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23.1 - ACQUEIRED AND IN CUSTODY PROPERTY
23.1.1 - Property Manngement

Al property that is acquired by the deparinent as found property, recovered property, or evidenlioy
property, and all property thal is it the custady of the department for safekecping shatl be identified, labnled, and
recorded on g evidence forn prior to hetng submitled into the properly management syatem,

23.1.2 - Identification

All property shall be identified, described, and documented on an evidence [orm. Property shall be
described by its color, npproiximate size and approximale weighl, as well as any identifying marks. Those items thal
are serialized shall have their seriel number recorded. Acquired property alleged to be u precious metal or have
precious stones shall be deaeribed os being (hal color, When describing an item by weigltt, always use the word
“approximatc”. Be deseriptive as possible, using brand names and mode} numbers, if available.

23.1.3 - Packaging and Labeling

All property submitted shall he spproprialely packaged, labeled and initisled for easy identitication, Smatl
items may be placed in the small envelopes, Larger items may be placed in the paper bags. Articles too lorge for
a paper bag may be string tagged or divectly lubeled. Narcotics should be placed in a manilla envelope or paper bag,
seuled with colored evidence tape, labeled and initizled. I multiple cnvelopes are used for the same case, they may
all be submitted in one paper bag. The paper bag shall be properly labeled, initialed and sealed. Do not use the
colored evidence tape unless you are submitting evidence, Use the cleer tape instead if you must use tape.

23.1.4 - Submission

With the exeeption of motor velicles, bicycles, and perishable property, all property shall b submitted info
evidence via the propetty room. Ttems that are tou large to fil in the drop box shall be placed into the lab arca by the
supervisor. Bicycles shall be placed in the impound lot. A brief notation on the incident report stating that the
bicyelc was placed in the impound 1ot should be made. The bicyele shall e entered in the like book located in the
Communications Center.

23.1.5 - Perishable Property

Perishable property such as blood sumples, urine speeimens, wid rape Kits shall be pockaged und labeled
as Jeseribed tn 23.1.3. They shall be submitted via the on call investigator who will place the property in the
secured refrigeruted storage. A brief notation on the property report stating that the property was placed in
refrigerated storuge should be made,

23.1.6 - Photographing Property

Property involved in retail thef cases may be photographed and returned to the victim withoul submission,
A twicfnotation on the property report stating that the property was photographed and refeased 1o the victin should
he made. The victim’s signature must also be obtained oo the property receipt

23.1.7 - Accoutitability

The property custodian is responsible and sccountable for sll property submitted. Onee an itzm has been
submiiled into property, it can only be released by the property custudian. The property custodian may authorize a
designee to relesse property on an item by itemn basts.

Qificers that require evidence for a cowt ¢ase ave required to nolify the property custodian at least two (2)
days prior to the date needed.
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23.1.8 - Release of Property

Unless special arrangements are made in advance, property can only be released during normal business
hours, 0700 - 1500, Monday throagh Friday, except on holidays, and can only be released through the Property
Custodian or bis designee, The person to whom the property is being released must sign a property receipt and
should be asked for proof of identiication. A copy of the identification vsed skall accotnpany the property receipt.

23.1.9 - Storage

~ Property shall be stored in a scoure avea when vasttended. The drop box in the property room area and
main property room can only be opened by the property custodian or his designez.

23.1.10 - Final Disposition / Destruction

After the case has beeq disposed of in court and spproval from the prosecutor’s office has been obtained,
property shall be disposed of 25 soon a5 possible m sccordamce with the existing muonicipal ordinance. Property shall
be returned to its lawful owner if known. 1t may be held for public auction or seized if the owner is not known.
Contraband shall be destroyed after destruction orders are completed and signed by the proper authority.

23.2 - SERIALIZED PROPERTY
23.2.1 - Definition

For the purpose of this chapter, serialized property shall mean any property that has & serial number, owner
applied number, or other number that makes it nnique AND can be entered into the FCIC/NCIC system.

23.2.2 - Eutry Into FCIC/NCIC

With the exception of vehicles, only serialized property that is stolen may be entered into FCIC/NCIC.
Vehicles have additional classifications available.

All serialized property that is reported stolen within the department's law enforcement jurisdiction shall
be entered into the FCIC/NCIC systern,

When possible, obtam 2 photograph of the property to be entered. Attach photo to report being turned into
Administration. Administration will have the photo scanved and attached to the Missing Property record in FCIC.

23.2.3 - Removal from FCIC/NCIC

When an entry is canceled fiom FCIC/NCIC, the cancellation information shall be attached to the copy m
the confirnation book and both shall be pulled from the book and submitted to the Ciminal Investigations Division.
After the cancellation has besn made, it shall be documented in the validation log,

23.3 - AGENCY OWNED PROFERTY

23.3.1 - Department Vehicles

Transporting Persons
The following classes of persons may be transported in a department vehicle:
1. Prisoners.
2. Law Enforcement Officers.
3. Sick or mjured persons, if approved by competent authority.
4, Complainants, when it is necessery in resolving the complaint.
5. Such other persons that may be authorized by competent anthority.

Animals of any kind shall not transported in department vehicles unless approved by competent anthority
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l23.3.2 - Vehicle Equipment

Employees shall not change, interchange, add to, or remove any equipment in or on a patrol vehicle unless
authorized by competent authority. Patrot vehicles shall have the following equipment permancntly assigned to each
vehiele.

1. Registration

2. Insurance card

3. Fire extinquisher

4, First aid kit / CPR mask
5. Fingerprint kit

The following is a list of other equipment that is rotated on a shift basis to each vehicle:

1. Shotgun and ammunition
2. Radar

23.3.3 - Damaged Equipment

Damaged or Worn Equipment
When equipment is found to be damaged, worn, or otherwise in need of service, it is to be removed from
service and submitted to the supervisor for proper action.

Vehjeular Accident

Employees involved in an accident with a department vehicle that results im injuries or property damage
shall immediately notify their supervisor unless notification is ot possible due to the extent of injuries to the
employee. Depending upon the location of the accident, either an officer of the Florida Highway Patrol or a
municipal officer will be called to conduct an investigation.

The employee shall be tested as soon as possibie following the guidelines of “The Drug Free Workplace™
policy. The employee involved shall submit a written report of the details of the accident ta his supervisor, The
supervisor will review the report and forward a copy to the Chief. If necessary, the supervisor will write a
supplement of his findings or his recommendations and forward a copy to the Chief. The supplement will include
his observations as to whether or not the accident is chargeable to the employee,

Employees shall be responsible for damages resulting from accidents involving carelessness, negligence,
or a violation of a traffic regulation on the part of the employee, The employce may be subject to disciplinary action
up to and including termination,

Employees are prohibited from making oral or written staternents to anyonc concerming liability in
connection with the operation or a department vehicle involved in an accident unless ordered to do so by his
supervisor or the city’s insurance carrier.

231314 - Vehiclﬁ Rl:pﬂ.if
Whenever a department vehicle is in need of any type of repair, the repairs needed will be logged and

referred to the Administrative Assistant in & written communication. The Administrative Assistant will in turn fill
oul the work order,
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