- Santa Cruz County Sheriff-Coroner

Number: 0.80
Date: 07/19/07

SUBJECT: HAZARDOUS MATERIALS RESPONSE

POLICY

It shall be the policy of this office to respond and to assist other agencies which have
primary responsibility at the scenes of hazardous materials contamination.

PURPOSE

To establish responsibilities and actions required to meet Santa Cruz County’s obligation o

- protect the health and safety of its citizenry and natural environment from incidents '
involving hazardous materials. A

REFERENCES

“Santa Cruz County Area Plan for Response to Hazardous Maienals Releases,” jointly
prepared by the County Health Department and Office of Emergency Services.

Santa Cruz County Emergency Plan, dated September 2005.
Ca.lifofnia Vehicle Code, Sections 353, 2451, 2452, 2453 and 2454 |
California Health and Safety Code, Secvﬁc;n, 1482.5 and Section 25398, et. seq.
California Penal Code, Section 409.5 |
PROCEDURE
L | Hazardous Materials

A, Thebasic concept of mutual zid is the core of any effective and organized
response to a hazardous materials incident.

1.  On any incident requiring multiple agency response, the first arriving
agency, potentially the Sheriff’s Office, will implement the Incident
Command System and assume the role of Incident Commander.
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The first arriving agency will continue to exercise Incident’
Command authority until relieved by the agency having legal
responsibility in the jurisdiction in which the incident occurred.

The designated authority for scene management within an affected
jurisdiction is expected to assume command of the operational area
as soon as possible.

For hazardous materials incidents in which agenéies who have
multi-jurisdictional responsibilities contribute to the command and
coordination at the scene, a unified command will be employed.

If the designated authority determines that the situation is beyond the

scope of the jurisdiction's capabilities, mutual aid support resources

may be requested. However, responsibility for command and control
- of an incident remains with the pre-designated jurisdiction.

Jurisdictional Responsibility

State Parks and Recreation Department

a On State Park property, the supervising division of the State
‘ Parks and Recreation Department would have responsibility
for scene management and to coordinate cleanup.

California Highway Patrol (CHP)

a. On state highways, freeways (including on and off ramps),
toll bridges and roads within unincorporated areas of Santa
Cruz County; the CHP is the Incident Commander.

County

a. The CHP is responsible for scene management (Incident
Command) of incidents occurring on highways in Santa Cruz
County and on all roads in the unincorporated areas of the
county.

b. For all on-highway incidents, REQUIRING A STATE
RESPONSE, CHP is the State Agency Coordinator.

c. The fire agency of jurisdiction is responsible for scene
management (Incident Command) of incidents occurring
~off-road. The County Health Department will coordinate
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cleanup and at the scene of drug labs w1th the helpof
SCCNET Tesources.

Cities
a. | Capxtola, Sanla Cruz and Watsonville

The city fire department/dlsinct is respons1ble for scene
management (Incident Command) on all streets and lands
within the cities’ geographic boundaries. They will work in a
unified incident command mode with the city police for
incidents occurring on streets

b. Scotts Valley

The city police department is responsible for scene
management on all street and lands within the city's
geographic boundaries. They will work in a unified incident
command mode with the Scotts Valley Fire Protection
District, Whose jurisdiction includes the City of Scotts
Valley

Navigable Waterways

a.c United States Coast Guard/Fish and Game are responsible for

scene management (Incident Command).
Potable Water (Suitable for Drinking)

a The fire department of jurisdiction is responsible for scene
‘ management (Incident Command). This can develop into
- Unified Command with County Environmental Health
Service and the State Department of Health Services.

Fish and Wildlife Affected

a. . The fire department of jurisdiction is responsible for scene
management (Incident Command). This can develop into
Unified Command with the State Department of Fish and

Game.

Notification

Section 8574.16-8574. 18 of the Government Code requires that a
local government official report any knowledge of a “toxic disaster”

to the State Office of Emergency Services. The on duty Watch
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Commander shall notify the County Office of Emergency Services
who will, in turn, notify the State Office of Emergency Services of
the “toxic disaster”.

For the purposes of notification, a “toxic disaster’’(Government Code
8574.18(a)) is broadly defined as “an occurrence where toxic
substances are dispersed in the environment in such a manner as to
cause, or potentially cause, injury or death to a significant number of
persons or significant harm to the natural environment.”

O A e

STEVE ROBBINS, Sheriff-Coroner
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~ SUBJECT: IN-CAR VIDEO SYSTEM
POLI_CY

It shall be the policy of the Sheriff’s Office to capture video and/or audio recordings
using the in-car camera systems of all vehicle pursuits and other enforcement activities or
public contacts as defined in this policy. This video will be retained for training,
employee evaluation and court purposes.

REFERENCE

Government Code 26202.6 - Video Retention & Destruction

PURPOSE

To define the operational and evidentiary guidelines and systems administration of the
digital in-car video system.

DEFINITIONS

Evidence video ~ video and/or audio recordings which may reasonably be expected to
hold some evidentiary value and may potentially be used in future court or other
proceedings, whether civil, criminal or administrative in nature. Recordings of this
nature may include but are not limited to: direct evidence of criminal conduct; recordings
made of the suspect(s) conversations about the crime; use of force by a deputy; and other
events as may seem reasonable to retain.

* Routine video monitoring — all other recordings which have no apparent evidentiary

- value. Recordings that fall into this category may include: code 3 response to an incident
with no criminal activity documented by the system; system checks made at the start of
shift; and other recordings of day-to-day activities from which there is no reasonable
expectation of further proceedings arising.
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PROCEDURE

L Operating Procedure

A.

Beginning.of Shift

1. Deputies will check the operational status of the video system.

A Booting the system takes up to 3 minutes.

a. Do not attempt to use the system during the boot process as
it will freeze or have other system failures.

3. Deputies will ensure that the correct date, time and unit # are
displayed. .

Testing the System

1. Deputies will make sure the forward camera is pointed in the
correct direction to record activity taking place in front of the
patrol unit.

2. - Deputies will activate the system using the remote microphone.

3. Deputies will ensure that the system activates automatically when
the forward red light (position 2 on the control head) is activated
on the light-bar.

a. Remember - whenever the system is activated, it must be
manually stopped from the control head in the vehicle to
end the recording.

During Shift

L. Deputies will wear the remote mike unit on their person to enable
remote manual activation of the system for recording purposes.

a. The system will activate automatically when the forward
red light on the light bar is activated.

b. Deputies must remember to manually étop recording at the -
control head in the vehicle once the enforcement action or
other activity has ended.

2. Recording Activity Inside the Car
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E.

a. The system may be used to record activity inside the
vehicle using the rear facing camera and In-Car
Microphone (ICM).
b. After recording inside the car, the systemn must be reset for
normal recording mode to the front of the vehicle.
3. Recording in Other Directions
a. The forward camera can be manually turned to record in
other directions as may be required by vehicle positioning
etc. »
b. After recording at a different angle, the camera should be ‘
returned to the forward position for normal recording.
4, Remote Activation
a. The remote microphone is capable of activating the system
and capturing an audio recording of an event up to 1000
feet away from the patrol unit, even if the “action” is
occurring off-camera
'b. The audio portion of the recording may be muted from the
remote microphone, but the recording must be manually
stopped from the control head in the vehicle once activated. .
End of Shift
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1. Deputies will download accumulated video by connecting to the
port in their cars while at the gas pumps.

a.

Malfunctions

The download process will start automatically within 2
minutes of connection.

The car may be unplugged during the download process if
necessary and will resume downloading upon being re-
connected.

1. Deputies will notify the County Radio Shop of any malfunctions of
: the camera system or remote microphone by completing a Vehicle
Malfunction Report. ‘ "
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Deputies will not “deadline” a patrol unit merely because
of the malfunctioning video system.

. Spare microphones are stored in the sergeant’s supply room if

needed. 4

a.

Remember that the new microphone must be “synched” to
the vehicle by turning it on and inserting it into the vehicle
mounted charging unit.

The entire malﬁznctioning microphone will be routed to the
County Radio Shop for inspection/repair.

F. - Unauthorized Recordings

1.

Unauthorized use of the system is strictly prohibited.

a.

The in-car video system will not be used to view or record
any person or activity except for lawful, law-enforcement

purposes.

Misuse of the system will be referred to the deputy’s
supervisor for appropriate disciplinary action.

G. Review of Recordings

1.

Recordingé can be reviewed in field by deputies or sergeants using
the playback features of the system in the patrol unit.

a.

Deputies are encouraged to review any video or audio
recordings they have made prior to writing their reports to

- help refresh their recollection of important details that may

have escaped their attention during the event.

Once the recordings have been downloaded at the transfer
station to the server, they are automatically deleted from
the patrol unit hard drive.

Sergeants are encouraged to review video submitted by their
personnel at least on a quarterly basis to assist them in auditing the

a.

. performance of deputies assigned to them.

Sergeants wishing to review video for the purpose of work
performance evaluation should make an appointment with
the CSI personnel to review the video.
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The Sheriff, Chief Deputies, Lieutenants and Administration
Sergeant are authorized to review recordings stored in the system
at their discretion.

~H. Training Videos

1.

Deputies are encouraged to notify their supervisors of any video
they feel may be of value for training purposes.

a. The deputy will route a memo, via their chain of command,
to the FTO Lieutenant describing the nature of the incident
and the perceived training value of the video.

The FTO Lieutenant will review the circumstances of the incident
and relevance of the video as a training tool.

a. If approved by the FTO Lieutenant, CSI staff will generate
a copy of the video and give it to the FTO Lieutenant.

b. The FTO Lieutenant will be responsible for the retention
and security of all videos generated for the training
program.

c. Before approving any video as a training tool, the FTO
Lieutenant will consider whether its release would effect
any criminal prosecution or civil litigation.

No unauthorized cdpies of digital video will be generated for any
purpose.

a. No video will be released to any person outside the
Sheriff’s Office without the prior written approval of the -
Sheriff or his designee.

I Video Evidence

1.

When a deputy has recorded video or audio that should be retained
as evidence for use in future court proceedings, they will complete
an Evidence & Photographic Report (E&PR) and forward it to the

CSI Unit. .

a. The E&PR will indicate the date, approximate start time,
unit # and approximate duration of the video.

b. An item will be listed as “Digital Car Video™.
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If no other items of evidence are booked under this scene #,

c.
: the hardcopy of the E&PR will be routed to the CSI Unit.

d. If other items are booked under this scene #, the hardcopy
will be deposited with Sheriff’s Property as normal and a
copy of the E&PR routed to CSI.

2. CSI staff will be responsible for burning the recorded incident to

DVD and transmitting the DVD to Sheriff’s Property.

a DVDs booked as evidence will be retained and disposed of
as per Sheriff’s Office Pohcy 0.38 like any other item of
evidence.

J. Video Retention
1. Video designated as evidence will be retained as outlined above.
2. All other video is considered routine video monitoring and shall be

purged after one year as defined in Government Code 26202.6

IL System Administration

A. CSI staff is the primary administrators of the video system.

L.

CSI staff will check the video archive work station daily to ensure
it is functioning properly.

a.

CSI staff will maintain the system, archiving video as
necessary and otherwise ensuring the integrity and proper
functioning of the system.

CSI staff is also responsible for transferring video evidence
to DVD and delivering it to Sheriff’s Property as outlined
above.

The CSI Sergeant will be responsible for adding and deleting

users, assigning and changing access authority levels and other
administrative functions of the system.

B. The investigations lieutenant and the administration sergeant have the
authority to export video from the system and burn a DVD for viewing

purposes.
L.

These people do not have authority to archive, delete or alter video
in the system.
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The Sheriff, Chief Deputies and other Lieutenants only have the authority
to review video directly on the system. -

1. They do not have the authority to export video from the system or
perform any other administrative or maintenance task on the
system.

Other than review by a sergeant as outlined above, no other personnel are

authorized to access the system without the approval of a lieutenant or
higher authority. '

O R el

STEVE ROBBINS, Sheriff-Coroner
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SUBJECT: RADIO CALL SIGNS

POLICY

It shall be the policy of this office to use specified numbers and alpha mnemonics while transmitting on
the Sheriff's radio system.

PURPOSE

To establish uniform radio call signs to facilitate easy identification of the person using the radio.

PROCEDURES

L Radio Call Signs
A. The Sheriff-Coroner will use “S-1” as a call sign. -
B. . Patrol units assigned to beats.

1. Deputies assigned to normal patrol beats will be designated by a two-part
identifier.

2. The first part is a number designating the shift: |

(1) Day Shift

(2) Early Swing Shift
(3) Late Swing Shift
(4) Graveyard Shift

3. The second part is a number designating the assigned beat:

(1) North Coast (6) Soquel

(2) San Lorenzo Valley North (7) Summit

(3) San Lorenzo Valley South (8) Aptos North

(4) Live Oak East = - (9) Aptos South

(5) Live Oak West (10) Pajaro Valley North
(11) Pajaro Valley South
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If a deputy is assigned as the sécond unit assigned to a specified beat, the call
sign will have the letter "A" following it. A third unit in a beat will have the
letter "B", etc. : :

Example: “1-4-A” is the second unit assigned to the Live Oak East beat.

C. Personnel other than beat units.

1.

Sheriff’s Office personnel other than beat units will use a three-part designator.
Part 1: A number identifying the person’s assignment within the office.
Part 2: A letter phonétically identifying the pérson’s rank.

Part 3: The person’s badge number or assigned number.

Part 1 definitions:

(1) Patrol (6) Unassigned

(2) Crime Scene Investigation (7) Detention

(3) Detective (8) Administration

(4) Coroner , (9) Service Center(s) and SRO’s
(5) Unassigned (10) Special Detail

Part 2 Definitions:

C —“Charlie” Chief Deputy

L —“Lincoln” Lieutenant

S—-“Sam”  Sergeant

D —“David” Deputy

R - “Robert” Reserve

W — “William” Correctional Sergeant
X-“X” Supervising Correctional Officer
H-“Henry” Correctional Officer

V —“Victor” Volunteer
Z—-“Zebra” SWAT

G —“George” Security Guard

N —“Nora”  Narcotics Task Force
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Special Operations Section Units

1.

Personnel working in their specialty in a special operations section will be identified
by a two-part designator. The first part will be a word describing their specialty
such as “Cabrillo”, “Jeep” or “Air” The second part will be their rank (ifa
supervisor) and badge number or a number assigned to them by the unit’s leader.

Sheriff’s SWAT units will be designated by “Zebra™ call signs, including rank (if
supervisor) and badge number, e.g., “Zebra Sam 19,” (SWAT Sergeant)-or “Zebra
25” (SWAT Deputy). SWAT rapid response members are designated as “Zebra
Primary” units. These are SWAT members with assigned “take-home” vehicles that

- will immediately respond to assist patrol deputies while other SWAT members
. assemble and gather equipment.

Special Details

1.

A special detail is any assignment other than normal patrol beats or

_permanently-assigned duties described above. These special details will use a

three-part designator with the first part being a number assigned by the watch
commander. Generally this number will be 10. If there is more than one special
detail in service, the watch commander will assign a subsequent number.

Special Events

1.

A special event is a regularly occurring detail that requires the assignment of '
personnel for law enforcement purposes. Some of these recurring special events are
New Years Eve, Fourth of July, County Fair, Monte Fireworks Show, etc.
Personnel assigned to these events will be identified using a two-part designator as
determined by the incident commander. The first part will be a word describing
their assignment, such as Baker, Delta, Fair, Bike, etc. The second part will be
their badge number or an assigned number. .

" AR i

STEVE ROBBINS, Sheriff-Coroner
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SUBJECT: MOBILE DATA COMPUTERS

POLICY

It is the policy of this Office to ensure the use of Mobile Data Computers (MDC) is in
compliance with state and federal law, while adhering to security protocol and Sheriff’s
Office Policy. :

PURPOSE

This policy is intended to comply with FCC rules and reg1ﬂaﬁons, federal and state laws
governing discrimination and sexual harassment and SherifP’s Office Policies and
Procedures. . ,

REFERENCES

Santa Cruz Consolidated Emergency Communications Center Policies No. 4130, No.
4501 and No. 4502.

DEFINITION

A MDC is a mobile communication device that provides for communication with the
Computer Aided Dispatch (CAD) system and field units, between field units, between
fixed terminal locations and with various federal, state and county databases.

PROCEDURE
A. Authorized Users

Sworn Deputies, Community Service Officers, Public Safety Assistants and

.- Public Safety Dispatchers are the only persons authorized to operate the MDC
system. The Sheriff, or a designee, may authorize Sheriffs Office personnel.
The employee using the MDC system shall be personally responsible for the
proper use of Sheriff’s Office MDC equipment. :
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All authorized personnel must complete the Sheriff’s Office certified MDC
ining, v

Proper Use

The user of the MDC is capable of broadcasting open text messages to single
units, multiple units, the CAD system or system-wide. All broadcasts shall be
limited to duty-related business. All communications via the MDC will be
- professional and conducted in a business-like manner, Under no circumstances,
shall an employee using the MDC system broadcast jokes, sexual comments ‘or
innuendos of a provocative or suggestive nature, racist or derogatory messages or
language that creates an intimidating, hostile or offensive working environment of
any kind. MDC communications will be monitored and may be a matter of public
record. .

When operating a vehicle, the safe operations of the vehicle are the employee’s
primary responsibility. The only “key stroke” allowed while the vehicle is in
motion will be the pressing of the “F1” key. No other “key strokes™ are to be
conducted while the vehicle is in motion. A “key stroke™ is considered use of the
MDC keyboard or by utilizing the “touch screen” to type information that will be
imputed into the MDC for transmittal. Use of the MDC is always of secondary
importance and the employee shall consider the need to safely stop the vehicle
before using the MDC if the use is going to divert the employee’s attention from
the safe operation of the vehicle and surroundings. Passenger officer’s can
operate the MDC while the vehicle is in motion as long as the use of the MDC
does not interfere with the driver’s ability to operate the patrol vehicle in a safe
manner.

No portion of this policy is intended to prohibit or limit the employee from
making safety conscious decisions. If there is a compromise of safety in a
particular situation related to the use of the MDC, the employee is expected to use
voice communications.

No employee, unless speciﬁcaﬂy authorized to do so, will make any
modifications to the MDC, the vehicle MDC set-up or to the MDC software
except for user defined options such as screen intensity and passwords.

Operation of the Mobile Data Computers
1. Log On/Log Off
Each employee assigned a patrol unit equipped with an MDC or a vehicle

equipped with a laptop, shall log on to the system using his’her login
name, password and call sign at the time he/she logs on duty. Employees
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are also required to notify Dispatch that they are on duty via voice
communication. When logging off duty, employees shall log off the MDC
system using the log off feature and shall also notify Dispatch that they are -
off duty via voice communication.

State, County and Record management System (RMS) Database Inquiries

The MDC should be used to conduct inquiries into state, county and RMS
~ databases when the employee has an MDC available with the following
excepuons

a. » Condmons do not permit safe use of the MDC;
b. The employee is out of the vehicle;

c. Employee needs a specific check that is not available via the MDC.
Employees should follow all established department, state and
federal guidelines and regulations related to security and
dissemination of information.

Confirming Wants

Any hits on a wanted person, stolen vehicle or property, etc., received via
MDC must be confirmed through Dispatch. :

- Dispatching of Calls

All “Third Priority” calls will be dispatched via the MDC pursuant to
NetCom Policy No.4130. These calls for service involve crimes where the
time element dictates that no person or property is in jeopardy, are
informational in nature or are “public nuisance” type calls. All “Second
Priority” and “First Priority” calls will be dispatched via voice
communication to filed units. These calls include, but are not limited to,
in-progress calls involving property or non-violent calls that require an
immediate response or the highest priority call in which the physical well-
. being of a person is in jeopardy The dispatcher at his/her discretion, may
choose to send a call via MDC if it is sensitive in nature and should not be
broadcast via voice communication.

Self-Initiated Calls

Employees may create the following types of self-initiated calls from the
" MDC:

a. Follow-up
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b. Patrol Checks (including bar checks, park patrol, foot pétrol, etc.)

c. Crime / Incident reports where the deputy is contacted in the field
- and a report is needed.

Status Change

Employees should continue to use voice communication to update their
status on all d1spatch-m1t1aied calls. Employees may update their status on
self-initiated ca]ls via the MDC. :

Dispositions

If a deputy self-initiates a call, the deputy can choose to disposition the
call or have the dispatcher disposition the call. If the dispatcher initiates a
call, then the dispatcher should be advised that a disposition was made to.
the call.

Traffic Stops

Traffic stops will be relayed via voice communication only. Traffic stops
can be cleared via MDC as long as NetCom is advised verbally that the
unit has cleared.

D. Secuﬁty and Audits

1.

!\J\

Watch commanders will monitor MDC messages to review call response
and to ensure MDC use conforms to department standards.

The Sheriff, or his designee, may periodically and randomly conduct
monitoring of the MDC transmissions. This is to insure compliance with
this policy, other relevant policies, FCC rules and regulations, and federal
and state laws governing discrimination and sexual harassment. All MDC
transmissions are subject to open records requests. Unauthorized and
inappropriate use of MDC’s can lead to potential disciplinary proceedings,
including suspension or termination

E. Reporting Equipment or Software Problems

L.

It is the responsibility of the employee to report any equipment or software
problems or malfunctions to the Sheriff’s Office Technical Unit. This shall
be done by completing a vehicle malfunction form stating the problem or
malfunction of the MDC. The patrol unit with the malfunctioning MDC
shall be parked near the fleet services building and the white copy of the
malfunction form left on the dashboard on the patrol unit. The remaining
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copies of the malfunction form will be placed in the patrol division secretary
mailbox. :

R e

STEVE ROBBINS, Sheriff-Coroner
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SUBJECT: FIELD TRAINING PROGRAM

POLICY

It shall be the policy of this Office to establish and maintain a Field Training Program.
PURPOSE |

To provide the necessary knowledge, skills and procedures to enable newly-hired Deputy Sheriffs and -
Reserve Deputy Sheriffs to successfully work in a safe, efficient and legal manner.

REFERENCES

Peace Officer Standards and Training Administrative Manual, “Training”

Section 830, California Penal Code, “Peace Officer Defined”
Section 13510, California Penal Code, “Adoption of Minimum Standards for Recruitment and Training”

Field Training and Evaluation Program Manual

DEFINITIONS A
“Field Training Program” - A comprehensive program of up to 15 weeks wherein the newly-appointed
peace officer must undergo a structured format of field training under the supervision of a ﬁeld training
officer or a peace officer who possesses a Basic POST Certificate.

PROCEDURES

L Field Training Program

A. The field training program is administered by the Operations Bureau Patrol Division, Field
Training Section. .

1. The Field Training Lieutenant shall be responsible for the overall administration of the
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field training program.

2. The Field Training Sergeants shall report to the Field Training Lieutenant on all

matters pertaining to the progress of the recruit deputy in the field training program.

B.  Field Training Officers

L.

Field Training Lieutenant

a. The Field Training Lieutenant shall select officers from the rank of Deputy
Sheriff to act as field training officers (F .T.0)) :

b. Any Deputy selected as a field training officer shall agree to the terms set
forth in the Field Training Officer’s Agreement (copy attached) prior to
appointment.

‘Compensation

a. F.T.O.’s shall receive compensation pay at the rate established by the County.

b. Alternate F.T.O.’s shall receive compensation pay at the rate established by
County while they are assigned a trainee. '

Insignia

a. F.T.O.’s shall wear corporal stripes affixed under their shoulder patches as
outlined in the uniform policy. These stripes will be on shirts only and not on
Jjackets.

b. Alternate F.T.O.’s shall wear corporal stripe pins affixed to their uniform collar
as outlined in the uniform policy.
Traini

a. F.T.O.’s shall attend the POST-certified Field Training Officer School as
soon as practical upon appointment.
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Chain of Command

a.

Duties

F.T.O.’s shall be the direct supervisor for the recruit trainee. The F.T.O.
shall report directly to the field training sergeant on all matters pertaining to
arecruit.

F.T.O.’s shall follow the guidelines in the Field Training and Evaluation
Manual which sets forth the daily and weekly evaluations and make
recommendations regarding the recruit trainee.

Written examinations and remedial examinations, when necessary, are to be
administered following each phase of instruction by the F.T.O.

It is the goal of the F.T.O. to guide and assist a recruit trainee through the
field training process leading to solo officer status. The F.T.O.’s function is
not simply to evaluate and document but rather to employ those techniques
which will facilitate and enhance the leamning process.

C. Recruit Training Process

L.

Deputy Sheriff Recruit Trainee: Upon hiring, the deputy sheriff recruit trainee will
remain un-sworn until after successful completion of the academy. The recruit shall

undergo: '

a Phase I - Orientation

b. Phase II Basic Police Academy

C. Phase III Field Training Program

d. Phase IV Completion of probationary period

Entry Level Deputy Sheriff: An entry level deputy sheriff is one who has completed
the academy within the past three years but is not currently a peace officer, and does
not possess a P.0.S.T. Basic Certificate. The entry level deputy sheriff will be
sworn in during the first (orientation) week.

- The entry level deputy sheriff shall undergo:
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a. Phasel Orientation
b. Phase I Field Training Program
b. Phase Il Completion of probationary period

4, | Lateral Entry Recruit Trainee: A lateral entry deputy is one who has completed the
basic academy and has a POST Basic Certificate, having completed one year of
continuous employment with another law enforcement agency prior to employment
with the Santa Cruz Sheriff's Office.

5 Upon hiring, the lateral entry recruit trainee shall undergo:

a. PhaseI -  Orientation

b. Phase Il Field Training Program -

c. Phase IV Completion of probationary period
D. Probationary Evaluation

1. Following the completion of the field training program, all probationary employees will
be evaluated on a monthly basis by that employee’s shift sergeant until the end of their

probationary period.

STEVE ROBBINS, Sheriff-Coroner
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FULL TIME FTO AGREEMENT

This agreement is made by and between the Santa Cruz County Sheriff-Coroner, hereafter
referred to as Sheriff-Coroner, and Deputy Sheriff , hereafter
referred to as FTO.

Whereas, the Sheriff-Coroner has developed a standardized in-service training program for
recruit Deputy Sheriffs and has a need to utilize qualified VOLUNTEER Deputy Sheriffs as Field
Training Officers to successfully operate the program. '

Whereas, FTO has volunteered for the assignment of Field Training Officer and agrees to fulfill
the duties and responsibilities of this assignment to the best of his or her ability.

Shériﬁ'—Coroner and FTO agree as follows:

FTO understands and acknowledges that the full-time FTO assignment under this agreement is a
limited term assignment for a period of approximately 18 months from the date below stated and IS
NOT a permanent assignment or position, and that premium pay provided to FTO during such
assignment will terminate upon expiration of the assignment.

FTO acknowledges that the selection of Field Training Officers is within the sole discretion of
the Sheriff-Coroner or his/her designee. FTO understands and acknowledges that the selection as a Field
Training Officer by the Sheriff-Coroner DOES NOT obligate the Sheriff-Coroner to select the same
FTO for future assignment as Field Training Officer.

FTO understands and acknowledges that upon the expiration of the Field Training Oﬁi_éer
assignment represented by this agreement, that any future assignment as a full time Field Training
Officer requires the mutual written consent of FTO and the Sheriff-Coroner or his/her designee.

Date: FTO:

FTO Printed Name: -

Sheriff-Coroner by FTO Lieutenant: ‘ Date:
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SUBJECT: USE OF FORCE

L Introduction
1L Command Presence and Voice
IMI.  Restraining and Detaining
IV.  Chemical Agent
V. Baton; Taser; Less Lethal Weapons; K-9 Semce Dogs
VI.  Neck Compression Hold
VIL. Deadly Force
VIII. Reporting the Use of Force
IX.  Notification to Supervisors -
X.  Medical Attention for Injuries Sustamed Using Force
XI.  Supervisor Responsibility
POLICY

It shall be the policy of this Office to provide guidelines on the use of force.

- Sheriff’s peace officer and correctional officer personnel, who have reasonable cause to
believe that a person to be arrested has committed a public offense, may use reasonable
force to affect an arrest, to prevent escape or to overcome resistance.

A peace officer or correctional officer who makes, or attempts to make, an arrest need not
retreat or desist from his/her efforts by reason of the resistance or threatened resistance of

~ the person being arrested; nor shall such officer be deemed an aggressor or lose his/her right
to self-defense by the use of reasonable force to effect the arrest or prevent escape or to
overcome resistance.

Officers shall use only that amount of force that reasonably appears necessary, given the
facts and circumstances perceived by the officer at the time of the event, to effectively bring
an incident under control. “Reasonableness” of the force used must be judged from the
perspective of a reasonable officer on the scene at the time of the incident. Any
interpretation of “reasonableness™ must allow for the fact that police officers are often
forced to make split-second decisions in circumstances that are tense, uncertain and rapidly
evolving about the amount of force that is necessary in a particular situation.
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The Shenﬁ‘s Office provides training regarding use of force annually. Officers are expected
to maintain knowledge and demonstrate proficiency in skill with regards to methods and
force options deployed. Conversely, if an officer is not trained in a force option, or specific
weapon, it is understood that generally, the Office will not condone the use of the option or

the weapon.
PURPOSE

To establish general guidelines on reasonable use of force. Each officer is expected to use
these guidelines to make use of force decisions in a professional, impartial and safe manner.

REFERENCES

Penal Code Sections 833 through 846; Graham v. Conner (1989) 490 US. 386; Tennessee
v. Garner (1985) 471 U.S. 1; Smith v. City of Hemet (9 Cir. 2005) 394 F.3d 689.
Sheriff’s Office Policy 0.87, Tasers; 0.99, Service Dogs; 0.56, Less Than Lethal Devices

PROCEDURES
I Introduction

A. The reasonableness of a particular use of force is judged from the
perspective of a reasonable officer on the scene, considering all of the facts
and circumstances confronting the officer at the time of an incident.
Whether a particular use of force is reasonable takes into consideration the
fact that peace officers are often forced to make split-second judgments
about levels of force in circumstances that are tense, uncertain, and rapidly
evolving.

B. An officer must take into consideration a number of factors when selecting a
force option. These same factors are taken into consideration in evaluating
whether an officer’s use of force was reasonable under the circumstances.

It is understood that officers are expected to make split-second decisions and
the amount of time available to evaluate and respond to a situation may
impact the officer’s decision. Factors that influence the decision to use force
include, but are not limited to:

1. Whether the suspect poses an immediate threat to the safety of the
officers or others (this is the most important single elementin -
assessing the reasonableness of a specific use of force and includes
consideration of officer/subject factors such as age, size, relative
strength, skills, injury/exhaustion and number of officers versus
number of subjects, as well as the influence of drugs or alcohol on
the suspect’s behavior and the suspect’s proximity to weapons);

2 The severity of the crime at issue;
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3. Whether the suspect is actively resisting arrest or attempting to evade

arrest by flight;

4. The availability of alternative methods of capturing or subduing a

5. Other exigent circumstances. -

An officer need not attempt to gain control over an individual by the use of
lower levels of force when reason dictates and the officer can amculate thata
higher level of force was reasonable.

Simply put, use of force options need not be progressive when situations
dictate otherwise. An officer may go directly to any force option provided
that the force selected is reasonable and the officer is able to articulate a
reason for not using a lower level. Conversely, an officer must be prepared
to de-escalate after the use of force when a subject submits. Note that the
category descriptions below are non-exclusive and serve as illustrations of
actions which fall within the various levels.

While various degrees of force exist, each officer is expected to use only that
degree of force reasonable under the circumstances to successfully
accomplish the legitimate law enforcement purpose in accordance with this
policy. , -

1. Command Presence and Voice

A

Includes display of authority as a peace officer/correctional officer and such
non-verbal means of communication as body language, demeanor, and
manner of approaching as well as directions and commands given to the
subject. Control of a situation begins with the officer’s voice and command
presence and under most circumstances, will be sufficient to establish and
maintain control.

1. Restraining and Detaining

A

Includes an officer laying hands on a subject with the intention of gaining
control of the subject. Examples include the use of a firm grip, cursory
search, or the application of the twist lock during the low profile handcuffing
technique or rear wrist lock during the standing modified search and
handcuffing. Also included in this level would be the actual apphcanon of
temporary restraining devices such as handcuffs.

Includes the application of pain/complianée or takedown techniques to
control a struggling or actively uncooperative subject. These techniques
may also be used on an individual employing passive resistance techniques.
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Officer’s utilizing pain compliance techniques shall receive departmentally
approved training in such techniques and shall apply the techniques in a
departmentally approved manner. '

- Chemical Agents

A.

The use of Oleoresin Capsicum (O.C.) is an intermediate step between
hands-on control and the use of the baton due to the extremely low potential
for injury with the use of O.C. The use of O.C. would be the next level of
appropriate force if hands and control holds are unsuccessful or would be

useless.

~ Baton; Tasers; Less Lethal Munitions and K-9

A.

The use of the baton; tasers; less lethal munitions and K-9 service dogs is
appropriate for controlling very resistive subjects where control holds or the
use of O.C. are futile or impractical and the application of one of these

 injuring forces is necessary to overcome resistance. The use of tasers, less

lethal munitions and/or K-9 service dogs must be done in accordance with -
Sheriff’s policy governing their use. This includes training and
demonstrated proficiency.

Néck Compression Hold

A.

This hold is meant to gain control of an extremely resistive subject for whom
lesser levels of force or additional officers are either inadequate or
ineffective. This hold leads to a loss of consciousness by the subject and
should be released when the deputy feels the subject relaxing. This hold can
be life threatening but is not considered to be deadly force (force creating a
substantial risk of causing death or serious bodily injury). However, because
of the increased risk of danger associated with this hold, it may only be used
when thé only other option is the use of deadly force.

The officer shall have received departmentally approved trammg in the use
and application of the carotid restraint.

The carotid restraint may only be used when the officer believes that such a
hold appears necessary to prevent serious injury or death to an officer or
other persons.

Steps to Follow After the Use of the Neck Compression Hold

1. Immediately release the hold after the suspect is unconscious or
surrenders.

2. Handcuff the suspect.
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Check breathing and pulse, provide emergency first aid as necessary. |

- Search the suspect.

Have the suspect examined by medical personnel.
Advise the jail staff that the neck compression hold has been applied.

- Advise your immediate supervisor.

Advise any officer the suspect is turned over to that the neck
compression hold has been applied.

- Complete a detailed report to reflect what the arrestee specifically did

to warrant the'deputy’s use of the neck compression hold.

A.  Deadly force is defined as force creating a substantial risk of causing death
- orserious bodily injury. An officer may use deadly force to protect him or .
herself or others from what they reasonably believe would be an immediate
threat of death or serious bodily injury. Deadly force may be used:

1.
2.
3.

4,

As ameans of self-defense from death or serious injury.
To defend the life of another officer.
To defend the life of another person.

To prevent a crime in which human life is in serious jeopardy as a
result of a suspect’s actions.

B. An officer may use deadly force to affect the arrest or prevent the escape of a
suspected felon where the officer has probable cause to believe that the
suspect poses a significant threat of death or serious bodily injury to the
officer or others. Under such circumstances, a verbal warning should
precede the use of deadly force where feasible.

VI Reporting the Use of Force

Al Any use of physical force shall be documented promptly, completely and
* accurately. o

IX.  Notification to Supervisors
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A. Supervisory notification is required, as soon as. practical, following the
application of physical force under any of the following circumstances:

L. Where the application caused physical injury or a complaint of pain
or injury.

2.  Any application of a control device, less lethal munitions, to include
K-9 or the taser. :

3. ‘Where the individual has been rendered unconscious.

Medical Attention for Injuries Sustained Using Force

A. ' Medical assistance shall be sought immediately for any person who has
sustained visible injury, is complaining of injury, who has been rendered
unconscious or suffered a seizure.

Supervisor Responsibility Regardless of Response or Not:

A. Obtain basic facts from involved officers.

B. Ensure all injured parties are treated medically including officers. Comply
with county and state reporting requirements for injured workers.

C. If warranted, separately interview the injured subject to whom force was
applied. '

D. Ensure physical corroborative evidence is collected and processed, such as,
photos, crime scene diagrams, audio tapes, etc.

E. Make reasonable attempts to ensure all witnesses are identified and -
interviewed.

Review and approve all related reports.

G. Be cognizant of, and adhere to, appropriate protocols relating to internal
affairs investigation and anticipatory civil litigation potentials.

H. Notify the chain of command to ensure management staff has all relevant

and timely information.
2 R e

STEVE ROBBINS, Sheriff-Coroner
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SUBJECT: ELECTRONIC CONTROL DEVICES (TASER DEVICES)

POLICY

It shall be the policy of this Office to authorize the use of Taser brand, electronic control devices by
deputies trained in their appropriate use under the specific conditions and guidelines set forth in this
procedure and Sheriff’s Office Policy 0.86 — Use of Force. This official procedure shall establish
the proper use of Tasers, assuring for maximum safety of officers as well as citizens. :

PURPOSE

To establish guidelines for the deployment and use of the Taser energy conducted weapon.
REFERENCES |

Sheriff’s Office Policy 0.86 Use of Force
Sheriff’s Office Policy O.56 Less than Lethal Devices
Taser International Instruction Manual and Certification Requirements for the Taser device

currently deployed.

DEFINITIONS

“Taser” - An electro-muscular disruption device that disrupts the body’s ability to communicate
messages from the brain to the muscles causing temporary. motor skill dysfunction to a subject.
"Taser" is a brand name for an electronic control device.

“Drive Stun” - An alternate function of the Taser is to stun a subject by making direct contact with
the body after the air cartridge has been expended or removed. A

“Air Cartridge” - A replaceable cartridge for the Taser which uses compressed nitrogen to fire two
barbed probes on thin connecting wires sending a high voltage/low current signal into a subject.

“Less Lethal Force” - Is that force which law enforcement uses with the knowledge that the force
has the possibility of causing death or serious bodily injury (as opposed to a substantial risk of
causing death or serious bodily injury). This force is used to protect the subject from harming
bimself or others, overcome resistance, and effect arrest as necessary and be consistent with
Sheriff’s Office Policy 0.86 — Use of Force.
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PROCEDURE

L

IL

Before/During Use of Taser

A

H.

L

Use of the Taser is restricted to deputies who have participated in and completed a
full course of instruction in the use of the Taser from Sherif’s Office Taser

instructors.

The Taser may be carried, on duty, in a department-approved holster by trained and
certified personnel. The holster shall be carried opposite of the duty sidearm on the
duty belt. -

The use of the Taser shall be considered a use of force and therefore shall only be
used according to the law as is reasonable or necessary, consistent with Sheriff’s
Policy 0.86-Use of Force '

The Taser may be used to overcome resistance from subjects who the officer
reasonably believes present an immediate, credible threat to the safety of the
officer(s), the public, or whenever an officer reasonably believes that a subject poses
an immediate, credible threat to the subject’s own safety.

Absent exigent circumstances,‘ :deputies should avoid activating multiple Taser

devices against a single subject at the same time.

In general, the Taser should be deployed for the shortest period possible to take a
subject safely into custody. After each application of the Taser, deputies should
weigh the circumstances involved to determine whether additional Taser discharges
would be effective in safely taking the subject into custody or whether other force
options should be considered. Generally, deputies utilizing the Taser to overcome
resistance from an individual should not activate the Taser against the same person
for more than three (3) five-second cycles.

The Taser is intended to be an alternative to the use of other types of force and is not
a replacement for the baton or approved firearms.

The Taser shall not be used against prisoners or persons once they have been
controlled and secured. :

The Taser shall not be used to punish.

Considerations

A.

A Taser shall not be used if the officer has reason to believe:
1. The person(s) have been exposed to a flammable Hquid or fumes.

2. The person(s) are in a flammable or explosive environment such as
clandestine labs. ' ‘
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3. The j:erson(s) have been in contact with another law enforcement agency and
it is possible that the person(s) have been exposed to a potentially flammable
‘type of oleoresin capsicum spray. ”
4. On a person who is passively resisting.
5. Asa prdd or escort device.

6. To arouse unconscious, impaired, or intoxicated individuals.

Absent exigent circumstances, the Taser should not knowingly be used to gain
compliance from the following people:

1. Pregnant females - .

2. Elderly or known physically handicapped persc;ns.
3. | Persons who might fall from significant heights

4. Persons who are in or near a body of water.

5. Childen |

Whenever it is strategically correct and physically possible, the officer should

- advise the person that a Taser is going to be discharged. This verbal

announcement may result in obtaining compliance from the person and avoid
deployment. The fact that a verbal warning was given (or reasons why one
was not given) shall be documented in the officer’s report.

Whenever a Taser is to be deployed, if it is strategically correct and physically
possible, the deploying deputy should make other deputies on scene understand that
the Taser is about to be deployed and that this application of force is NOT LETHAL
FORCE. This should be done prior to the deployment of the Taser if at all possible.

Whenever possible, steps should be taken to gather additional support prior to the
use of the Taser. Additional deputies should be deployed during the use of the Taser
so that they can quickly take a suspect into custody. '

No deputy shall simultaneously draw and point a Taser and any firearm. (There |
may be overlap while transitioning.) R :

The Taser shall not be purposely fired at the head, neck, or genital area. The
Taser and its laser beam shall not be intentionally aimed at any person’s eyes.

3 III.  Procedures after use of the Taser

A.

Discontinue the use of the Taser after the suspect is restrained or surrenders.

3
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Haﬁdcuﬁ' the suspect.

Check breathing and pulse, provide emergenc'y first aid as r;tecessary.

Search the suspect.

Evaluate whether paramedics or ambulance personnel need to respond to the location

where the Taser has been deployed. In a custodial setting, jail medical personnel
shall be asked to respond to the scene. Ask that medical assistance be given to those

who require it.

. If medical personnel are called to the scene, ask that they assist in the removal of

Taser probes as needed.

IF THE PERSON WHO HAS BEEN EXPOSED TO THE TASER LOSES
CONSCIOUSNESS, OFFICERS WILL IMMEDIATELY REQUEST FIRE
AND AMBULANCE PERSONNEL EXPEDITE THEIR RESPONSE TO THE

SCENE.

If medical personnel are unable to‘respond or their response is deemed to be
unreasonable, then the deputy (deputies) involved will give that medical attention

they are able to render.

Deputies will use discretion before attempting to remove Taser probes if the subject
is combative or if the location of the probes is in the face, neck, head, groin, female

breasts, or are deeply embedded. In such cases deputies may choose to transport the
subject to a medical facility for medical care and probe removal.

Deputies should i inspect the probes after removal to ensure that the entire probe and
probe barbs have been removed. In the event that any part of the probe is still
embedded in the subject’s skin, the deputy will notify the appropriate medlcal
personnel to facilitate the removal of the object.

Transport all persons who have been Tased to the nearest hospital for evaluation by
medical professionals. The transporting officer shall advise medical staff that the
person has been subjected to the Taser device as well as the time of occurrence.

Advise the Bureau Watch Commander (Operations or Detention, as appropriate) that
the Taser has been used. The Watch Commander will respond to the scene of any

Taser deployment if possible.

Following a medical evaluation transport the suspect to the county jail for booking as
appropriate.

Once at the Jail advise the Detention Bureau Watch Commaﬂder as well as jail
medical personnel that the person(s) being booked into custody have been exposed to
the Taser. .
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Document in the “notes” section of the Santa Cruz Field Arrest Form that the T: aser
has been utilized. - e

On every occasion where a deputy utilizes a Taser to gain compliance from a person
a report shall be written documenting the circumstances. This includes all incidents
where the Taser is taken from its holster to assist in gaining compliance from a
subject whether the Taser is actually discharged or not.

1. P

The reports shall be completed and submitted to the Watch Commander prior

a.

i to the employee finishing his/her shift. T
The report shall include: | |

a’ The suspect’s specific actions and behavior that reqmred the

' deployment of the device.

b. Documentation of the type and number of verbal warnings that were
given to the subject (or reasons why one was not given) prior to
deployment of the Taser device.

c. Identification of all persons’ present at the time of taser activation.

d. Identification of all persons present during the de-escalation and
medical examination process.

e. Description of any observable marks or injuries to the suspect.

f. Complaints or statements made by the suspect.

Detailed description of any refusal for medical attention.

h. Statements from witnesses |

i.  Sheriff’s Office Crime Report case number. Case numbers shall be
listed on all documents.

j- Any other relevant information regarding the incident.

~ Evidence report(s) shall be completed and should include:

Discharged Taser cartridges and samples of AFID (Anti-Felon
Identification) “microdots™ will be collected and placed into evidence
whenever possible. -

Probes should be handled and disposed of as biohazard “sharps.”

5
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c. When preparing reports regarding the use of the Taser deputies will
include the serial number of Taser(s) used and the serial number of
the Taser air cartridge(s) that were deployed.

d. Photographs will be taken of any contact site or probe impact sites
and any other injuries if applicable. Close-up photos shall be taken in
a manner that establishes proper scale to document the size and
location of the marks. The time, location and photographer’s name
shall be included in the report.

The Watch Commander will ensure that a copy of the incident/crime and
evidence report are forwarded to the following locations:

a. Sheriff’s Records (if applicable)
b.  Sheriff’s Property (if applicable)
c. Sheriff’s Investigations Division Lieutenant

Once this record of Taser use has been downloaded from the Taser(s)
involved, those reports(s) shall also be forwarded to Sheriff’s Office records
to be attached to the original report(s) prepared to document the crime (or
incident).

Any accidental discharge of the Taser shall be immediately reported to the on
duty Watch Commander. A report shall be completed covering the
circumstances of the accidental discharge. An investigation will be initiated
if anyone was struck by the accidental discharge.

St R oblrs

STEVE ROBBINS, Sheriff-Coroner
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SUBJECT: BODY FLUID EXPOSURE RESPONSE PLAN

POLICY

It shall be the policy of this Office to provide information and medical treatment to
employees regarding exposure to various contagious diseases.

PURPOSE

To prescribe a specific response by Sheriff’s Office employees and supervisors to body
fluid exposure. Specific goals of this policy are: : : '

To assist in identification of body fluid exposure

To provide immediate, effective medical treatment for employees, .
To educate, counsel and inform employees regarding the nature of exposure to
disease and to promote rational and effective responses by employees and their

~ supervisors.
 To provide a procedure, as prescribed by the Health and Safety Code, which
allows the testing of defendant and victim blood for pathogens.

REFERENCES
California Heath and Safety Code 1797.186, 1797.188, 121060 through 121070. Penal

Code sections 1524.1, 7500 through 7505. National Red Cross, U.S. Dept. of Justice,
Centers for Disease Control, Institute of Medicine, Dominican Hospital Santa Cruz.

- DEFINITIONS

Body Fluids: Blood, urine, semen, vaginal secretions, vomitus, feces, tears, saliva,
and respitory secretions. : ‘

HIV: Human Immunodeficiency Virus, originally called T-Cell
~ Lymphu'opic Virus type III (HTLV-III)

AIDS: Acquired Immune Deficiency Syndrome, caused by infection of the
: HIV Virus . ~
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Identification of persons infected with HIV or Hepatitus cannot be made based on
appearances. For purposes of maximum protection and infection prevention, employees
are urged to accept the premise that EVERY PERSON MAY BE INFECTED with a
contagious and/or health threatening disease and to practice “universal precautions.”
Universal precautions include the use of a barrier, such as gloves, masks or eyewear, to
prevent skin and mucus membrane contamination with blood or body fluids. Keep all
skin defects such as cuts, abrasions, ulcers and areas of dermatitis covered with a
bandage. Wash hands and other skin surfaces immediately if contaminated with blood or
other body fluids.

Exposure to HIV, Hepatitis and Tetanus can occur in the following ways:

e A wound caused by a sharp object contaminated by blood or blood products,

® A splash of blood or blood products on to an open wound or an area of
dermatitis, : ‘

e Contact of blood or other body fluids with mucous membrane such as eyes,
mouth, nose or genitalia. \

These types of exposures may occur during direct mouth-to-mouth CPR, human bites,
body fluid splashed into the face and needle punctures by hypodermic syringes.

PROCEDURE
A. Reporting by employee

1. Any Sheriff’s Office employee having identified an exposure, or potential
exposure, shall immediately contact their supervisor and report the event.

- In the absence of a supervisor, they will report the event to the Patrol
Division on-duty Watch Commander. Detention Bureau staff will contact
the on-duty supervisor. In the absence of a supervisor, they will notify the -
Detention Bureau Watch Commander and report the event .

B. Reporting by Supervisor

1. = Upon being notified by an employee of an exposure or potential exposure
to body fluids, the supervisor shall take immediate action. The supervisor
shall direct the employee to the Dominican Hospital Emergency Room for
evaluation and consultation with the on-duty physician as soon as
possible.

2. If the exposed employee works in the Detention Bureau, the supervisor
will contact the Main Jail Medical Unit to determine if there are any
immediate steps that are available to mitigate risks, followed by evaluation
and consultation at Dominican Hospital as described above.
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Appropriate Workers Compensation forms will be filled out as soon as
possible. A separate Sheriff’s Office incident report will be written as

well. -

C. ’ Evaluation of Exposure

i .

All Sheriff employees will be evaluated by the aforementioned medical
providers. Ifit is determined that the employees need medical attention,
the employee will receive attention from the closest emergency room

available.

D.  Testing Prisoners for Pathogens

1.

Peace Officers

Health and Safety Code 121060 permits a court to order a defendant or
minor to provide two specimens of blood for testing in the following
circumstances:

a.

Suspect is charged in a criminal complaint or juvenile petition;

- AND

Suspect interfered with the official duties of a peace officer, fire

- fighter or emergency personnel; AND

Suspect interfered with listed individual by biting, scratching,
spitting or transferring blood or other bodily fluids on, upon or
through the skin or membranes of the listed individuals.

If the above circumstances exist, the affected employee shall
contact the Detective Division. The Detective Division will apply
for a court order to obtain reference