORT NUMBER





EVIDENCE REPORT


USE FOR EVIDENCE / PROPERTY BOOKED INTO EVIDENCE ROOM                                                                                                                                             PAGE______ OF______








AGENCY ID





DRUG ANALYSIS____ ITEM(S) #___


BLOOD ALCOHOL____ITEM(S)#___


FILM ____   QUANTITY _____EACH


FINGERPRINTING ___  ITEM(S)#___





COLLECTING OFFICER:


NAME/# __________________________#________


DATE: ___________________ TIME:___________





COLLECTING OFFICER:


NAME/# _____________________#________


DATE: _______________ TIME:___________


SIGNATURE _______________________________





BROUGHT TO


        PROPERTY ROOM


        ___________ PREC.


        OTHER ______________





   





TYPE OF ACTION                                                                                                      EVIDENCE—ILL BE HELD UNTIL COURT DISPOSITION OR AUTHORIZATION FROM OFFICER


3 – EVIDENCE;       5 – FOUND;     10 – SAFEKEEPING                                         FOUND – WILL BE HELD FOR 60 DAYS OR 60 DAYS PAST OWNER NOTIFICATION


                                                                                                                                         SAFEKEEPING – WILL BE HELD UNTIL REQUEST FROM OWNER





Item #





Action#





ITEM





BRAND NAME





SERIAL  /  OAN





STOR-AGE   LOCA-TION





MODEL  /  CALIBER





WHERE FOUND





WEIGHT: PROPERTY ROOM ONLY





FURTHER DESCRIPTION  (IF WEAPON, INDICATE BARREL LENGTH, ACTION, FINISH)











OWNER’S NAME                                                                ADDRESS                                                               CITY                                     ZIP                              PHONE #





OTHER REMARKS / ADDITIONAL INFORMATION / SPECIAL INSTRUCTIONS																		








� Mandatory only for foreign nationals who are not lawful permanent residents in the U.S. (i.e., “green card” holders).  Otherwise, on the national’s request.


� The bilateral consular convention between the United States and the United Kingdom applies to British nationals from Great Britain (England, Wales and Scotland); Northern Ireland; the Crown Dependencies of Jersey, Guernsey, and the Isle of Man; and the British Overseas Territories, including Anguilla, Bermuda, the British Virgin Islands, the Cayman Islands, Gibraltar, Montserrat, and the Turks and Caicos Islands, along with other island territories.  Residents of the Overseas Territories may be traveling on a passport issued by the territory with no indication that the territory is British.  Nevertheless, for them and all others from a British possession listed above, consular notification and access should be provided to the nearest U.K. consulate.  For advice on how to ascertain whether an arrested or detained person is a British national, see the question “What about British nationals” on page 24 of the Consular Notification and Access Manual, which can be accessed by going to � HYPERLINK "http://www.travel.state.gov/law" �www.travel.state.gov/law� and clicking on “consular notification and access.”


� Notification is not mandatory in the case of persons who carry “Republic of China” passports issued by Taiwan.  Such persons should be informed without delay that the nearest office of the Taipei Economic and Cultural Representative Office (“TECRO”), the unofficial entity representing Taiwan’s interests in the United States, can be notified at their request.  TECRO’s offices are listed on pages 126-127 in the Consular Notification and Access Manual, which can be accessed by going  to  � HYPERLINK "http://www.travel.state.gov/law" �www.travel.state.gov/law� and clicking on “consular notification and access.”


� CODIS stands for the Combined DNA Index System.
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