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CHIEF'S PREFACE

Our policy manual is the foundation for all of the department’'s operations. As such, it is not a
stagnant document but rather an ever-changing product of lawful practices and procedures that
are essential in providing guidance and direction to every member of our organization. The manual
is updated biannually in order to incorporate best practices, new mandated requirements/laws and
address any corrections. In short, the policy manual provides us with information to act decisively,
consistently, and legally while promoting confidence and professional conduct.

It is expected that all members of the Department continually review our policy manual, including
biannual updates, to ensure familiarity with current procedures in a profession that is constantly
changing. Such knowledge will support our efforts in maintaining our Department values: Service
to our community, integrity, responsibility and accountability, professionalism, and pride. If at any
time clarification is needed in regards policy manual content, | encourage you to contact your
immediate supervisor or the Professional Standards Bureau.

Maintaining our goals of constitutional policing, procedural justice and living by the Code of Ethics
will support a healthy and positive relationship with the communities we serve. Law Enforcement
is a noble profession and you should be proud each and every day to don the uniform and make
a difference.

Thank you,
Chief Aviv Bar
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VALUES STATEMENT
VALUE STATEMENT

The City of Whittier Police Department recognizes that our contribution to the quality of life and
a safe environment in our community is through the provision of professional law enforcement
services. We will meet the challenge of providing these services by basing our thoughts and
actions on the following shared values:

SERVICE TO OUR COMMUNITY:

We value the opportunity to provide service in a manner which is fair, courteous, responsive and
efficient An attitude of respect and the protection of the worth, dignity and rights of all we service
is the foundation of our law enforcement organization.

INTEGRITY:

We value candor, honesty and ethical behavior in the members of our department. We are
committed to uphold our positions of trust by maintaining the highest ethical standards as set forth
in the Code of Professional Conduct for California peace officers and the Law Enforcement Code
of Ethics.

RESPONSIBILITY AND ACCOUNTABILITY:

We value the need for effective use of our resources and open lines of communication with our
citizens, we will be responsible for our actions, willing to admit our mistakes and ensure that our
behavior earns the support and trust of all segments of the public.

PROFESSIONALISM:

We value having a clear sense of commitment, perspective and direction. They are developed
by creating an environment that encourages teamwork, innovation and constant evaluation. The
professional attitude is dedicated to quality, timeliness and excellence in our service to the
community.

PRIDE:

We believe our work to be a source of enjoyment and satisfaction. We are proud of our
accomplishments as an integral part of the community.

QUALITY PEOPLE QUALITY SERVICE

Copyright Lexipol, LLC 2024/03/29, All Rights Reserved. Values Statement - 2
Published with permission by Whittier Police Department



Whittier Police Department
Whittier PD Policy Manual

Table of Contents

Chief's Preface . . . . . . . . . . . . . . . . . . . . . . . . .1
Values Statement . . . . . . . . . . . L Lo 2
Chapter 1 - Law Enforcement Role and Authority . . . . . . . . . . . . . 8
100 - Law Enforcement Authority. . . . . . . . . . . . . . . . . . . 9
102 - Chief Executive Officer. . . . . . . . . . . . . . . . . . . . 12
103 - Oath of Office. . . . . . . . . . . . . . . . . . . . . . . 13
105 - Policy Manual. . . . O
106 - Law Enforcement Code of Ethlcs Ce e e e 18
Chapter 2 - Organization and Administraton . . . . . . . . . . . . . . 19
200 - Organizational Structure and Responsibility. . . . . . . . . . . . . 20
201 - Police Facility Use and Maintenance. . . . . . . . . . . . . . . 25
204 - Departmental Directive. . . . . . . . . . . . . . . . . . . . 30
208 - Training. . . e i
212 - Electronic/Voice Ma|l C e e 34
214 - Administrative Communications. . . . . . . . . . . . . . . . . 37
216 - Staffing Levels. . . . e e 38
218 - License to Carry a F|rearm C e e e e e e 39
219 - Department Security. . . . . . . . . . ... 47
220 - Retiree Concealed Firearms. . . . . . . . . . . . . . . . . . 49
Chapter 3 - General Operations . . . . . . . . . . . . . . . . . . . b4
300 -Useof Force. . . . . . . . . . . . . . . . . . . . . . . 5
302 - Deadly Force Review. . . . . . . . . . . . . . . . . . .. 65
306 - Handcuffing and Restraints. . . . . . . . . . . . . . . . . . 66
308 - Control Devices and Techniques. . . . . . . . . . . . . . . . 71
309 - Conducted Energy Device. . . e . ... ... T8
310 - Officer-Involved Shootings and Deaths. e < X
312 - Firearms. . . . . . ... 92
314 - Vehicle Pursuits. . . . . . . . . . L ..o 105
316 - Officer Response to Calls. . . . . . . . . . . . . . . . . . 117
318 - Canines. . . . . .. L. 120
319 - Therapy Dog. . . . . . . . . . . . . ... 129
320 - Domestic Violence. . . . . . . . . . . . . . . . . . . . . 133
322 - Search and Seizure. . . e e e 140
326 - Senior and Disability Vlctlmlzatlon e 2
328 - Discriminatory Harassment. . . . . . . . . . . . . . . . . . 157
330 - Child Abuse. . . . . . . . . . . . . . . . . . . . . . . 1e3
332 - Missing Persons. . . . . . . . . . . Lo 171
334 - Public Alerts. . . . A
336 - Victim and Witness ASS|stance A o 7
337 - Hate Crimes. . . . . . . . . . . . . . . . . . . . . . . 186
Copyright Lexipol, LLC 2024/03/29, All Rights Reserved. Table of Contents - 3

Published with permission by Whittier Police Department



Whittier Police Department
Whittier PD Policy Manual

339 - Standards of Conduct. . . . . . . . . . . . . . . . . . . . 19
341 - Information Technology Use. . . . . . . . . . . . . . . . . . 198
343 - Report Preparation. . . . . . . . . . . . . . . . . . . . . 202
345 - Media Relations. . . Ce e e e e 206
347 - Subpoenas and Court Appearances. C e e e 210
349 - Reserve Officers. . . Ce e e e e e e e e 214
351 - Outside Agency ASS|stance e e 220
353 - Honor Guard. . . Ce e e e 222
355 - Registered Offender Informatlon Ce e 225
357 - Major Incident Notification. . . . . . . . . . . . . . . . . . 228
358 - Tactical Alert Plan. . . . . . . . . . . . . . . . . . . . . 23
359 - Death Investigation. . . . . . . . . . . . . . . . ... 235
361 - Identity Theft. . . . . . . . . . . . . . . . L. 238
363 - Private Persons Arrests. . . . . . . . . . . . . . . . . . . 23
367 - Limited English Proficiency Services. . . . . . . . . . . . . . . 241
372 - Mandatory Employer Notification. . . . . . . . . . . . . . . . 245
374 - Biological Samples. . . . . . . . . . . . . . . . . . . . . 247
375 - Facial Recognition. . . . . . . . . . . . . . . . . . . . . 252
376 - Chaplains. . . e e oo ... 255
380 - Child and Dependent Adult Safety Ce . .. .. . . . . . . . . 260
382 - Service Animals. . . . Ce e e e 264
389 - Department Use of Social Medla e e e 266
390 - Gun Violence Restraining Orders. . . . . . . . . . . . . . . . 210
Chapter 4 - Patrol Operations . . . . . . . . . . . . . . . . . .. 276
400 - Patrol Function. . . . . . . . . . . . . . . . . .. .o.o.2r7
402 - Bias-Based Policing. . . . . . . . . . . . . . . . L. ... 280
404 - Briefing Training. . . Ce e 283
406 - Crime and Disaster Scene Integrlty C e e e 284
407 - Neighborhood Watch Program. . . .. . . ... ... .. . . 286
409 - Loud Party Responses/Cost Recovery e e 289
411 - Ride-Along Policy. . . e s 292
412 - Labor/Management Dlsputes C e e e 297
413 - Hazardous Material Response. . . . . . . . . . . . . . . . . 304
415 - Hostage and Barricade Incidents. . . . . . . . . . . . . . . . 306
417 - Mounted Patrols. . . . . . . . . . . . . . Lo 313
416 - Response to Bomb Calls. . . . . . . . . . . . . . . . . . . 324
418 - Mental lllness Commitments. . . . . . . . . . . . . . . . . 329
420 - Cite and Release Policy. . . T e 7
422 - Foreign Diplomatic and Consular Representatlves .. . . . . . . . . 340
424 - Rapid Response and Deployment. . . . . . . . . . . . . . . . 344
425 - Body Worn Cameras (BWC). . . . . . . . . . . . . . . .. 347
428 - Immigration Violations. . . . . . . . . . . . . . . . . . . . 361
430 - Emergency Utility Service. . . . . . . . . . . . . . oL L. 367
432 - Patrol Rifles. . . . .. . . . . . . . . . . . 368
435 - Dual Sport Motorcycles/Greenway Trall T T
436 - Field Training Officer Program. . . . . . . . . . . . . . . . . 372
Copyright Lexipol, LLC 2024/03/29, All Rights Reserved. Table of Contents - 4

Published with permission by Whittier Police Department



Whittier Police Department
Whittier PD Policy Manual

438 - Obtaining Air Support. . . . R ' 4
440 - Contacts and Temporary Detentlons e . .. ... ... . . . 376
442 - Criminal Organizations. . . . . . . . . . . . . . . . . . . 382
444 - Watch Commanders. . . . . . . . . . ..o 388
448 - Mobile Digital Computer Use. . . . . . . . . . . . . . . . . 389
450 - Portable Audio/Video Recorders. . . . . . . . . . . . . . . . 393
452 - Medical Marijuana. . . .. . . . . . . . . . . 398
460 - Automated License Plate Readers (ALPRs) 4 [
466 - Public Recording of Law Enforcement Activity. . . . . . . . . . . . 409
467 - Crisis Intervention Incidents. . . . . . . . . . . . . . . . . . 412
468 - Medical Aid and Response. . . . . . . . . . . . . . . . . . 417
Chapter 5 - Traffic Operations . . . T b
500 - Traffic Function and Respon5|blllty e e e 422
502 - Traffic Collision Reporting. . . . . . . . . . . . . . . . . . 425
510 - Vehicle Towing and Release. . . . . . . . . . . . . . . . . 429
512 - Vehicle Impound Hearings. . . . . . . . . . . . . . . . . . 434
514 - Impaired Driving. . . . . . . . . . . Lo Lo 436
516 - Traffic Citations. . . e v
517 - Citation Correction and VIN Verlflcatlon e v
520 - Disabled Vehicles. . . . . . . . . . . . . . . . . . . . . 449
524 - 72-Hour Parking Violations. . . . . . . . . . . . . . . . . . 450
Chapter 6 - Investigation Operations . . . . . . . . . . . . . . . . . 4b2
600 - Investigation and Prosecution. . . . . . . . . . . . . . . . . 453
602 - Sexual Assault Investigations. . . . . . . . . . . . . . . . . 459
607 - Asset Forfeiture. . . . . . . . . . . . . . . . . . . . . . 464
609 - Informants. . . . e e e e e e 471
612 - Eyewitness Identlflcatlon .o S Y A 4
613 - Special Enforcement Team/Detectlve D|V|S|on Operatlng Funds. .o 481
615 - Unmanned Aerial System. . . . . . . . . . . . . . . . .. 483
Chapter 7 - Equipment. . . . . . . . . . . . . . . . . . . . . . 486
700 - Department Owned and Personal Property. . . . . . . . . . . . . 487
702 - Personal Communication Devices. . . . . . . . . . . . . . . . 489
703 - Critical Equipment Inspection Process. . . . . . . . . . . . . . 493
704 - Vehicle Maintenance. . . . . . . . . . . . . . . . . . . . 49
705 - Rescue Vehicle. . . . e oY
707 - Automatic Vehicle Locator (AVL) System Ce e e 498
708 - Personal Protective Equipment. . . . . . . . . . . . . . . . . 50O
709 - Military EQquipment. . . . . . . . . . . . . . . . . . . . . b0os
Chapter 8 - Support Services . . . . . . . . . . . . ..o 509
800 - Crime Analysis. . . . O o ¥ A0
802 - Communication Operatlons = 1 v
804 - Property and Evidence. . . . . . . . . . . . . . . ... 518
806 - Records Bureau. . . . . . . . . . . . ..o, 531
Copyright Lexipol, LLC 2024/03/29, All Rights Reserved. Table of Contents - 5

Published with permission by Whittier Police Department



Whittier Police Department
Whittier PD Policy Manual

807 - Digital Imaging. . . .. . . . . . . . . . . . 533
808 - Restoration of Firearm Serral Numbers Ce e e 536
810 - Records Maintenance and Release. . . . . . . . . . . . . . . 538
812 - Protected Information. . . . . . . . . . . . . . . . . . . . b6
Chapter 9 - Personnel . . . . . . . . . . . . . . . . . . . . . . b49
900 - Recruitment and Selection. . . . . . . . . . . . . . . . . . 550
902 - Evaluation of Employees. . . . . . . .« . . . . . . . . . . bbs
904 - Special Assignments and Promotrons - . . . . . . . . . 561
910 - Reporting of Arrests, Convictions, and Court Orders . . . . . . . . . boa
912 - Drug- and Alcohol-Free Workplace. . . . . . . . . . . . . . . 566
915 - Sick Leave. . . . . . . L Lo 570
916 - Shift Trades. . . . e . . ... ... ... . . . . 573
917 - Communicable Drseases e e . . .. .. ... . . . . . . . b7
919 - Smoking and Tobacco Use. . . . . . . . . . . . . . . b8
920 - Parking Regulations in Civic Center Complex e e 583
921 - Personnel Complaints. . . . . . . . . . . . . . . . . . . . b86
923 - SeatBelts. . . . . . . . . . . oL 600
925 - Body Armor. . . . . . . . . . . . . . . . . . . . . . . 602
927 - Personnel Records. . . . . . . . . . . . . . . ... 604
930 - Awards and Commendations. . . . . . . . . . . . . . . . . 614
931 - Fitness for Duty. . . e o I 4
932 - Meal Periods and Breaks C e e e 620
933 - Lactation Break Policy. . . . . . . . . . . . . . . . . .. 621
934 - Payroll Records. . . . .. . . . .. . . . . . 623
935 - Whittier Police Department Mentor Program e e e 624
936 - Overtime Compensation Requests. . . . . . . . . . . . . . . . 627
938 - Outside Employment. . . . . . . . . . . 635
940 - Occupational Disease and Work Related Injury Reportrng. e 640
942 - Personal Appearance Standards. . . . . . . . . . . . . . . . 642
943 - Uniform Regulations. . . e e 645
947 - Peer Support and Assistance Program e e 677
950 - Department Badges. . . . Ce e 682
952 - Temporary Modified-Duty Assrgnments .o Ce e 684
956 - Employee Speech, Expression and Social Networkrng Ce e 687
958 - Line-of-Duty Deaths. . . . Ce e 691
959 - Nepotism and Conflicting Relatronshrps {0 4
Attachments . . . C e e e 705
Victim's Rights Card JPG - Ce e e 706
WPD 709.4 Military Equipment Inventory Lrst pdf Y (X
WPD 709.4 Military Equipment Inventory List 7-22.pdf. . . . . . . . . . . 708
WPD CCW PROCESS.pdf. . . . . . . . . . . . . . . . . . . . 1709
WPD CCW TERMS OF USE .pdf. . . . e . . . . . . . . . T10
WPD 709.4 Military Equipment Inventory List 7 23 pdf. Ce e e e 711
WPD Senior-Disability Victimization Checklist.pdf. . . . . . . . . . . . . 712
Elder abuse addendum WPD .pdf. . . . . . . . . . . . . . . . . . 713
Copyright Lexipol, LLC 2024/03/29, All Rights Reserved. Table of Contents - 6

Published with permission by Whittier Police Department



Whittier Police Department
Whittier PD Policy Manual

Hate Crime Checklist.pdf. . . . . Ce e 714
Information Systems Security Policies. pdf Ce .o 715
Commission on Peace Officer Standards and Training Hate Crlmes Model Pollcy
2019.pdf. . . . . Y K&
Statutes and Legal Reqwrements pdf Ce e e e 717
Supplemental Hate Crime Report.pdf. . . . . . . . . . . . . . . . . 718
Copyright Lexipol, LLC 2024/03/29, All Rights Reserved. Table of Contents - 7

Published with permission by Whittier Police Department



Whittier Police Department
Whittier PD Policy Manual

Chapter 1 - Law Enforcement Role and Authority
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Law Enforcement Authority

100.1 PURPOSE AND SCOPE
The purpose of this policy is to affirm the authority of the members of the Whittier Police
Department to perform their functions based on established legal authority.

100.2 PEACE OFFICER POWERS
Sworn members of this department are authorized to exercise peace officer powers pursuant to
applicable state law (Penal Code § 830.1 et seq.).

100.2.1 ARREST AUTHORITY OUTSIDE THE JURISDICTION OF THE WHITTIER POLICE
DEPARTMENT

The arrest authority outside the jurisdiction of the Whittier Police Department includes (Penal Code
§ 830.1; Penal Code § 836):

(@) When the officer has probable cause to believe the person committed a felony.

(b) When the officer has probable cause to believe the person has committed a
misdemeanor in the presence of the officer and the officer reasonably believes there
is immediate danger to person or property or of escape.

(c) When the officer has probable cause to believe the person has committed a
misdemeanor for which an arrest is authorized even if not committed in the presence of
the officer such as certain domestic violence offenses and there is immediate danger
to person or property or of escape or the arrest is mandated by statute.

(d)  When authorized by a cross jurisdictional agreement with the jurisdiction in which the
arrest is made.

(e) In compliance with an arrest warrant.

On-duty arrests will not generally be made outside the jurisdiction of this department except in
cases of hot or fresh pursuit, while following up on crimes committed within the City, or while
assisting another agency.

On-duty officers who discover criminal activity outside the jurisdiction of the City should
when circumstances permit, consider contacting the agency having primary jurisdiction before
attempting an arrest.

100.2.2 ARREST AUTHORITY INSIDE THE JURISDICTION OF THE WHITTIER POLICE
DEPARTMENT

The arrest authority within the jurisdiction of the Whittier Police Department includes (Penal Code
§ 830.1; Penal Code § 836):

(@) When the officer has probable cause to believe the person has committed a felony,
whether or not committed in the presence of the officer.

(b) When the officer has probable cause to believe the person has committed a
misdemeanor in this jurisdiction and in the presence of the officer.
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(c) When the officer has probable cause to believe the person has committed a public
offense outside this jurisdiction, in the presence of the officer and the officer reasonably
believes there is an immediate danger to person or property, or of escape.

(d) When the officer has probable cause to believe the person has committed a
misdemeanor for which an arrest is authorized or required by statute even though the
offense has not been committed in the presence of the officer such as certain domestic
violence offenses.

(e) In compliance with an arrest warrant.

100.2.3 TIME OF MISDEMEANOR ARRESTS
Officers shall not arrest a person for a misdemeanor between the hours of 10:00 p.m. of any day

and 6:00 a.m. of the next day unless (Penal Code § 840):
(&) The arrest is made without a warrant pursuant to Penal Code § 836 which includes:
1. A misdemeanor committed in the presence of the officer.
2. Misdemeanor domestic violence offenses (See the Domestic Violence Policy).
(b) The arrest is made in a public place.
(c) The arrest is made with the person in custody pursuant to another lawful arrest.

(d) The arrest is made pursuant to a warrant which, for good cause shown, directs that it
may be served at any time of the day or night.

100.2.4 OREGON AUTHORITY

Sworn members of this department who enter the state of Oregon in order to provide or attempt to
provide law enforcement assistance have Oregon peace officer authority within 50 miles from the
California-Oregon border (ORS 133.405). Such authority shall only apply when officers are acting:

(@) Inresponse to a request for law enforcement assistance initiated by an Oregon sheriff,
constable, marshal, municipal police officer or member of the Oregon State Police.

(b) In response to a reasonable belief that emergency law enforcement assistance is
necessary to preserve life, and circumstances make it impractical for Oregon law
enforcement officials to formally request assistance.

(c) For the purpose of assisting Oregon law enforcement officials with emergency
assistance in response to criminal activity, traffic accidents, emergency incidents
or other similar public safety situations, regardless of whether an Oregon law
enforcement official is present at the scene of the incident.

Whittier Police Department officers have no authority to enforce Oregon traffic or motor vehicle
laws.

Whenever practicable, officers should seek permission from a department supervisor before
entering Oregon to provide law enforcement services. As soon as practicable, officers exercising
law enforcement authority in Oregon shall submit any appropriate written reports concerning the
incident to the Oregon agency having primary jurisdiction over the area in which the incident
occurred.
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100.3 POLICY
It is the policy of the Whittier Police Department to limit its members to only exercise the authority
granted to them by law.

While this department recognizes the power of peace officers to make arrests and take other
enforcement action, officers are encouraged to use sound discretion in the enforcement of the
law. This department does not tolerate the abuse of law enforcement authority.

100.4 INTERSTATE PEACE OFFICER POWERS
Peace officer powers may be extended to other states:

(@) As applicable under interstate compacts, memorandums of understanding or mutual
aid agreements in compliance with the laws of each state.

(b)  When an officer enters an adjoining state in close or fresh pursuit of a person believed
to have committed a felony (ARS § 13-3832; NRS 171.158; ORS 133.430).

The person arrested out of state must be taken without unnecessary delay before a magistrate of
the county in which the arrest was made (ARS § 13-3833; NRS 171.158; ORS 133.440).

100.5 CONSTITUTIONAL REQUIREMENTS
All members shall observe and comply with every person’s clearly established rights under the
United States and California Constitutions.
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102.1 PURPOSE AND SCOPE
The California Commission on Peace Officer Standards and Training (POST) has mandated that

all sworn officers and dispatchers employed within the State of California shall receive certification
by POST within prescribed time periods.

102.1.1 CHIEF EXECUTIVE OFFICER REQUIREMENTS
Any chief executive officer of this department appointed after January 1, 1999, shall, as a condition
of continued employment, complete the course of training prescribed by POST and obtain the
Basic Certificate by POST within two years of appointment.
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Oath of Office

103.1 PURPOSE AND SCOPE
The purpose of this policy is to ensure that oaths, when appropriate, are administered to

department members.

103.1.1 ASSOCIATED DOCUMENTATION
In addition, all sworn employees will read and acknowledge, by their signature, the following:

(&) Oath of office

(b) Officer code of ethics

()  Work environment characteristics
(d) Vision statement

(e) Expectation list

103.2 POLICY

It is the policy of the Whittier Police Department that, when appropriate, department members
affirm the oath of their office as an expression of commitment to the constitutional rights of those
served by the Department and the dedication of its members to their duties.

103.3 OATH OF OFFICE

All department members, when appropriate, shall take and subscribe to the oaths or affirmations
applicable to their positions. All sworn members shall be required to affirm the oath of office
expressing commitment and intent to respect constitutional rights in discharging the duties of a
law enforcement officer (Cal. Const. Art. 20, 8§ 3; Government Code § 3102). The oath shall be
as follows:

“I, (employee name), do solemnly swear (or affirm) that | will support and defend the Constitution
of the United States and the Constitution of the State of California against all enemies, foreign
and domestic; that | will bear true faith and allegiance to the Constitution of the United States
and the Constitution of the State of California; that | take this obligation freely, without any mental
reservation or purpose of evasion; and that | will well and faithfully discharge the duties upon
which | am about to enter.”

103.4 MAINTENANCE OF RECORDS
The oath of office shall be filed as prescribed by law (Government Code § 3105).
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105.1 PURPOSE AND SCOPE

The manual of the Whittier Police Department is hereby established and shall be referred to as
the Policy Manual or the manual. The manual is a statement of the current policies, rules and
guidelines of this department. All members are to conform to the provisions of this manual.

All prior and existing manuals, orders and regulations that are in conflict with this manual are
rescinded, except to the extent that portions of existing manuals, procedures, orders and other
regulations that have not been included herein shall remain in effect, provided that they do not
conflict with the provisions of this manual.

105.2 POLICY

Except where otherwise expressly stated, the provisions of this manual shall be considered
as guidelines. It is recognized that the work of law enforcement is not always predictable and
circumstances may arise which warrant departure from these guidelines. It is the intent of this
manual to be viewed from an objective standard, taking into consideration the sound discretion
entrusted to members of this department under the circumstances reasonably available at the
time of any incident.

105.2.1 DISCLAIMER

The provisions contained in the Policy Manual are not intended to create an employment contract
nor any employment rights or entittements. The policies contained within this manual are for
the internal use of the Whittier Police Department and shall not be construed to create a higher
standard or duty of care for civil or criminal liability against the City, its officials or members.
Violations of any provision of any policy contained within this manual shall only form the basis for
department administrative action, training or discipline. The Whittier Police Department reserves
the right to revise any policy content, in whole or in part.

105.3 AUTHORITY

The Chief of Police shall be considered the ultimate authority for the content and adoption of
the provisions of this manual and shall ensure compliance with all applicable federal, state and
local laws. The Chief of Police or the authorized designee is authorized to issue Departmental
Directives, which shall modify those provisions of the manual to which they pertain. Departmental
Directives shall remain in effect until such time as they may be permanently incorporated into the
manual.

105.4 DEFINITIONS
The following words and terms shall have these assigned meanings throughout the Policy Manual,
unless it is apparent from the content that they have a different meaning:

Adult - Any person 18 years of age or older.

CCR - California Code of Regulations (Example: 15 CCR 1151).
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CHP- The California Highway Patrol.
CFR - Code of Federal Regulations.
City - The City of Whittier/Santa Fe Springs.
Non-sworn - Employees and volunteers who are not sworn peace officers.
Department/WPD - The Whittier Police Department.
DMV - The Department of Motor Vehicles.
Employee - Any person employed by the Department.
Juvenile - Any person under the age of 18 yeatrs.
Manual - The Whittier Police Department Policy Manual.
May - Indicates a permissive, discretionary or conditional action.
Member - Any person employed or appointed by the Whittier Police Department, including:
. Full- and part-time employees
. Sworn peace officers
o Reserve, auxiliary officers
. Non-sworn employees
. Volunteers.

Officer - Those employees, regardless of rank, who are sworn peace officers of the Whittier Police
Department.

On-duty - A member’s status during the period when he/she is actually engaged in the
performance of his/her assigned duties.

Order - A written or verbal instruction issued by a superior.

POST - The California Commission on Peace Officer Standards and Training.
Rank - The title of the classification held by an officer.

Shall or will - Indicates a mandatory action.

Should - Indicates a generally required or expected action, absent a rational basis for failing to
conform.

Supervisor - A person in a position of authority that may include responsibility for hiring,
transfer, suspension, promotion, discharge, assignment, reward or discipline of other department
members, directing the work of other members or having the authority to adjust grievances. The
supervisory exercise of authority may not be merely routine or clerical in nature but requires the
use of independent judgment.
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The term "supervisor" may also include any person (e.qg., officer-in-charge, lead or senior worker)
given responsibility for the direction of the work of others without regard to a formal job title, rank
or compensation.

When there is only one department member on-duty, that person may also be the supervisor,
except when circumstances reasonably require the notification or involvement of the member’s
off-duty supervisor or an on-call supervisor.

USC - United States Code.

105.4.1 REVISIONS TO POLICY

All employees are responsible for keeping abreast of all Policy Manual revisions. All changes to
the Policy Manual will be posted on the Department Briefing Boards under the title Recent Policy
Manual Revisions. The Office of Professional Standards will forward revisions to the Policy Manual
as needed to all personnel via electronic mail. A current copy of the Policy Manual will be posted
on the Department Intranet. Each employee shall acknowledge receipt by return email, review the
revisions and seek clarification as needed.

Each unit commander/manager will ensure that employees under his’lher command are aware of
any Policy Manual revisions.

105.5 ISSUING THE POLICY MANUAL

An electronic version of the Policy Manual will be made available to all members on the department
network for viewing and printing. No changes shall be made to the manual without authorization
from the Chief of Police or the authorized designee.

Each member shall acknowledge that he/she has been provided access to, and has had the
opportunity to review the Policy Manual and Departmental Directives. Members shall seek
clarification as needed from an appropriate supervisor for any provisions that they do not fully
understand.

105.6 PERIODIC REVIEW OF THE POLICY MANUAL
The Chief of Police will ensure that the Policy Manual is periodically reviewed and updated as
necessary.

105.7 REVISIONS TO POLICIES

All revisions to the Policy Manual will be provided to each member on or before the date the policy
becomes effective. Each member will be required to acknowledge that he/she has reviewed the
revisions and shall seek clarification from an appropriate supervisor as needed.

Members are responsible for keeping abreast of all Policy Manual revisions.

Each Division Commander will ensure that members under his/her command are aware of any
Policy Manual revision.
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All department members suggesting revision of the contents of the Policy Manual shall forward
their written suggestions to their Division Commanders, who will consider the recommendations
and forward them to the command staff as appropriate.

105.8 GENERAL ORDERS PROTOCOL

General Orders will be incorporated into the manual as required upon approval of Staff. Each year
the General Order(s) will modify existing policies or create a new policy as appropriate. Once the
General order has been incorporated into the manual as policy, it will be rescinded.

All existing General Orders have now been incorporated in the updated Manual, revised
September, 2006.

General Orders issued after publication of the manual shall be numbered consecutively starting
with the last two digits of the year, followed by the number "1", etc. For example, 06-1 would be
the first directive for 2006.
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106.1 PURPOSE AND SCOPE
The purpose of this policy is to ensure that all peace officers are aware of their individual
responsibilities to maintain their integrity and that of their department at all times.

106.2 POLICY
The Law Enforcement Code of Ethics shall be administered to all peace officer trainees during
the Basic Academy course and to all other persons at the time of appointment (11 CCR 1013).

106.3 LAW ENFORCEMENT CODE OF ETHICS

AS A LAW ENFORCEMENT OFFICER, my fundamental duty is to serve; to safeguard lives and
property; to protect the innocent against deception, the weak against oppression or intimidation,
and the peaceful against abuse or disorder; and to respect the constitutional rights of all to liberty,
equality and justice.

| WILL keep my private life unsullied as an example to all; maintain courageous calm in the face
of danger, scorn, or ridicule; develop self-restraint; and be constantly mindful of the welfare of
others. Honest in thought and deed in both my personal and official life, | will be exemplary in
obeying the laws of the land and the regulations of my department. Whatever | see or hear of a
confidential nature or that is confided to me in my official capacity will be kept ever secret unless
revelation is necessary in the performance of my duty.

I WILL never act officiously or permit personal feelings, prejudices, animosities or friendships to
influence my decisions. With no compromise for crime and with relentless prosecution of criminals,
I will enforce the law courteously and appropriately without fear or favor, malice or ill will, never
employing unnecessary force or violence and never accepting gratuities.

I RECOGNIZE the badge of my office as a symbol of public faith, and | accept it as a public
trust to be held so long as | am true to the ethics of the police service. | will constantly strive to
achieve these objectives and ideals, dedicating myself before god to my chosen profession... law
enforcement.

106.3.1 OBJECTION TO RELIGIOUS AFFIRMATION
Reference to religious affirmation in the Law Enforcement Code of Ethics may be omitted where

objected to by the officer.
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Organizational Structure and Responsibility

200.1 PURPOSE AND SCOPE
The organizational structure of this department is designed to create an efficient means to
accomplish our mission and goals and to provide for the best possible service to the public.

200.2 DIVISIONS
The Chief of Police is responsible for administering and managing the Whittier Police Department.
There are four divisions in the Police Department as follows:

. Administration
o Patrol
. Investigations

o Services

200.2.1 ADMINISTRATION DIVISION

The Administration Division is commanded by a Lieutenant whose primary responsibility is to
provide general management direction and control for the Administration Division which includes
the Professional Standards Bureau, Recruitment, Public Relations, Training, Facility Maintenance,
and Jail Operations.

200.2.2 PATROL DIVISION

The Patrol Division is commanded by a Captain whose primary responsibility is to provide general
management direction and control for that division. The Patrol Division consists of Patrol, Traffic,
K-9, Code Enforcement, SRO program, Explorer program and the Whittwood Officer.

200.2.3 INVESTIGATIONS DIVISION

The Investigations Division is commanded by a Captain whose primary responsibility is to provide
general management direction and control for the Investigations Division. The Investigation
Division consists of criminal investigations, SET Team, CAU, SWAT and |.D. Bureau. The
Investigation Division Captain also manages the Santa Fe Springs Policing contract.

200.2.4 SERVICES DIVISION

The Services Division is commanded by the Support Services Manager whose primary
responsibility is to provide general management direction and control for the Services Division. The
Services Division consists of Records, Dispatch, Property and Evidence, Budget and Information
Services Management.

200.3 COMMAND PROTOCOL
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200.3.1 SUCCESSION OF COMMAND

The Chief of Police exercises command over all personnel in the Department. During planned
absences the Chief of Police will designate a Division Commander to serve as the acting Chief
of Police.

Except when designated as above, the order of command authority in the absence or unavailability
of the Chief of Police is as follows:

(@) Patrol Division Commander
(b) Investigation Division Commander
()  Administration Lieutenant

(d) Watch Commander
200.3.2 UNITY OF COMMAND
The principles of unity of command ensure efficient supervision and control within the Department.
Generally, each employee shall be accountable to one supervisor at any time for a given
assignment or responsibility. Except where specifically delegated authority may exist by policy or

special assignment (e.g., K-9, SWAT), any supervisor may temporarily direct any subordinate if
an operational necessity exists.

200.3.3 ORDERS
Members shall respond to and make a good faith and reasonable effort to comply with the lawful
order of superior officers and other proper authority.
200.4 RESPONSIBILITY OF RANK
(@) Order of Rank
Chief of Police
Police Captain

Police Lieutenant

Police Corporal

1.

2

3

4.  Police Sergeant
5

6 FTO

7

Police Officer/Senior Officer

(b) The Chief of Police - The Chief of Police is the chief administrator and executive
officer of the Whittier Police Department. Upon him rests the final responsibility for the
complete discharge of all duties imposed on him by law, ordinance and/or resolution.

1. As chief executive officer, the Chief must officially sanction and approve any
changes in departmental organization before the changes can be put into
effect. The detailed methods of directing and controlling specific functions of the
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department or its divisions or subdivisions, may be developed by subordinate
executive officers, but the original direction and final approval and adoption
of the guiding principles rests with the Chief of Police. In his capacity as
chief executive and administrative head of the department, the Chief of Police
maintains administrative control and governs the departmental activity through
the Division Commanders, who also act in an advisory capacity in matters of
general departmental policies and procedures.

() Commander of Division (including Support Services Manager) - A Commander of a
Division is a division head and a major executive of the department and commands
the activities of his/her entire division in accordance with the policies prescribed by the
Chief of Police. It is his/her duty to aid, advise and cooperate with the Chief of Police
in general administrative matters and in determining matters of policy. He/She may
prescribe rules and regulations for the conduct of employees under his/her command
which do not conflict with the general rules and regulations prescribed by the Chief
of Police.

1. Authority of Commanders of Divisions to prescribe rules for their respective
commands. The detailed methods of directing and controlling specific functions
of a division may be developed by commanding officers, subject to the approval
of the Chief of Police. All orders affecting an entire division shall be issued
and signed by the commander of said division or the Chief of Police. All orders
affecting more than one division shall be issued and signed by the Chief of
Police.

(d)  Supervisory Officers/Employees:

1. Supervisors shall closely monitor the activities of subordinates, making
corrections where necessary and commanding where appropriate.

2. Supervision shall be accomplished with firmness, deliberation, kindness and
impartiality. The superior officer shall take immediate action when:

(@)  Any subordinate violates any departmental general, divisional or special
order.

(b) A complaint is lodged against an employee.
()  An employee performs their duty above and beyond the call of duty.

(d) Leadership: Effective supervision demands leadership. Provision of
leadership shall include on-the-job training as needed for efficient
operation and coordination of effort when more than one employee is
involved.

(e) Direction: Supervisors shall exercise direct command in a manner that
assures the good order, conduct, discipline and efficiency of subordinates.
Exercise of command may extend to subordinates outside the usual
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(f)

()]

(h)

sphere of supervision if the objective or integrity of the Department so
requires.

Enforcement of Rules: Supervisors shall enforce department rules and
ensure compliance with department policies and procedures.

Inspection: Supervisors shall inspect activities, personnel, and equipment
under their supervision and initiate suitable action in the event of a failure,
error, violation, misconduct or neglect of duty by a subordinate.

Assisting Subordinates: Supervisors shall have a working knowledge
of the duties and responsibilities of subordinates. They shall observe
contacts made with the public, outside agencies, and other employees and
be available for assistance or instruction. Field supervisors shall respond
to calls of serious emergencies, felonies in progress, and others unless
actively engaged in a police incident. They should observe the conduct of
the assigned personnel and take active charge when necessary.

200.4.1 DUTIES OF SUBORDINATE MEMBERS

All sworn personnel are peace officers and a part of the executive branch of government. As such,
they are charged with the duties and responsibility of accomplishing the purpose and goals of the
department. These include:

(@)
(b)
()
(d)
(e)
(f)

9)
(h)
(i)

200.4.2 SENIORITY

(@)

Protection of life and property.

Maintenance or law and order.

Prevention of crime, apprehension of offenders.

Repression of crime.

Recovery of stolen property and its restoration to rightful owner.

Regulation of conduct.

Regulation of traffic.

Custody of prisoners.

General police service to the public.

When a question of seniority may arise regarding who shall be in command, such
seniority shall be determined:

1.
2.
3.

First, by rank.

Second by time in rank.

Third, by position on the certified eligible list when two or more members have
been appointed to that rank on the same day.
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(b)  Where two or more officers are working together on the same assignment or detail
and are of equal rank, seniority shall not be exercised except in an emergency
necessitating it.

200.4.3 ORGANIZATIONAL CHART (SEE APPENDIX)

The Department organizational chart shows the span of control and delineates the chain of
command within the Department. All orders, instructins, reports and normal communicatins should
adhere to the rutine channels indicated on this chart except in cases of emergency or routine
coordination.
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Police Facility Use and Maintenance

201.1 PURPOSE AND SCOPE
The purpose of this Order is to establish standards for the maintenance, appearance and

condition of the police facility and its furnishings.

201.2 BACKGROUND

The Whittier Police Department is a public agency that represents safety and security to the
community. Everything we do reflects upon our image and impacts the public's confidence in
our abilities. The police facility and its furnishings are highly visible signs of our place in the
community. Maintaining the building, furnishings, and equipment in proper working order and
superior condition enhances our image as professionals and reinforces the public's trust and
confidence in our ability to maintain order.

201.3 POLICY

It is the Policy of the Whittier Police Department to maintain its buildings, furnishings and
equipment to the highest standards possible and to ensure that their appearance reflects the skill
and professionalism of our employees.

201.3.1 POLICE FACILITY APPEARANCE

(a) Each member of the Whittier Police Department shall be responsible for the
cleanliness, appearance, and overall condition of their designated work area and
furnishings.

(b)  Managers and supervisors shall be responsible for ensuring the proper condition of
the work areas and furnishings under their command, and for ensuring that facility
maintenance standards are followed.

1.  The Watch Commander shall be responsible for ensuring the proper condition
of the Interview/Detention Rooms and Traffic Bureau on the Second Floor and
shall insure that the Roll Call, Report, Locker room, Sleep Center, and Patrol
Sergeant's Rooms are kept neat, clean, and orderly.

2. The Administration Lieutenant shall be responsible for insuring the proper
condition of the Administration Bureau, Copy and Conference Rooms are kept
neat, clean, and orderly.

3. The Investigations Lieutenant shall be responsible for insuring the proper
condition of the Investigations Bureau, Interview/Detention, Forensic and
Storage Rooms on the Third Floor are kept neat, clean, and orderly.

4.  The Records Supervisor shall be responsible for insuring the proper condition
of the Records Bureau, Staff Lounge, Probation Office, Copy, Mail and Storage
Rooms on the Second Floor are kept neat, clean, and orderly.
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5.  The Communication Supervisor shall be responsible for insuring the proper
condition of Dispatch, Radio and Telecommunication Rooms are kept neat,
clean, and orderly.

6.  The Jail Manager shall be responsible for insuring the proper condition of the Jail
area, booking area, storage and temporary cells, including the juvenile holding
cells on the second floor are kept neat, clean, and orderly.

(c) Developing Facility Maintenance and Appearance Standards - The Administrative
Lieutenant shall be responsible for developing standards relating to the maintenance
and appearance of the police facility, its furnishings, decorations, grounds, and
equipment.

1. The Administrative Lieutenant shall serve as an advisor to the Chief of Police
and Executive Staff in the development, interpretation, and application of the
Facility Maintenance and Appearance Standards.

2. Members of the Department seeking to add, change, alter, or modify the
facility, its furnishings, fixtures, or equipment shall process their requests through
the Administrative Lieutenant for consideration and recommendation to the
Executive Management Team.

201.3.2 FACILITY MAINTENANCE AND REPAIR

(a) The Administrative Lieutenant shall be responsible for coordinating the maintenance
and repair of the police facility, its furnishings, and equipment.

1.  Any damage to the facility, equipment, or furnishings requiring professional
assistance (painter, electrician, plumber, etc.) to repair shall be reported, via
memorandum or email, through the appropriate chain of command to the
Administrative Lieutenant immediately upon its occurrence/discovery.

2. Any tangible dent, scratch, rip, tear, spill, or other damage to the facility or its
furnishings shall be reported, via memorandum, through the appropriate chain
of command to the Administrative Lieutenant within 24 hours of its occurrence/
discovery.

201.3.3 APPEARANCE STANDARDS

(a) Workstations and office areas are to be kept neat, clean, and in an orderly condition
without clutter or unnecessarily exposed storage of paperwork, files, and/or other
materials.

(b)  Noitems may be affixed to the walls, partitions, doors, or other surfaces of the building
without the prior approval of the affected Division Commander, except as described
below.
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1.  Any item affixed to a wall or partition such as photographs, pictures, diplomas,
certificates, posters, collectibles, etc., must be enclosed in an appropriate frame,
hung with an approved device and subject to the approval of the affected Division
Commander.

2. Decals, stickers, flyers, announcements, or any other item applied directly to the
furniture, windows, lockers, walls or partitions are not permitted.

3. Seasonal, holiday, or birthday decorations may be displayed during appropriate
times. However, no decorations may be affixed to the ceiling, light fixtures, or
windows.

4. No items may be placed on top of overhead storage units contained within open
workstation areas.

(c) Disassembling, modifying, or moving workstations and/or furnishings may only be
performed by authorized personnel.

1. Requests to modify or move furnishings not specifically assigned to a division,
must be processed via memo, through the Administrative Lieutenant for
appropriate action. All other requests are to be directed to the appropriate
Division Commander.

(d) The moderate consumption of food is permitted at individual workstations, offices and
briefing room; however, employees are encouraged to eat their meals in designated
areas. The consumption of beverages is permitted throughout the facility provided
appropriate care is taken to avoid spillage and ensure the cleanliness of the area.

1. Individual employees are responsible for the immediate clean-up of any spills,
crumbs, or debris resulting from the consumption of food or beverage.

2. Banquets, meetings, or celebrations involving the serving and consumption of
food outside the employee lounge require approval from the respective division
commander.

(e) The manager/supervisor hosting the event shall be responsible for ensuring the
cleanliness of the facility at the events conclusion. Atrtificial plants, flowers, etc. may be
displayed at individual workstations, offices, or other areas in moderate quantity after
being approved by the affected Division Commander. Fresh flower arrangements may
be displayed for no more than three days.

(f)  Live animals are not permitted within the facility without prior approval of the Watch
Commander.

1. Pets or stray animals such as kittens, puppies, fish, or birds may not be kept nor
maintained within the facility.
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2. Police Canines may, with prior approval of the Chief of Police, Division
Commander or Watch Commander be permitted into the facility on a temporary
basis to accomplish a specific purpose.

(9) Microwave ovens, refrigerators, coffee makers, fans, heaters, bottled water
dispensers or other appliances are not permitted in work space areas without the prior
approval of the affected Division Commander.

(h)  Group use or amplified audio equipment may be used within reason within the gym
and respective locker rooms as long as the noise level does not interfere with official
business of the Department (ex. Briefing).

1. Individual-use stereos, CDs, IPods, radios, or other audio equipment are allowed
at workstations provided they do not interfere with those working around them.

(i)  All furnishings, equipment, and/or decorating accessories acquired outside of the
normal Department procurement process (i.e. donated, surplus, used, etc.) intended
for use within the facility must be approved by the Affected Division Commander or
Administrative Lieutenant prior to their acquisition and installation.

() No food, gifts, or other merchandise may be sold, displayed for sale, or advertised for
sale within the facility without the prior approval of the affected Division Commander.

1.  The posting of simple fliers, cards, notices, etc., in authorized locations is
permitted with the prior approval of the affected Division Commander or Watch
Commander.

2. Approved items must be dated and initialed by the person authorizing the posting
and shall be valid for a period of 60 days, after which they will be discarded.

(k) Lockers, sleep centers and restroom facilities shall be kept in a neat, clean, and orderly
condition.

1. Uniforms, clothing, shoes, equipment, towels, and other personal hygiene items
must be kept inside a locker when not in use.

2. Internal and external lockers are to be kept closed and locked whenever the
employee is not immediately present.

3. At the discretion of the Watch Commander, any item left unattended may be
removed and stored in the claims locker for later retrieval by the owner.

4. After 30 days, all unclaimed items will be discarded.

5. No items shall be affixed to the outside of any locker within the police facility.
Photographs, flyers, newspaper articles, subpoenas and similar items may be
affixed to the inside of a locker by use of magnet only.

(I)  The sleep center's primary purpose is to provide a temporary rest haven for employees
whose work and court schedule do not provide adequate time for them to respond
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to their residence for a proper sleep period. It is not designed for long-term use by
employees.

1. Persons using the sleep center shall be responsible for the neatness,

cleanliness, and overall condition of the center.

2. Employees shall notify the watch commander prior to utilizing the sleep center.
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204.1 PURPOSE AND SCOPE

Departmental Directives establish an interdepartmental communication that may be used by the
Chief of Police to make immediate changes to policy and procedure consistent with the current
Memorandum of Understanding and as permitted by Government Code § 3500 et seq.
Departmental Directives will immediately modify or change and supersede sections of this
manual to which they pertain.

204.1.1 DEPARTMENTAL DIRECTIVE PROTOCOL

Departmental Directives will be incorporated into the manual as required upon approval of Staff.
Departmental Directives will modify existing policies or create a new policy as appropriate and will
be rescinded upon incorporation into the manual.

All existing Departmental Directives have now been incorporated in the updated Policy Manual
as of the below revision date.

Any Departmental Directives issued after publication of the manual shall be numbered
consecutively starting with the last two digits of the year, followed by the number 01. For example,
12-01 signifies the first Departmental Directive for the year 2012.

204.2 RESPONSIBILITIES

204.2.1 STAFF
The staff shall review and approve revisions of the Policy Manual, which will incorporate changes
originally made by a Departmental Directive.

204.2.2 CHIEF OF POLICE
The Chief of Police shall issue all Departmental Directives.

204.3 ACCEPTANCE OF DEPARTMENTAL DIRECTIVES

All employees are required to read and obtain any necessary clarification of all Departmental
Directives. All employees are required to acknowledge any new Departmental Directive. E-
mail receipts showing an employee's acknowledgement of the directive will be considered their
acceptance of the directive.
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208.1 PURPOSE AND SCOPE

It is the policy of this department to administer a training program that will provide for the
professional growth and continued development of its personnel. By doing so, the Department will
ensure its personnel possess the knowledge and skills necessary to provide a professional level
of service that meets the needs of the community.

208.2 PHILOSOPHY

The Department seeks to provide ongoing training and encourages all personnel to participate
in advanced training and formal education on a continual basis. Training is provided within the
confines of funding, requirements of a given assignment, staffing levels, and legal mandates.
Whenever possible, the Department will use courses certified by the California Commission on
Peace Officer Standards and Training (POST).

208.3 OBJECTIVES
The objectives of the Training Program are to:

(@) Enhance the level of law enforcement service to the public.

(b) Increase the technical expertise and overall effectiveness of our personnel.

(c) Provide for continued professional development of department personnel.

(d) Ensure compliance with POST rules and regulations concerning law enforcement
training.

208.4 TRAINING PLAN

A training plan will be developed and maintained by the Administrative Lieutenant or their
designee. It is the responsibility of the Administrative Lieutenant or their designee to maintain,
review, and update the training plan on an annual basis. The plan will address the following areas:

. POST Compliance
. Legislative changes and case law
. State mandated training

. Critical issues training

208.5 TRAINING NEEDS ASSESSMENT

The Training Desk will conduct an annual training-needs assessment of the Department. The
needs assessment will be reviewed by staff. Upon approval by the staff, the needs assessment
will form the basis for the training plan for the fiscal year.
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208.6 TRAINING PROCEDURES

(@) Allemployees assigned to attend training shall attend as scheduled unless previously
excused by their immediate supervisor. Excused absences from mandatory training
should be limited to the following:g:

Court appearances
First choice vacation
Sick leave

Physical limitations prevent the employee's participation.

a r w Do

Emergency situations
(b)  When an employee is unable to attend mandatory training, that employee shall:

1.  Notify his/her supervisor as soon as possible but no later than one hour prior
to the start of training.

2. Document his/her absence in a memorandum to his/her Division Commander
through the chain of command.

3.  Make arrangements through his/her supervisor and the Training Coordinator to
attend the required training on an alternate date through a written request on
the department training request form.

(c) Whenever possible training requests must be submitted 30 days in advance of the
training date and completed on a training request form.

1.  Anyrequests for training falling inside of the 30 day time period may require the
attending employee to encumber all costs prior to the training event.

2. Upon completion of the training the employee will then submit for
reimbursement, on the city reimbursement request form, all approved expenses
encumbered with receipts and maps with mileage estimates.

3. Employees will be responsible for making their own hotel arrangements
unless otherwise agreed upon by the training coordinator or Training Division
Commander.

208.7 POLICY

The Department shall administer a training program that will meet the standards of federal, state,
local, and POST training requirements. It is a priority of this department to provide continuing
education and training for the professional growth and development of its members.

208.8 TRAINING COORDINATOR

The Chief of Police shall designate a Training Coordinator who is responsible for developing,
reviewing, updating, and maintaining the department training plan so that required training is
completed. The Training Coordinator should review the training plan annually.
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208.8.1 TRAINING RESTRICTION

The Training Coordinator is responsible for establishing a process to identify officers who are
restricted from training other officers for the time period specified by law because of a sustained
use of force complaint (Government Code § 7286(b)).
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Electronic/VVoice Mall

212.1 PURPOSE AND SCOPE

The purpose of this policy is to establish guidelines for the proper use and application of
the Department’s electronic mail (email) system by employees of this department. Email is a
communication tool available to employees to enhance efficiency in the performance of job duties
and is to be used in accordance with generally accepted business practices and current law
(e.g., California Public Records Act). Messages transmitted over the email system must only be
those that involve official business activities or contain information essential to employees for the
accomplishment of business-related tasks and/or communication directly related to the business,
administration, or practices of the Department.

212.2 EMAIL RIGHT OF PRIVACY

All email messages, including any attachments, that are transmitted over department networks are
considered department records and therefore are department property. The Department reserves
the right to access, audit or disclose, for any lawful reason, any message including any attachment
that is transmitted over its email system or that is stored on any department system.

The email system is not a confidential system since all communications transmitted on, to or from
the system are the property of the Department. Therefore, the email system is not appropriate
for confidential communications. If a communication must be private, an alternative method to
communicate the message should be used instead of email. Employees using the Department’s
email system shall have no expectation of privacy concerning communications utilizing the system.

Employees should not use personal accounts to exchange email or other information that is related
to the official business of the Department.

212.3 PROHIBITED USE OF EMAIL
Sending derogatory, defamatory, obscene, disrespectful, sexually suggestive and harassing or
any other inappropriate messages on the email system is prohibited and may result in discipline.

Email messages addressed to the entire department are only to be used for official business
related items that are of particular interest to all users and must be approved by the Chief of Police
or a Division Commander. Personal advertisements are not acceptable.

It is a violation of this policy to transmit a message under another user’s name. Users are
strongly encouraged to log off the network when their computer is unattended. This added security
measure would minimize the misuse of an individual's email, name and/or password by others.

212.4 E-MAIL ACKNOWLEDGMENTS

(@) All personnel having an assigned Personal Computer and an/or assigned e-mail
account shall accept receipt of their e-mail correspondence, at the minimum of once
during their work shift.
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(b)  While not all e-mail messages can be immediately responded to depending upon the
e-mail message or request, the acknowledgment of e-mail will alert the user of pending
needs or information requirements.

(c) If an e-mail message requires response, the reply should be attended to as soon as
reasonably possible.

(d) E-mail inboxes, outboxes, sent items and deleted item boxes shall be managed by
deleting any unnecessary e-mail from the index list.

212.5 VOICEMAIL ACKNOWLEDGMENTS

(a)  All Department personnel having voicemail shall, at the minimum, check their assigned
voicemail once during their work shift.

(b)  While not all voicemail messages can be immediately responded to the
acknowledgment of voicemail will alert the user of pending needs or information
requirements.

(c)  Allbusiness related voicemail requests should be responded to as soon as reasonably
possible.

(d) Dispatchers or Records Bureau personnel receiving calls for field officers shall forward
the caller to the field officer's voicemail box. Only in the event of an emergent message,
shall dispatchers attempt to contact the field officer via pager, radio or MDC.

(e) Dispatchers, Records Bureau personnel, or Detective Bureau secretarial staff
receiving calls for Detective Bureau staff members shall forward the caller to the
Detective's, ID Technician or CAU member's assigned phone where in the absence or
unavailability of the Detective Bureau staff member voicemail will be recorded. Only in
the event of an emergent message, shall dispatchers attempt to contact the Detective
or ID Technician via cell phone, radio or MDC. Detective Bureau personnel having
two voicemail boxes shall have the responsibility to check both assigned voicemail
accounts.

(f)  Dispatchers, Records Bureau personnel, or secretarial staff receiving calls for police
administrative, management, special patrol team members or technical staff shall
forward the caller to the administrative, management, special patrol team member or
technical staffs assigned phone where in the absence or unavailability of these staff
members voicemail will be recorded. Only in the event of an emergent message shall
the dispatcher attempt to contact the administrative, management, special patrol team
or technical staff via cell phone, radio or MDC.

(9) If a caller wishes any member of the police Department to be paged by the in-house
paging system, the attempt should be made.

(h)  Department issued business cards shall have the phone number to the direct phone
line of Department personnel having desk assignments. Field officers business cards
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shall have the phone number of their voicemail box printed on the card. All Department
issued business cards shall also have the employee's assigned email address. (New
business cards with appropriate phone numbers shall be re-issued to Department
personnel upon change of assignment and/or when one's current business card stock
concludes.)
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214.1 PURPOSE AND SCOPE
Administrative communications of this department are governed by the following policies.

214.2 PERSONNEL ORDER

Personnel Orders, in the form of a memo, may be issued periodically by the Chief of Police to
announce and document all promotions, transfers, hiring of new personnel, separations, personnel
and group commendations, or other changes in status.

214.3 CORRESPONDENCE

In order to ensure that the letterhead and name of the Whittier Police Department is not misused,
all external correspondence shall be on Department letterhead. All Department letterhead shall
bear the signature element of the Chief of Police. Personnel should use Department letterhead
only for official business and with approval of their Division Commander.

214.4 SURVEYS
All surveys made in the name of the Department shall be authorized by the Chief of Police or a
Division Commander.
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216.1 PURPOSE AND SCOPE

The purpose of this policy is to ensure that proper supervision is available for all shifts. The
Department intends to balance the employee's needs against the need to have flexibility and
discretion in using personnel to meet operational needs. While balance is desirable, the paramount
concern is the need to meet operational requirements of the Department.

216.2 MINIMUM STAFFING LEVELS

Minimum staffing levels should result in the scheduling of at least two regular supervisors on duty
whenever possible. Watch Commanders will ensure that at least one field supervisor is deployed
during each watch, in addition to the Watch Commander.
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218.1 PURPOSE AND SCOPE
The purpose of this policy is to provide a written process for the application, issuance, denial,
appeal, and revocation of a license to carry a firearm (Penal Code § 26150; Penal Code § 26155).

The Chief of Police is given the statutory discretion to issue a license to carry a firearm to residents
within the cities of Whittier and Santa Fe Springs (Penal Code § 26150; Penal Code § 26155).
This policy will provide a written process for the application and issuance of such licenses.

218.1.1 APPLICATION OF POLICY

Nothing in this policy shall preclude the Chief or other head of a municipal police department from
entering into an agreement with the Sheriff of the county or preclude the Sheriff of the county
from entering into an agreement with the Chief of any municipal police department to process all
applications and license renewals for the carrying of concealed weapons (Penal Code § 26150;
Penal Code § 26155).

218.2 POLICY
The Whittier Police Department will fairly and impartially consider all applications to carry firearms
in accordance with applicable law and this policy.

218.3 QUALIFIED APPLICANTS
In order to qualify for a license to carry a firearm, the applicant must:

(@) Be deemed not to be a disqualified person as provided in Penal Code § 26202.

(b) Be deemed not to be prohibited by state or federal law from possessing, receiving,
owning, or purchasing a firearm (Penal Code § 26185; Penal Code § 26195).

(c) Be aresident of the City of Whittier/Santa Fe Springs (Penal Code § 26150; Penal
Code § 26155).

(d) Be atleast 21 years of age, and present clear evidence of identity and age as defined
in Penal Code § 16400 (Penal Code § 26150; Penal Code § 26155).

(e) Fully complete the California Department of Justice (DOJ) application (Penal Code §
26175).

() Submit fingerprints and a complete criminal background check (Penal Code § 26185).
(g) Pay all assaciated application fees (Penal Code § 26190).

(h) Bethe recorded owner of the firearm, with the California DOJ, for which the license will
be issued, as determined by the Whittier Police Department (Penal Code § 26162).

() Be free from any psychological conditions that might make the applicant unsuitable
for carrying a firearm (Penal Code § 26190).

() Complete required training described in Penal Code § 26165.
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218.4 APPLICATION PROCESS

The application process for a license to carry a firearm shall consist of two phases. Upon the
successful completion of each phase, the applicant will advance to the next phase until the process
is completed and the license is either issued or denied.

218.4.1 PHASE ONE (TO BE COMPLETED BY ALL APPLICANTS)

(@) Any individual applying for a license to carry a firearm shall first fully complete a
California DOJ application to be signed under penalty of perjury. Any applicant who
provides false information or statements on the application will be removed from
further consideration and may be prosecuted for a criminal offense (Penal Code §
26180).

1. If an incomplete application package is received, the Chief of Police or the
authorized designee may do any of the following:

(@) Require the applicant to complete the package before any further
processing.

(b) Advance the incomplete package to phase two for conditional processing
pending completion of all mandatory conditions.

(c) Issue a denial if the materials submitted at the time demonstrate that
the applicant would not qualify for a license to carry a firearm even if
the package was completed (e.g., not a resident, disqualifying criminal
conviction).

(b) Applicant fees shall be submitted and processed according to department-established
procedures and Penal Code § 26190.

1. Additional fees may be required for fingerprinting, training, or psychological
testing, in addition to the application fee.

2. Full payment of the remainder of the application fee will be required upon
issuance of a license.

3. Payment of related fees may be waived if the applicant is a duly appointed
reserve peace officer as defined in Penal Code § 830.6 (a) or (b) (Penal Code
§ 26170).

(c) Additional documents may be requested of the applicant as required to complete the
application process (e.g., photograph, proof of residency).

(d) The applicant shall submit proof of ownership or registration of each firearm to be
licensed.

Within 90 days of receiving the completed application for a new license, the Department shall give
written notice to the applicant of the Department's initial determination, based on its preliminary
investigation, whether or not the applicant is a disqualified person (Penal Code § 26202).

If the determination is that the applicant is not a disqualified person, the notice shall inform the
applicant to proceed with the training requirements as specified in Penal Code § 26165.
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218.4.2 PHASE TWO
This phase is to be completed only by those applicants successfully completing phase one.

(@) Fingerprints and related information required by the California DOJ shall be submitted
to the California DOJ as provided in Penal Code § 26185.

(b) The Chief of Police may, based upon criteria established by the Chief of Police, require
that the applicant be referred to an authorized psychologist used by the Department
for psychological testing. The cost of such psychological testing shall be paid by the
applicant but shall not exceed the reasonable costs to the Department (Penal Code
§ 26190).

(c) The applicant shall complete a course of training approved by the Department, which
complies with Penal Code § 26165.

(d) The applicant shall submit any firearm to be considered for a license to the Training
Coordinator or other department authorized gunsmith, at no cost to the applicant, for
a full safety inspection. The Chief of Police reserves the right to deny a license for any
firearm that has been altered from the manufacturer's specifications or that is unsafe
(Penal Code § 31910).

(e) The applicant shall successfully complete a firearms safety and proficiency
examination with the firearm to be licensed, to be administered by a department-
approved firearms safety and proficiency examination, including completion of all
releases and other forms. The cost of any outside inspection/examination shall be the
responsibility of the applicant.

Once the Chief of Police or authorized designee has verified the successful completion of phase
two, the license to carry a firearm will either be granted or denied (Penal Code § 26170).

218.5 ISSUED FIREARMS PERMITS
In the event a license to carry a firearm is issued by the Chief of Police, the following shall apply:

(@) The license will be subject to any and all reasonable restrictions or conditions the
Chief of Police has deemed warranted, including restrictions as to the time, place,
manner, and circumstances under which a person may carry the firearm (Penal Code
§ 26200(b)).

1.  All such restrictions or conditions shall be conspicuously noted on any license
issued (Penal Code § 26200(c)).

2. The licensee will be required to sign a Restrictions and Conditions Agreement.
Any violation of any of the restrictions and conditions may result in the immediate
revocation of the license.

(b) The license shall clearly identify the licensee, bear a photograph and fingerprints of
the licensee with the expiration date, type of firearm, restrictions, and other pertinent
information as described by Penal Code 8§ 26175. The license may be laminated
(Penal Code § 26175).

(c) The license will be valid for a period not to exceed two years from the date of issuance
(Penal Code § 26220).
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(d)

(e)

1. Alicense issued to a state or federal magistrate, commissioner, or judge will be
valid for a period not to exceed three years.

2. A license issued to any reserve peace officer as defined in Penal Code 8§
830.6(a) or (b), or a custodial officer employed by the Sheriff as provided in
Penal Code § 831.5 will be valid for a period not to exceed four years, except
that such license shall be invalid upon the individual's conclusion of service as
a reserve officer.

If the licensee's place of residence was the basis for issuance of a license and the
licensee moves out of the county of issuance, the license shall expire 90 days after
the licensee has moved (Penal Code § 26210).

The licensee shall notify this department in writing within 10 days of any change of
place of residency. Within 10 days of receiving such notice, the Department shall notify
the California DOJ (Penal Code § 26210).

218.5.1 LICENSE RESTRICTIONS

(@)

(b)

(©)

(d)

(e)

The Chief of Police may place special restrictions limiting the time, place, manner, and
circumstances under which any license shall be valid. In general, these restrictions
will prohibit the licensee from:

Consuming any alcoholic beverage while armed.

Falsely representing him/herself as a peace officer.

Unjustified or unreasonable displaying of a firearm.

Committing any crime.

Being under the influence of any medication or drug while armed.

Interfering with any law enforcement officer's duties.

N o g s~ w DR

Refusing to display his/her license or firearm for inspection upon demand of any
peace officer.

8. Loading the permitted firearm with illegal ammunition.

The Chief