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SAN ANGELO POLICE DEPARTMENT STANDARD OPERATIONAL MANUAL

The San Angelo Police Department’s Standard Operational Procedures Manual is updated annually. The current policies and procedures in this manual will become effective on 1/01/2012.

This manual includes all current general orders, policies, and procedures of the San Angelo Police Department. Every Officer and Civilian will have access to an electronic version of the Policy Manual available on the Intranet and MDCs.  You will no longer be issued a hard copy of the manual.  Each Employee will receive an email when there have been any updates to the Policy Manual including General Orders and it is each Employee’s responsibility for reviewing these changes and charged with the duty to know and adhere to the policies in the General Duty Manual.  

This manual and the policies and procedures contained within are the sole property of the San Angelo Police Department and the City of San Angelo.

The San Angelo Police Department Standard Operational Manual, general orders, policies, procedures and/or contents contained within the manual will not be released to anyone without the effective consent of the Chief of Police. It will be turned in upon separation from this department. 

The orders contained herein shall govern in the event of conflict with orders existing prior to January 1, 2012.

I, ___________________________________, am responsible for knowing and reviewing the policies and procedures of the San Angelo Police Department which are available to me on the Department’s Intranet Site and or the MDCs in the patrol units. 

_______________________________                                      ________________

                 Signature                                                                           Date

_______________________________                                      ________________

            Issued by (Signature)                                                             Date 
Policy Changes for 2011

The General Duty Manual is now available electronically on the Departments intranet site under the Forms tab, below the Reference heading.  It will also be available under the Patrol Reference folder on the MDCs.  We will no longer issue you a hard copy of the manual. You will be able to access the manual from your desktop or from your MDC in your patrol unit.  We will send out an email when there have been any updates to the Policy Manual and it is each employee’s responsibility for reviewing these changes and charged with the duty to know and adhere to the policies in the General Duty Manual.  

The policy manual has been divided into seven (7) different sections and the policies have been separated and placed into sections that deal with specific areas of your job. These sections are: 

Section 1 - Law Enforcement Role, Responsibility and Relationships

Section 2 - Organization, Management and Administration

Section 3 - Personnel Structures and Process

Section 4 - Law Enforcement Operations

Section 5 - Traffic Operations

Section 6 - Operations Support  

Section 7 - Auxiliary and Technical Services

Several existing policies have been pulled from current chapters in the policy manual and have been made into separate chapters for easy reference. Some of our chapters were very large (example: Patrol and General Rules and Regulations) and it would take time to scroll through these chapters in an electronic format to locate a particular policy.  The changes were made so you can click on a particular chapter in the table of contents and go right to that policy. We have also renumbered all of our policies so that when it becomes necessary to add additional polices we can put the policy under the section it where it belongs instead of at the end of the manual. 

Changes to policies are as follows:   

Section 1
Law Enforcement Role, Responsibility and Relationships
New Policy#
Old Policy#

1.01
2-B
Declaration of Ethics 
1.07B

Law Enforcement Code of Ethics

1.02
2-C
Oath of Office 

1.03
1.06
Legal Authority and (Discretion new addition suggested) 

1.04
17
Public Information

1.05
13
Response to Resistance

1.06
47
Search and Seizure

1.07
48
Asset Seizure and Forfeiture 

1.08
52
Arrest Immunities & Handling Foreign National

Section 2
Organization, Management and Administration

New Policy #
Old Policy #

2.01
1.01
Departments Mission and Policy Statement 


1.03
2.02
1.05
Command Structure Organization and Administration, 



1.04
Definitions

2.03
3
General Orders, Memos, Etc.

2.04
4.09
Capital Asset Inventory,


4.03
Special Use Equipment

2.05
10.07
Administration Petty Cash and Alarm Permits,

12.05
Cash Transactions Records
2.06
12
Records Management

2.07
18.21
Personnel Files, TCLEOSE, Medical Records,



Professional Standards Files

Section 3
Personnel Structures and Process
New Policy #
Old Policy #

3.01
2E
Assignment of Personnel, Transfers

3.02
2H24
Time Off Policy


2H25
Overtime 


2H29
Military Time


2H28
Donated Sick Time

3.03
2
Code of Conduct  
3.04
2G 21
Sexual and Unlawful Harassment

3.05
55
Social Networking

3.06
18
Prof Stds. /Investigations

3.07
2I
Off Duty Employment/Department Managed Off Duty Employment

3.08
2H32
Department Security and Visitor Pass

3.09
New
Employee Vehicle Accident and Injury Prevention  


16.08
Accident Review Board

3.10
38
Background Investigations

3.11
2H
Administrative Rules and Procedures


G-57
Recruiting of Employees for Union


G-58
Nepotism

3.12
10
Travel Expenses

3.13
49
Confidential Funds

3.14
11
Department Telephone Systems

11.03
Department Radio System

3.15
11.05
MDC Laptop Operational Procedures

3.16
12.06
Department Computers

3.17
54
Bilingual Certification Pay

3.18
6
National Anthem & Colors

3.19
7
Awards and Decorations

3.20
5
Grooming Standards

3.21
4
Authorized Uniform

3.22
4.06
Body Armor

3.23
16.08
Accident Review Board

Section 4
Law Enforcement Operations

New Policy #
Old Policy #

4.01
20.01
Patrol Organization

20.02


20.04
Briefings

4.02
16
Driving, Maintaining & Parking Vehicles

4.03
20.08
Escorts for Sick and Injured

4.04
20.09
Shoplifting Arrests
4.05
20.10
Prisoner Transportation and Use of Restraining Devices

4.06
20.11
Crime Scene Processing

4.07
28.01
Preliminary Investigations


28.02


28.03
Follow-up Investigations


28.04
Death Investigations


28.05
Sexual Assault Investigations


28.06
Child Abuse and Neglect


28.07
Unauthorized Use of a Vehicle

4.08
20.12
City Warrants/PR Bonds

4.09
20.07
Alarms

4.10
20.06
Domestic Violence/Emergency Protective Orders

4.11
20.14
Biased Based 

4.12
20.13
Mobile Video Recording System

4.13
29
Eye Witness Identification
4.14
23
Vehicle Pursuits

4.15
New
Weapon Mounted Lights

4.16
24
Bomb Threats

4.17
25
Handling the Mentally Ill

4.18
26
Hazardous/Radioactive Material

4.19
32
Officer Involved Shootings                                                                                                                                                         
4.20
34
Missing Persons

4.21
33
Juvenile Offenders 

4.22
27
Patrol Canine Program

4.23
19
Critical Incident Management

4.24
44
Special Weapons and Tactics

4.25
45
Hostage Negotiation Team

4.26
46
Informant Management and Utilization

4.27
36
Firearms

4.28
53
Sex Offender Program

4.29
New
Civil Disturbances and Mass Arrests

4.30
43
Blood borne Pathogens & Exposure Control

4.31
31
Evidence

4.32
15
Assigned Vehicle Program
4.33
14
Civilian Operators and Riders of Department vehicles

Section 5
Traffic Operations

New Policy #
Old Policy #

5.01
21.01
Traffic Officer Call Out


21.03
Traffic Accident Investigations


21.05
Fatality Traffic Accidents


21.06
Traffic Accidents Involving City Vehicles


21.07
Police Officers Witness to Traffic Accidents

5.02
21.04
Hit & Run Investigations 

5.03
21.08
Traffic Enforcement

5.04
21.08C
Tint Meter

5.05
21.08A
Radar

21.08B
LIDAR Operation

5.06
21.09
Traffic Citations

5.07
22.01
Towing of Vehicles


22.02
Authorized Impoundments


22.03
Impounding Vehicles


22.04
Releasing Vehicles at the Scene 

5.08
22.05
Vehicle Inventories

5.09
New
License Plate Reader

Section 6
Operations Support

New Policy #
Old Policy #

6.01
30
Crime Scene Investigation/ID

6.02
35
Narcotic Division

6.03
37
Police Training Requirements
6.04
39
Trainee Policy

6.05
40
PTO Program

6.06
41
Forms
Section 7
Auxiliary and Technical Services

New Policy #
Old Policy #

7.01
50
Part Time Police Officers

7.02
51
Volunteers in Policing

7.03
42
Reserve Officer Program

7.04
8
Honor Guard

7.05
13
Chaplain

Changes to policies:

Chapter 1.01 – Employee Declaration of Ethics:
Added: employees are to respect the rights of individuals and will not engage in discrimination, oppression or favoritism. (BP 2.17)

Chapter 1.03 – Legal Authority and Discretion:

Added policy on officer discretion and officers taking enforcement action while off duty. 

Chapter 1.05 – Response to Resistance:
Medical Aid after Using Force. Medical treatment should be provided to any person who has sustained an injury, to persons who request it, or to persons experiencing an adverse reaction in connection with any incident involving an officer’s response to resistance. (BP 6.07) 
New procedures for Officers and Supervisors documenting and approving Response to Resistance using the Blue Team entry system.   

Annual Use of Deadly Force Training – added annual training on the use of any firearm used in the course of law enforcement duties. This training will be given at one of the firearms qualifications each year. (BP 3.02)                                                               

Chapter 1.06 – Search and Seizure:                                                                                                       Conducting Consent Searches - added an officer must have a reasonable articulable suspicion that the person is involved in criminal activity and the officer must document that suspicion after conducting a consent search in an offense report or FI card if no arrest is made. 

Expanded the definition and use of an FI Card – to include gathering intelligence information, documenting consent searches when no arrest was made and identifying persons the officer believes are involved in criminal activity.

Additional procedures on how to obtain a search warrant added. (BP 7.06)

Procedures added on body cavity search, supervisor approval, conducted by medically trained personnel. (BP 10.15)

Strip Searches – Chapter 4.05 and 1.06 outlines procedures to follow when conducting strip searches, requires supervisory approval and must be conducted by personnel of the same sex as arrested person. Document information relevant information for conducting the search such as date and place of the search , identity of the officer conducting the search, those present during the search, the supervisor who approved the search,  a detailed description of the nature and extent of the search.   (BP 10.14)

Chapter 3.03 Code of Conduct:
Inappropriate Relationships: Personnel will not establish an inappropriate social relationship with persons who they have come into acquaintance with as a victim, witness, suspect or defendant of an agency investigation (added) while such case is being investigated or prosecuted as a result of such investigation. (BP 2.18) 
Chapter 3.04 – Sexual and other Unlawful Harassment: 

Establishes separate policy. Added “other Unlawful Harassment” to existing policy, definitions of other unlawful harassment and hostile work environment. (BP 2.11)

Chapter 3.06 – Professional Standards:

Added- intentional misrepresentation of facts, false or misleading statements to a superior officer or professional standards investigator when questioned or interviewed, regardless of form to Matrix as a Category E violation. Time limit added on when disciplinary action will be administered. (BP 2.05) Establishes Accident Matrix to conform to the City’s Accident Policy of progressive discipline involving the number of preventable accidents in a defined period of time. 

Chapter 3.09 – Employee Vehicle Accident and Injury Prevention:
Created new policy outlining employee’s responsibility for safety, city vehicle accident and injury reporting and investigation procedures.  (BP 2.14)

Chapter 3.11 – Administrative Rules and Procedures:

Personal Injury and Property Damage Investigations – Added if an employee is involved in a vehicle accident resulting in serious bodily injury or death of a person the employee will be placed on administrative assignment until a review of the accident can be conducted. (BP 6.08). Added Smoking is prohibited in All Department vehicles, formerly only prohibited in fleet vehicles.  

Chapter 3.15 – MDC Laptop Operational Procedures:
Establishes  separate policy for MDC’s and laptops adds computer systems capable of receiving any TLETS (NCIC or TCIC) or I Leads information may not be powered on or in use in non-secure facilities. 
Chapter 3.16 – Department Computers: 
Establishes separate policy, added Department policy for removing hard drives from department computer before sale. 

Chapter 3.22 - Body Armor:
Establishes separate policy for body armor. Added IACP recommendations for mandatory wear of body armor for employees engaged in enforcement activities. (BP 7.23)

Chapter 3.23 - Accident/Injury Review Board 

Adds on the job employee injuries to be reviewed by the board. Establishes membership configuration of the board and the agenda for the board to follow.  Eliminates the “point value system” and tasks the board with determining if the accident or injury was preventable or non-preventable.
Chapter 4.05 - Prisoner Searching, Use of Restraining Devices & Transportation:

Establishes separate policy. Added policy for the security of prisoner’s property during transport and until the property is turned over to jail personnel. (BP 10.10)

Procedures and supervisor approval added for conducting strip searches. (BP 10.14)

Added officer’s responsibility for monitoring prisoner for illness during transport;  prohibits seriously ill or injured prisoners from being transported in a police unit;  policy on how to seek medical assistance for prisoners who become ill or injured during transport and prior to delivery to the jail. (BP 10.12)

Chapter 4.02 – Driving, Maintaining & Parking Department Vehicles:

Eliminates Code 2 response, defines emergency and routine driving, and defines new driving rules and Code 1 and Code 3 responses. Defines types of emergency calls that an officer may respond Code 3.

Chapter 4.10 – Domestic Violence:

Requirement that the chain of command be notified when an officer is personally involved in a domestic violence incident. The responding supervisor shall determine if it is necessary to call CID and Professional Standards.
Chapter 4.13 – Eye Witness Identification:

New procedures outlining state mandated changes for conducting photo lineups and show-ups (field identifications).  
Chapter 4.15 – Weapon Mounted Lights: 
New policy for weapon mounted lights, previously put out as a directive. 
Chapter 4.19 – Officer Involved Shooting:
Clarified policy on removal of officer from line duty after being involved in a deadly force incident to a minimum three day administrative assignment or until a preliminary administrative review has been conducted of the incident. (BP 6.08)

Chapter 4.20 – Missing Persons:

Requirement of having the parent or guardian fill out a missing persons questionnaire and sign the form. The officer will complete the front of the form and parent the back side.  The form will be turned into the Records Section. This form does not eliminate writing an offense report. New questionnaire is attached at the end of Chapter 4.20.
Chapter 4.23 - Critical Incident Management:

Added evacuation of bystanders / injured Persons – Patrol Officers responsibility at a critical incident outlined. (BP 8.01)

Debriefing to be conducted after each critical incident by CIMT (Critical Incident Management Team) HNT and SWAT and Action Report to be completed by the Critical Incident Commander after critical incident. (8.08)
Chapter 4.29 – Civil Disturbances and Mass Arrests: 
New Policy - The purpose of this policy to establish guidelines for managing crowds and preserving the peace during demonstrations and civil disturbances. (BP 8.07)

Chapter 4.31 – Evidence:
Policy addressed on the handling of syringes and exposed needles. Responsibilities of Property Room Supervisor - Clarified responsibilities of evidence supervisor; clarified procedures to be followed for evidence/property room inspection, clarified procedures when and how to conduct evidence/property room inventories. (BP 12.07, 12.08)

Chapter 5.01 – Traffic Accident Investigation: 
Establishes separate policy for only traffic investigation; Added initial response for communications personnel and how officers are to respond to minor, major and unknown traffic accidents. (BP 7.16)

Chapter 5.06 – Citations:
Establishes separate policy for citations. Additions to this chapter include:
Policy that officers must provide an opportunity for violators to sign citations for the offenses of speeding and open container and that arrest for these offenses may be made only if violator refuses to sign the citation.

Policy that each individual officer is allowed and expected to use their discretion as to the enforcement action to be taken in each traffic offense. 
Policy that requires an offense report in addition to a citation when violator refuses to sign the citation and for a class C offense that is not considered a traffic violation where a citation has been issued.   (BP 7.28)

Chapter 5.07 – Towing of Vehicles:

Added- attempt will be made to contact the registered owner of any abandoned or illegally parked vehicle which is being towed pursuant to 5.07, A., B., C., or D. If the registered owner can respond to the scene in a timely manner to move the vehicle the officer will release the vehicle to the owner. 

Chapter 5.09 – Automated License Plate Reader:

New policy
Chapter 6.03 – Police Training Requirements:
Policy added on compiling and maintaining training records on both sworn and non-sworn employees. (BP 3.05)
Chapter 6.05 – PTO Program:

A Probationary Police Officer should rotate between PTO’s after each training phase is completed and shall be assigned to at least two different shifts during the Field Training program. (BP 3.16)

