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CITY OFLOSANGELES  V'idente- Pm ,441 'Haaw
CHECKLIST FOR ORIENTATION OF NEW EMPLOYEE PL
(See zftached Instructions)

NAME
CLASSIFICATION SECTION
SUPERVISOR START DATE

Check off the applicable items below after discussing with the employee.

Loyalty oath/Code of Ethics
ID card (departmental parsonnel section)
introduction to associates
Hours of work and regular days off (FLSA)
Emergency absences (whom to contact and how and when)
Oveartime (frequency and policy)
Resiroom
Issue keys (restroom, desk, door)
Restunch periods and facilities
— Peyday
Direct deposit
Health and life insurance plans (Employse Benefits, Room 867, City Hall)
Employee asslstance program
Credit union
Parking, carpoois, ridesharing
DMY Walver
Job duties and performance expectations
Initiaf tralnlng or break-n plan
Staff meetings, bulletins, newsletters, and departmental communications
__ Description of department and related units
Departmental lines of authority
Depariment/division goals
Prohibited job-related personal activities
Personal telephone calls
Outside amployment policy
Service ratings and evaluation of job performance
__ Disciplinary guidelines
Job safely rules/emergency preparedness
Reporting an injury
Sick and vacation policy
Holiday schedule
.___Timeshest

Grievance and appeals procedure
EEQ/Non-Discrimination Policy (zero tolerance for digcrimination, harassment and retaliation)

Sexual harassment, sexual orlentation, gender identity, or gender expression policy
HIV and AIDS Policy

_ Hazing Pollcy

— Complaint procedures
Workplace and domestic viclence prevention policies
Opportunities for personal development/City tralning programs
Locatlon of information on Civil Service exams
Promotional opportunities/career counseling
Location and use of tools, equipment, and supplies
Public relations (direct contact and telephone)
Confidential aspects of work

City Intemet use policy
Reasonable Accommedations (Including Lactation accommodations)

EMPLOYEE'S SIGNATURE DATE
(Rev. 2/2012)



CITY OF LOS ANGELES
MODEL NEW EMPLOYEE ORIENTATION CHECKLIST
INSTRUCTIONS

The following new employee checkiist model has been prepared io assist supervisors with
orienting new employees to their work unit, their department, and the City. The use of this
checklist will ensure that all new employees understand what is expected of them and what
they can expect from the supervisor. if your department already has a checklist covering the

same topics, you shouild use that form.

If you use this form, it is recommended that the supervisor review each item with the new
employee within seven (7) calendar days from receipt of this checkiist. After discussing an
item with the employee, the supervisor is to place a check in front of the item.

After completing the checklist, have the employee sign and date the form at the botiom. The
supervisor should then make two (2) coples of the form, one for the employee and the other
for the supervisor. Send the original form to your department/bureau personnel records

section to be placed in the employee’s folder.



NEW EMPLOYEE ORIENTATION
DRAFT: OUTLINE

WEEK ONE
Day One:
L Personnel Division
e. Photo/ID
b. Sign necessary documents

IL Property Division
a. Tour of Metropolitan Detention Center (MDC/Property)
b. Getting acquainted with surrounding area
¢. Walking Tour (time and/or weather permitting)

Day Two

L Overview of Property Div.
8. Divisional Mission Statement
b. Departmental Mission Staternent/Core Values
c. Hours of Operation
d. Sections/Functions

I Expectations
a. Attendance
b. Customer Service
¢. Telephone Courtesy
d. Shared Office Space Btiquette

Day Three

L Procedures Manual
a. Basic Property Booking Procedures
b. Questions/Answers

Days Four and Five

L APIMS
8. Getting Familiar with basic functions



CENTRAL PROPERTY SECTION
180 N LOS ANGELES

213-356-3700
2 WEEK CLASS TRAINING- MONDAY - FRIDAY

0630-1590

2 WEEK HANDS ON TRAINING - MONDAY - FRIDAY
0630-1500 CPS & VNYS

Probation period is 6 months

Probationary assignments for 5 months consist of various
watches and locations

CPS- AM VNYS- AM
CPS-DAY VNYS- DAY
CPS-PM VNYS- PM

EVALUATIONS ARE GIVEN ONCE A MONTH
FOR THE NEXT 6 MONTHS



YOU WILL REPORT TO YOUR ASSIGNED
LOCATION IN UNIFORM AND READY TO BEGIN
YOUR WATCH AS INSTRUCTED

LAPD ID MUST BE WORN ALWAYS WHILE ON
DUTY

YOU ARE A PROPERTY OFFICER TRAINEE AND
YOU NOW REPRESENT THE LOS ANGELES
POLICE DEPARTMENT ON AND OFF THE
CLOCK

IF YOU ARE EVER DETAINED BY ANY POLICE
AGENCY FOR BREAKING THE LAW YOU
SHALL REPORT THE INCIDENT TO YOUR
COMMANDING OFFICER

WE ARE A DRUG FREE DEPARTMENT



PAY PERIOD IS EVERY OTHER WEDNESDAY

YOU ARE ELIGIBLE FOR EMPLOYEE BENEFITS
30 DAYS AFTER YOUR FIRST PAYCHECK

DAYS OFF AND HOLIDAYS



FREAMBLE

The Los Angeles Pokice Department Is committed to serving the community while protecting the rights
of all persons. Consistent with this commitment, the Department's Vision, Mission, and Core Values, i
concert with the Lew Enforcement Code of Ethkcs and the Department's Management Principles, refiact

the guiding philosophy of the Los Angeles Police Department:

It is the vision of the Los Angeles Police Department to, as closely a5 possible, achieve a City free from
crime and public disorder.

IMESEHON

It Is the mission of the Los Angeles Police Department to safeguard the lives and property of the pedple
we S8rve, to reduce the incldence and fear of crime, and to enhanoa public safety while working with
the diverse communities to improve their quality of I'fe. Our mandate is to do with honor and Integrity,
while at all times conducting ourselves with the highest ethical standards to maintsin public confidence.

CORE VALUES

SENVICE TO OUR COMMLNMIES
We are dedicated to enhancing public safety and reducing the foar and the Incidence of crime. Beopie
In our communities are our most Important customers. Our matta, *to protect and to serve," Is not Just
@ slogan. 1t Is our way of life. We will work in parinership with the people In or communities and do
our best, within the law, to solve community problems that affect public safety. We value the great
diversity of people In both our residential and business commumities and serve afl with equal dedication.

REVERENCE FOR THE LAW

We have been given ths honor and privilege of enforcing the law, We must niways exercise integrlty in
the use of the powet and authority that have been given to us by the people. QOur persanal and
professional behavior should be a madel for sl to follow. We wili obey and supnort the letter and the

spirit of the law.

g b

We believe the Los Angeles Police Department should be a leader In Inw enforcemunt. We aled belisve
that each individual needs to be a leader In his or her area of responsihility, Making sure that our velues
become part of our day-to-day work Bfe is our mandats. We must each work to ensure thet cur eo-
w&ﬁters, our professional colleagues and our communities have the highest respect for the Los Angeles

Police Bepartment.



(NTEGATY, 1N AL WE S&Y AN RO

Integsity is our standard. We are proud of our profession and will conduct ourselves In & mannar that
merits the respect of all peaple, We will demonstrate hanest, ethical bahavior in all our Intersctions.
Our actions will match our words. We must have the courage to stand up for our beflefs and do what is
right. Throughout the ranks, the Los Angeles Police Departmant has » long history of integrity and
fredam froem corruption. Upholding this proud tradition Is a chalienge we rmust alt continue 10 mpet.

RESFECT POR PEQSLE

Working with the Los Angeles Police Department shouki be challenging and rewarding. Our people are
our most Important resource. We can best serve the many and varied needs of our communities by
ampowering our employees to fulfiil thelr responsibliities with knawledge, sutharity and appropriate
discretion. Weemnowpmhhmmnﬁmmlmnwthﬁrw-mmhelpthem
develop to thelr maximum potentlal. We belleve In treating all people with respect and dignity: we
show concern end empathy for the victims of crime and treat violators of the lsw with fairness and
dignity. By demonstrating respect for others, we will esrn respect for the Los Angales Police

Department,

QUALITY THEOUGH COMTIRUOUS IMPROYEMENT

We will strive to achlieve the highest level of quallty Inall aspects of our work. We can hever be satisfied
with the "status quo.” We must alm for continuous Improvement In serving the peopie In our
communities. We vilue Innovation and support creativity. We realize thot constant change Is 2 way of
Kfe In » dynamic city like Los Angeles, and we dedicate ourselves to proactively seek new and better

ways to serve.



PROBATIONARY EMPLOYEE EXPECTATIONS
TIMELINE

MONTH 1:

During the first month a new employee s expected to know:

> Report Types

a. Arrest/Combined Evidence
Property
Investigative
Release From Custody {RFC)
Follow-Up (3.14)

m o o0 o

> Property Categorias
a. Evidence
b. Non-Evidence

» Basic Bookings
a. General Evidence
b. Non-Evidence
¢. Analyzed Evidence

> Working Knowledge of Transactions
a. SignOut

Sign In

Transfer Out

Transfer In

Transfer Receive and Relocate

e o0 e

Month 2:
Working Knowledge In:

> Booking property with minimal instructions
» Communlicate effectively with Department employees and the public

» Answering phone calis
a. Query APIMS far information that can be given over the phone

b. Make release appolntments

¥ Conduct the Watch Audit Report
» Watch Verlfications



PROBATIONARY EMPLOYEE EXPECTATIONS
TIMELINE

Manth 3:

Proficient iIn:

Boaking 2ll evidence and non-evidence with minimal errors
Booking in a timely manner, Property Division standard
Protessing and booking large bookings with minimal assistance
Writing Feliow-Up Reports {clear and concise}

Writing Kick-Back Notices with clear and conclse instructions
Processing Transactions

VYVYVVYyY

Month 4:
Proficlent in:

¥ Multi-tasking
2. Answer the phone
h. Handle caunter traffic

t. Book property

Month 5:

» Proficient in all tasks in Months 1-4, including:
8. Abllity to understand and lpcate procedure and policles In the Property Booking

Gulde and related Department Manuals
Knowledge of Chain of Command
Knowledge of Chaln of Custody
Knowledge of Safety and Security Protoco!
Department Code of Conduct

® o0 o

Month 6:

» Proficient in pllduties and tasks in Months 1-5, including:
a. Abllity and confidence to work independently with minimal instruction
b. Some understanding of the Department Hierarchy as it pertains to

Property Division



Dress Code and Grooming $tandards for Probationary Employees

Dress Code:

> Black Dickies work pants (style number 874, original fit}
& NO leggings, jeggings, sweatpants, or skinny jeans/pants
» Black collared shirt {polo-style}
> Biack plain utility belt, silver buckie {no oversized or decorative buckles)

> Black safety shoes/work boots {smooth toe, center black laces)

Groorfling:

Men:
clean shaven
Hair neatly cut (low)
No earring(s)
No nose piercing(s)
No ear lobe gauge(s)

* & & w @

» Hair is not to hang past the bottom of collar
« Should be in a bun (if applicable) at a#f times
+ Earrings no larger than a nickel

* No nose piercing(s)

s No ear lobe gauge(s)

The dress code and grooming standards shall be enforced. This is by the order of
Commanding Officer Sandra M. Russell.

Please keep in mind that Property Divislon is a place of business. You will come into contact
with Department employees and the pubiic.

JULY 15, 2016 SPO YOLANDA SMITH 8351



05.20 HAIR STANDARDS —
GENERAL. All employees shall maintain their hair in a neat, clean, and well-grcomed manner to reflect
a professional and businesslike appearance. Unacceptable hair styles include, but are not limited to, a
design(s) sculpted into the hair or wearing long hair over a shaved (to scalp) portion of the head.
Dyeing or highlighting the hair is acceptable provided it Is consistent with a natural hair color, without

obvious blocks, patterns or spots of color.

Note: Color sheens and overdyes are not acceptable.

605.22 HAIR STANDARDS - UNIFORMED.

Uniformed Male Employees. Male employees shall maintain thelr hair properly trimmed and at Jeast
moderately tapered. The hair shall not extend below the top of the shirt collar, cover any portion of
the ear, and shall not Interfere with the employee’s vislon. Swom male employees shall ensure that
their hair does not interfere with the proper wearing of the uniform hat or the prompt and proper

placement of protective head and/or face gear.

Uniformed Femaie Employees. Female employees shall arrange their hair so it does not extend below
the bottom edge of the shirt collar. It shall not interfere with the employee’s vision and shall not be

arranged in a way that would be advantageous for a suspect to grab, such as in a ponytail. Sworn
female employees shal ensure that thelr halr does not interfere with the proper wearing of the

uniform hat or the prompt and proper placement of protective head and/or face gear.

Uniformed females who are not field certified shall maintain their hair so as to present a neat
appearance consistent with the type of duty performed.

605.25 HAIR ORNAMENTATION.
Male Employees. Male employees shall not wear hair ornamentation.

Female Employees. Female employees In plainclothes assignments may, to facilitate compliance with
the Department’s general hair standards, wear businesslike hair ornamentation. Female uniformed

employees shall not wear hair ornamentation.

Halr contrel devices. Incanspicuous hair-control devices such as cloth-covered rubber bands (not to
exceed one-guarter inch in diameter]) and plain hairpins or clips may be used to comply with
department standards. Hair-control devices shall not interfere with the prompt and proper placement
of protective head and/or face gear. Halr-control devices shall either be black or consistent with the
employee’s hair color and shall in no way detract from an employee’s uniform appearance.

605.30 GROOMING STANDARDS - SWORN AND UNIFORMED CIVILIAN EMPLOYEES.

Sideburns. Sideburns shall not extend beyond a point even with the bottom aof the ear lobe and shall
extend in a clean shaven, horizontal line. The flare {terminal portion of the sideburn) shall not exceed
the width of the main portion of the sideburn by more than one fourth of the unflared width.
Sideburns shall be trimmed and neat in appearance.



Mustaches. Male employees may wear a short and neatly trimmed mustache of natural color.
Mustaches shall not extend below the vermiilion of the upper lip or below the corners of the mouth
and may not extend to the side more than one-half inch beyond the corners of the mouth.

Beards. Employees shall be clean shaven when reporting for duty. Beards shall be permitted only
when required by the nature of the assignment or for a bona fide medical condition. To request a
medical exemption to wear a beard, the employee shall provide his commanding officer with the

following:

A doctor’s note from the employee’s personal physician stating the employee needs a medicat
exemption from shaving; and,

A completed Authorization for Release of Medical Information, Form GHSD MR 101.

The employee shall be available to be examined by the City of Los Angeles Personnel Department,
Occupational Health Services Division (OHSD), as directed by Medical Lialson Section, Personnel

Divislon to determine and approve of the exemption status.

The employee’s commanding officer shall forward the doctor’s note and the completed Authorization
for Release of Medical Information via Intradepartmental Correspondence, Form 15.02.00, to the
Commanding Officer, Personnel Division. Medical Liaison Section, Personne! Division, will contact
OHSD regarding the request for a disability/medical accommodation.

Department employees who have received a medical exemption that precludes them from shaving,
have been accommodated by the Department, and do not have any duty-related restrictions, may be
used in a full-duty uniformed capacity. The employee’s beard shall be neatly trimmed and not longer

than one-quarter inch in length.

605.70 ORNAMENTATION.

Swom Female Employees. Sworn female employees may wear a single matched pair of earrings, one
earring on each earlobe. The earrings shall be conservative, professional, and businesslike in
appearance. Sworn female employees may wear one conservative ring on each hand (engagement and
wedding ring when worn on the same finger count as one ring), a conservative wristwatch, a
conservative necklace and bracelet, a religious ornament, a Police or Military “Killed In The Line of Duty”
remembrance bracelet and a medical alert neckiace and/or bracelet. Sworn female employees shall not
wear any other type of visible body ornamentation such as, but not limited to, multiple earrings in each
ear, nose studs, nose or eyebrow rings, tongue studs or rings, or lip studs or rings.

Sworn Male Employees. Sworn male employees may wear one conservative ring on each hand, a
conservative wristwatch, a conservative necklace and bracelet, a religious ornament, a Police or Military
“Killed In The Line of Duty” remembrance bracelet and a medical alert necklace and/or bracelet. Sworn
male employees shall not wear any other type of visible body ornamentation such as, but not limited to,
earrings, nose studs, nose or eyebrow rings, tongue studs or rings, or lip studs or rings.



605.90 VISIBLE TATTOQ)S AND BRANDINGS.

Sworn Department uniformed and plainclothes employees, while on-duty, shall not display any tattoo(s)
and/or branding(s). Officers shall cover ali tattoo(s)/branding(s) by wearing an authorized long-sleeved
uniform shirt if in uniform or if in business attire, the business attire shall cover all tattoo(s)/branding(s)
with the following exceptions:

«  [f an officer has a visible tattoo(s)}/branding(s} that does not extend below the elbow, the officer
may wear a biack or flesh-colored sleeve or bandage that does not extend below the elbow;
and/or,

s [f an officer has only one tattoo/branding covering an area three-inch square or less that is
visible on the arm, the officer may, Instead of wearing a lcng-sleeved shirt, cover that area with
only one patch, of a color as close to the wearer's skin color as Is reasonably available. The
patch used for this purpose may not exceed three-inch square In slze. However, if the
tattoo/branding is below the elbow area and cannot be covered by a three-inch square skin
patch, the officer shall wear the long-sleeved uniform shirt or business attire, as appropriate for

the assignment.

The intent is that no tattoo(s)/branding(s} shall be visible and that no more than one three-inch square
skin patch shall be visible on each arm. If a sleeve/bandage is used, it shall not extend below the elbow.

606. WEARING OF UNIFORM.

605.10 WHO SHALL WEAR UNIFORM. All employees regardless of rank shall wear the prescribed uniform
and personal equipment during their tours of duty.

606.40 MIXED CLOTHING. Employees shall wear only the uniform specified for their particular rank and
assignment. Civillan clothing shall not be worn with any distinguishable part of the uniform when In

public view.



$50,000 to $500,000. The selected plan pays the full coverage amount
for loss of life, and a percentage of those amounts for other covered

losses.

Dependent Care Reimbursement Account

This program allows employees to set aside a portion of salary into a
tax-advantaged account for day care expenses for a child, elderly
parent, or disabled spouse. The amounts set aside in this account are

subject to Federal limits which may change annually.

Healthcare Flexible Spending Account (FSA) ~ This program allows
employees to set aside a portion of salary into a tax-advantaged
account for certain qualifying out—of-pocket health expenses. The
amounts set aside in this account are subject to Federal limits which

may change annually.

Employee Assistance Program (EAP) — The City offers an Employee
Assistance Program to provide employees with confidential
counseling, education and referral services. The EAP is available 24
hours a day, seven days a week.

B. RETIREMENT/PENSION BENEFITS

1.

June 2015

LOS ANGELES CITY EMPLOYEES’ RETIREMENT SYSTEM
(LACERS)

Full-time Civilian City employees who meet all eligibility requirements
are members of the Los Angeles City Employees’ Retirement System
(LACERS), a defined benefit retirement system. To learn more about
LACERS benefits, please visit their website at www.lacers.org.

LOS ANGELES FIRE AND POLICE PENSIONS (LAFPP)

Sworn Police Officers and Firefighters are members of the Los Angeles
Fire and Police Pensions (LAFPP) system, a defined benefit retirement
system. To learn more about LAFPP benefits, please visit their website

at
http://www.lafpp.com/L AFPP.

Handbook for City Employees 21



C. SUPPLEMENTAL RETIREMENT BENEFITS (DEFERRED COMPENSATION
PLAN)

In addition to your primary retirement benefits offered through LACERS or LAFPP,
the City also offers a voluntary supplemental retirement savings program, the
Deferred Compensation Plan. This program provides opportunities to defer current
income into a retirement savings account. These benefits, in combination with
LACERS or LAFPP benefits, can help employees achieve future retirement income
security. Participants may contribute on a pre-tax andjor after-tax ("Roth”) basis —
both offer distinct tax-advantaged benefits. Upon retirement or separation from
service participants have the ability to convert their accounts into lifetime income
streams or take other types of distributions. To learn more, please visit the City’s

Plan website at www.cityoflagsz.com
D. COMPENSATED LEAVE BENEFITS

1. HOLIDAYS

You are entitled to the paid holidays listed below. When a holiday falls on a
Sunday, the Monday immediately following is considered the holiday. When a
holiday falls on a Saturday, the Friday directly preceding is considered the holiday.

HOLIDAY DATE

New Year's Day Janvarya

Dr. Martin Luther King Jr. Birthday 3" Monday in January
President’s Day 3" Monday in February
Cesar Chavez Day Last Monday in March
Memorial Day Last Monday in May
Independence Day July 4

Labor Day 1™Monday in September
Columbus Day 2™ Monday in October
Veterans’' Day November 11
Thanksgiving Day 4" Thursday in November
The day after Thanksgiving Day 4" Friday in November
Christmas Day Decernber 25

Floating Holiday(s)* 1 (8-hour) day

*Some MOU'’s permit two floating holidays.
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2. VACATION LEAVE

Vacation benefits are provided to City employees upon completion of twelve
consecutive months of employment entitles you to eieven days of vacation. The
following chart outlines the accrual of vacation leave for varying years of City

service.

Years of Service | Number of | Monthly  Accrual
Completed Vacation Days Rate
In Hours/Minutes

1 11 7.20

5 17 11.20
13 18 11.20
14 19 11.20
15 20 11.20
16 21 11,20
17 22 14.40
18 23 14.40
19 24 16.00
25 25 16.40

3. LEAVES OF ABSENCE

Following are the most common types of leaves resulting in employees being
absent from work. All requests for a leave of absence must be approved. For more
information, refer to Section 25, Leaves of Absence, in the Policies of the Personnel

Department:
http://per.lacity.org/pdf/Policy.pdf

1. Sick Leave - The Los Angeles City Administrative Code and an
employee’s Memorandum of Understanding (MOU) establish sick leave
benefits. To qualify for sick leave benefits, new employees must
complete a period of six consecutive months of service and 1,040
compensated hours. Following the completion of the qualifying period,
employees accrue 8 hours of 100% sick leave per month until January 1
of the following year. Each Janvary 1, qualified employees are awarded
96 hours of 100% sick leave, and 40 hours of 75% sick leave.
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INFRASTRUCTURE
Airport

Building & Safety
Emergency Management
Fire

Harbor

Planning

Police

Public Works
Transportation
Water and Power

SUPPORT

Ethics Commission
Finance

General Services
Information Technology
Fire and Police Pensions
Personnel

"PEOPLE” SERVICES
Aging
Animal Services
Convention Center
Cultural Affairs
Economic and Workforce Development
El Pueblo
Housing and Community Investment
Library
Neighborhood Empowerment
Recreation & Parks
Zoo

Los Angeles City Employees’ Retirement System

You are encouraged to visit the individual Department websites to learn more
about their specific programs and services offered.

il. POLICIES AND PROCEDURES

In this handbook, you will become familiar with the array of policies and procedures
established to regulate employment-related issues.

A. POLICIES

1.  Employee Victims of Domestic Violence and Abuse
The City of Los Angeles, as an employer, promotes a work
environment that is supportive of victims of domestic violence and is
sensitive to the effects of domestic abuse. Assistance is readily
available to all employees in this area. Should you need assistance,
contact your supervisor and/or your department personnel section.

June 2015

http:/fper.iacity.orgfeeo/dpolicy.pdf
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Equal Employment Opportunity

The City of Los Angeles has a long history of being an equal
employment opportunity employer, and is committed to ensuring all
employment practices are based on merit. We are all responsible for
upholding that commitment. If you feel that you have been the victim
of discrimination, please contact your departmental personnel officer
or the Personnel Department Office of Discrimination Complaint

Resolution (OCDCR).

https://docs.google.comja/lacity.org/spreadsheet/pub?key=0

AodguXinHngGRzUHN;,QXdYTQgtVzZSbHIFWViOUE&single
=true&gid=5&output=html

http://per.lacity.org/EEQ/DiscriminationComplaintProcedure.pdf

Discrimination-Free Workplace

The City of Los Angeles has a longstanding non-discrimination policy,
which recognizes that all employees have a right to a workplace free
from discriminatory actions, language or images. Consequently, any
form of discrimination is strictly prohibited. For assistance, contact
your immediate supervisor, department personnel section, and/or
Personnel Department Office of Discrimination Complaint Resolution.

http://per.lacity.orgfeeo/discrim.pdf

Sexual Harassment

Sexual harassment is illegal and will not be tolerated in the City.
Sexual harassment is defined as unwelcome sexval advances, requests
for sexval favors, and other verbal, visual or physical conduct of a
sexual nature. The City’s policy promotes and helps maintain a
working environment free of sexval harassment, intimidation, and
coercion, Contact your department sexual harassment counselor
and/or the Personnel Department Citywide Sexval Harassment
Awareness Coordinator for assistance.

http://per.lacity.org/eeo/sexharas.pdf

Sexval Orientation Discrimination
Discrimination is prohibited on the basis of one's actual or perceived
sexual orientation, including actual or perceived heterosexual,

Handbook for City Employees 10
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lesbian, gay, or bisexuval orientation, or gender identity, or gender
expression. Discrimination and harassment on the basis of sexual
orientation is illegal and will not be tolerated in the City. Contact your
department personnel section andfor Personnel Department Sexval
Orientation Discrimination Counselor for assistance.

http:,{[per.Iacig.org[EEO[SexualOrientationComDlgintProcedure.p
df

No Hazing Policy

The City has a zero tolerance policy for any acts of hazing of fellow
employees. Employees who engage in hazing acts, and supervisors
who knowingly fail to act to prohibit, prevent, or investigate them, will
be subject to appropriate disciplinary action, up to and including
termination of employment, consistent with applicable Civil Service
and personnel rules. If you believe that you have been a victim of
hazing, contact your department’s Equal Employment Opportunity
coordinator andfor the Personnel Department Office of Discrimination
Complaint Resoclution (QDCR) for assistance.
http:/fper.ci.la.ca.us/EEQD/hazing.pdf

Americans with Disabilities Act/{Reasonable Accommodations
The City is committed to providing equal employment opportunity to
individuals with disabilities by ensuring that selection and
employment practices include efforts to reasonably accommodate
medically restricted employees by fully complying with Federal and
State laws. Should you be in need of an accommodation, contact your
immediate supervisor, department personnel section, and/or
Personnel Department Citywide Disability Discrimination and
Reasonable Accommodation Counselor.
http:/iper.ci.la.ca.us/fEEOD/Reasonable%20Accommodation%20Gu
ideline%20-%z20Final%2006180q.pdf (guideline)

http://per.lacity.org/eeo/exec_pei.pdf (ed pe-1)

Lactation Accommodation Policy

The City of Los Angeles recognizes the need to promote a work
environment that is supportive of breastfeeding empioyees who wish
to continue nursing their children when they return to work.
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10.

11.

June 2015

Allowing employees to express milk at work is beneficial not only to
the employee, but also the employer and the community. Should you
be in need of an accommeodation, contact your immediate supervisor
and/or the Department’s Reasonable Accommodation Coordinator.

http://per.ci.la.ca.us/EEOD/LactationAccommodationPolicy2011.p
df

Drug-Free Workplace

In accordance with the Federal Drug-Free Workplace Act of 1988, the
City of Los Angeles is committed to providing a drug-free workplace
for its employees. Thus, the use of drugs in the workplace or reporting
to work under the influence is strictly prohibited.

Workplace Violence

The City of Los Angeles is committed to ensuring the safety and
security of its employees, customers, and visitors. Threats,
threatening behavior, or acts of violence against an employee, a
customer, a visitor, or any other individual cannot and will not be

tolerated.

All reports of workplace violence will be taken seriously and will be
investigated promptly and thoroughly.

http:j/per.lacity.org/eeo/violence.htm

https://docs.google.com/a/lacity.org/spreadsheet/pub?key=0Aodg

uXPnwHC9dGRzZUHN4OXdYTUqtV2ZSbHIFVVVIOUE&single=true
&qgid=6&outpyt=html

Smoking

The City has adopted smoking ordinances regulating places of
employment and designating facilities in City buildings as non-
smoking areas. For reasons of safety, public relations, and other
concerns, smoking is prohibited in all City-owned or leased buildings
and in City vehicles. Ask your supervisor how these ordinances apply to
your job environment.
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B. PROCEDURES (RULES)

1. City Charter
The Los Angeles City Charter, revised July 1, 2000, defines the City, its
powers, the services, restrictions, laws, boundaries, and relationship
to other governmental entities and functions of City government.
http://www.amlegal.comflibrary/caflosangeles.shtml

2.  Administrative Code
The Administrative Code (also referred to as Ad Code) of the City of
Los Angeles was enacted and is amended by the adoption of City
Ordinances. The Ad Code assists City offices, departments and other
governmental agencies in their functions, and serves as the official
source of information regarding the ordinances enacted by the City of
Los Angeles regulating its administrative processes.

hitp://www.amlegal.com/library/caflosangeles.shtml

3.  Memoranda of Understanding
A Memorandum of Understanding (MOU) is a signed labor agreement
between employee bargaining units (unions) and the City of Los
Angeles (represented in negotiations by the City Administrative
Officer.) Consult with your department’s personnel section to

determine your bargaining unit and specific MOU.
http:f/cao.lacity.org/MOUs/

The following bargaining units are accessible on the Internet:

American Federation of State, County, and Municipal Employees

http://www.afscme36.org/
Engineers and Architects Association http://eaaunion.orgf

International Brotherhood of Electrical Workers

http:/iwww.ibewlocal18.org/

Laborer’s International Union of North America
http://www.liunaz77.0org
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Los Angeles Police Protective League http://lapd.com

Civil Service Rules - Civil Service Commission

The Civil Service Commission has oversight of the City’s Civil Service
System in accordance with Article X of the Charter. It has the power
and duty to make changes to and enforce the Civil Service Rules.
Additionally, the Commission hears and acts upon matters such as
appeals from discharge or suspension, discrimination complaints,
employment disqualifications, reinstatements and restorations, and

examination protests.
http:/iper.lacity.org/pdf/CSVCRules.pdf

Policies of the Personnel Department

The guidelines established by the City of Los Angeles concerning
employment are found in the Policies of the Personnel Department.
These policies address, in detail, topics such as the examination
process, appeals and disqualifications, eligibility lists, types of
positions, transfers, and discipline.

http:/iper.lacity.org/pdfiPolicy. pdf

Department Working Rules

Familiarize yourself with your department’s working rules. These are
the internal rules and regulations that govern your department’s
functions and your individual responsibilities. Your supervisor can be a

helpful source.

Probationary Period
This is the working test pericd for new employees to demonstrate

their fitness for the job. The probationary period for most employees is
six months; management-level employees serve a one-year probation.
For additional information, speak with your immediate supervisor or
contact your department’s personnel section.

Performance Evaluations

Supervisors routinely evaluate the work performance of employees for
the purpose of maintaining the highest level of work standards
possible. The six-month probationer is typically evalvated at the end
of the second and fifth month, while the twelve-month
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probationer at the third, seventh and tenth month. Upon completion
of probation, it is expected that the performance evalvation will be
conducted annually.
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. EMPLOYEE RIGHTS AND RESPONSIBILITIES

In your role as employee, you have an obligation to effectively carry out the
assigned job duties. The City Team is only victorious when every employee meets
their obligation by complying with the rules and regulations and successfully
completing their duties. Your journey will allow you the opportunity to work
successfully on a team. Below are some key responsibilities critical to your City

success.

A. ATTENDANCE

The most important responsibility you have as a Los Angeles City employee is your
attendance. You may be the best employee, but if you don’t come to work no one
will ever know it. You are required and expected to report te work on time. if you
are going to be late or absent, notify your supervisor either by telephone within the
first half hour of work and on each day of absence thereafter, unless you have

made other arrangements with your supervisor.

B. DISCIPLINE { EMPLOYEE CONDUCT

As a City employee, you are expected to adhere to all rules and regulations, as well
as accurately perform the job functions in a timely manner. Inappropriate and/or
vnacceptable behavior will not be tolerated. If you engage in inappropriate or
unacceptable behavior, you will be subjected to discipline, which may include an
oral warning, written reprimand, suspension, or discharge.

In addition, City employees are to conduct themselves in a professional and
courteous manner at all times. You are not to engage in any conduct or activities
that reflect unfavorably upon or conflict with the best interest of the City of Los
Angeles. You are expected to do your part to ensure that the work environment is
free from inappropriate and/or discriminatory actions, language, and images, as
well as demonstrate sensitivity and respect for others,

For a more detailed review of the City's disciplinary standards, you may refer to the
Policies of the Personnel Department, Guide to Disciplinary Standards, 33.2.

http://per.lacity.org/pdf/Policy.pdf

C. ETHICS
City employees are to refrain from taking part in any activity that may be in conflict

with the best interest of the City. An example of this would be to use City
June 2015 Handbook for City Employees 16



CUSTOMER SERVICE TRAINING POLIS

Grect the individusl in a prodessionsl munnar,
Ak hov you may assist the individnel,

Remember to be considarsle, clew end courtsorsy,
Valos faflection snd tone kre important feciors o remember in Somumunication.

“*A imile doas not Hurt, in fot, it will give the impression you cijoy your work and e
wbbanfma.

AFFRARANCE

Thatfories shoutd be clean aud sweesed. Dadpes, nameplaies and ek fasignis should bo
an the vnifons pex flis Department Maoual,
Profeasional dppesiance should be meintsined,

IELEFHEIRGE COLURCERT,

Answer prompdy. W
Speak slowly and distinedty, Reed™
Greatings should inclade veak, nune and division.

Ask how you thuy sssist the individnal.

Listens,
Lisien,

Provide fhe requested information, if poesibls.

Thani the caller and replace fhs recedver gootly.

"&?mammmmmmmmmum
o,




Fizviding Gand Cratetger Suves

Ammmdmmmwmhmmﬂmmmw

s0g good dustomer service. Thoso individosis we came i contoct with, Som
Department employoes fo tho general public, are-our costosners, Property Division
WﬁWﬁMhmwmmmmbm
paopesty back to its igitiid owner.

R is therefire xtreiely impartant that ws maintxin a positive and proftssicnsl aititudein
wll our contects. Whezoves you ooz in contact with a customes, you heve a
oppictesity to make 2 difference. ‘Experis call this oppeetimity » "Moment of Truth,* =
dhanue ¢ fufinenco the custemer, Morents of trafh 2 those ksieces whin custames
mmeWwNWuwmﬁndeqm‘ :
mqﬂwmmwmhmmmdmm

Bo mindful of this when anyons walks it your work location o witn yoo sntwer the

telephone, Peoplo will tike note of vour appearancs, you're facal cxgresalon, your

attfiud, voics fisction and tens. Yoe wili ko cosnmulosting even befico you have
#&Mam w@mmamwauwﬂm ¥

gonﬁsqgonnmw“ﬂwmﬁomlmm

Fffvctive castomer sscvico inokudes Ritening camthily-to the castonnr’s neods,

scknowiedging what they bave to ssy, empatidring with fheir sitnation, soting on
m@u,mmmmmmmwngmuw

Pogr Cystomer Sarvice .
mﬁmﬁkmmmbmnwﬂm!mmwm.lmw
mmmnwahmmﬂ.ﬂmm'

Bood Coxtemer Seryies -
EXAMPLE: *1 complately anderstaud your fonkings. Bexo fywhat I can do, snd beui
with mewhils I cltéck with rey sapesvisor for any options that Tiu not awars of”

Cublaner ecutects ocoar genarally fn pecstm 2ud on the telephans, Whan pme ono
mhmmmmwwﬂde;w@qm Yaur eniform

abqu!dh'onwﬁ'mﬂmnh the marmer specified by the Deparisnent bMacmal, as well st
your persanal grooming {Voi. 3 Seotinns 601 0 67C). Jn addition, part of providing a
good public insge s to eusure thet your work erea ja not olrttored or in dissiray.

TELEPRONS ETTIQUEFTE
When smswecing ths teloglems, the oflowing guidsincs should be followsd:

1) Tdmhmamfm'bmmam.rmmﬂmﬁﬂbamua

2)’  Biforts chould be made fo answer e telephone capodiently. Tt is prefierable to
Wmhﬂrﬁﬂn&bﬁﬁcw&:ﬁdddﬁanaWanm



Fraviding Goeod Cortomer Service

I'n;;:r.i'

-,

fhird ting. Bvay effort should be made to have sumaeons aveilshie during
business Lot fo answer 21y belephony lino dodicuied fo the fnclicns or youn:
office or position. - No telephons should be allowod 4o xing incemantly regerdiess
of what ofilee or desk it is oo, 1t showld bo snswered nd 2 meseage faken.

Use the appropriste grecting wiien answering the telephons (Good Morning,
Goud Bvening stn), followed by identification of your location.snd
wait (Centeal Property, Vailey Propesty Harbor Propedty ic), Jour name and nuok
(Propesty Officer Webb, Seaior Propérty Oficer bivrgam eic). Firally, offes
exdistgncs to the calier May Yhelp you?),

Avoid keeping a caller waiting. If you must pot 2 caller on hold, cocasionally
cotnt beck pn the Kne 1o assurs the caller that the call will be hadlsd. Hove
pad 5f paper and pes ar penci] zeady fo writé fmportant infiimation. Wheu
sddrossing tho osllers veq tho eppropeiate tfle (Mr., Mis., Ms efc).

‘IFyou need to transitd 2 caller to ruother sitension, be sure to sdviss the culler

il you: wiﬁbemm&msﬂmmunﬁmmmmmﬁwm
being transfiarred o and the telephone axteasion in fhe event the call ot

succossfully

Pty Division Tiedulg fuy kD



o,

ma@m&mmm»mwwymm
inthe now opexi spacs environment - - first impressions aee important} GOOD OFFICE
ETIQUETIE IS EASHLY ACHIEVED BY USING COMMON COURTESY!

Qe Space Bliquetie

Kmmmmmwmumﬁmﬁmﬂy Joss is better. Use
dﬁmﬁmwhmdinpluyhgpmu!ﬂmmmamtbmﬁo,dmmmmmﬂ

ancl

Use shered sreas wiraspect and courtesy, Clean p sfter yoo have used ibe breek rooms,
confeceice rooms, coffee-cony rocms and other shared sress, i.e. tho restroonis! Wash and retom
aﬂhﬂmﬂmbﬂwﬁmﬂwgdmmspﬂhmﬂﬁpamdﬁbgume&i
mmmmmammmﬂmmmmdh
REMOVE ALL ITEMS AT THE END OF YOUR WORK WEEK!

blamtainanmmm'mm”mﬁﬁmmmbummdmﬂulmm

phatocopier in working oondifion and fill empty peper trays, If & machine stally or jams - take
time to m&oﬁcmmd,ﬂ’medba.ah!ﬂumpumhmdbﬂupmum

Wedlmawwmmbenmsmmmwnsmaqﬁmmmm»hmmm
back borrowed stapler, siapler remover, scizsors, elr.

Onmrmnhonm
Mmmwmmmmvm&mwhowlowymmbem

Consider lowering your voice whenover speulting in person, or on the telephone.
K@mwﬁmmmmwwnammm chmmdﬁdt&oﬁum
nearhy, mdﬂmiuﬂaoeofhmnmbomtuuﬂwmmpmmlephm FAX ox emuil for any
inappropriste or personal matters,
Rmmmmmmmmm

Share professioont information, not gossip. Only discuss personme] matters directly w/specific
individimls, superiors and manageraent.

&mwmmmmm:nmmmmm
potpourr - check with co- workers befiore putting in place. Avoid foods w/strang smells or




aroigs thet will travel thronghout the office! Disposo of empty food containers in the bresk
soor tensh bing,
Phpﬁh@m.%maknmyMFﬁx“mmWﬁmm
parsonal muitess. )

Reapert privacy and koep all workpince conversitions profissional,

Stese profbssional informstion, riot gossip. Only discuss pessonnel mattees directly wispecific

Be sensitive to scents sand smells suromading you, L. cologne, perfume, fresh flowens or
mmm&wmmmmmAmmwmme
aromes thes will travel tiroughout the offivel Dispose of émpty food containers in the freals

room trssh bing,






LOS ANGELES POLICE DEPARTMENT
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LAPD - PROPERTY DIVISION
STANDARD MARKING OF A CARTON AND BARCODE PLACEMENT
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STANDARD MARKING OF PACKAGES AND BARCODE PLACEMENT
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LAPD - PROPERTY DIVISION
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Custody Date

Work ID Number|

Date Stamp

LAPD - PROPERTY DIVISION

STANDARD MARKING OF A TAG

--—-| Bin Location

BACKSIDE OF THE TAG

DOE

5426853 o

9

Package ID
Number

All the dedicated data
flelds must be filled out
by the booking officer

Item Number

Best practice for Barcade
placement is on the article itself.

» Bike - On the neck,

> Long Gun - Lengthwise on the
barrel; not wrapped.

> Soft cases or bags - On the
back of the Evidence Tag.

REVISEDD:  ¥°~2018



LAPD - PROPERTY DIVISION

STANDARD MARKING OF SEXUAL ASSAULT EVIDENCE PACKAGE WITH PROPER RED SEALS

MsmE DOE mhmmwmw'
@ wmx:>rhl*-1m\q-_.hnz

ST i el oy e

Alestir Lr ey

e v e 12758 00899 Back of the package must
ety T bz have red seals by hospital
PR S L. or LAPD red seals and

-

— e signed.
e

e e e e

bescrd - ——
Hagn 2 L
S AT e
] - o ey
D e pyarepl®

1) Victim's name - All the reports except the confidentially report must have first name and last name's initial only.
Far example: Jane, D,

2) Urine must be package separately from the Sexual Assault Evidence Kit {SAEK) and stored in a freezer.
3) Containers need to have fuli name written.

For example: Doe, Jane
4) Victim(s) clothing must be package separately from the suspect and/or other victim(s).

5} Frozen and refrigerated items must be booked Into Property Division or an Interim Storage freezerlocation within
six hours of Deparment custody.

REVISED DATE:", Y18
|






Chame-fesed Evidence Disposition: 4/550.12

Was proparty booked a5 & resukt of an . The concesmed Investigative officer or Ares |
investigation of armest initiabed by an I NED Is responsible for the folowuvpand  §
investigative officer ar by uniform/nen- - d disposition of ali booked evidencs.
Investigative personnel?
hots: The convemned Investigative officer
= gy § or Area NED Is also responsible for -
- ' obiafning an apprived Court Order for

] | Search Warrant Praperty, Forrn 10,18.00,
| authorlzing disposition (4/565.10)

CEsSanes
T e Y T

M=y

| B

1.
Wi the snestes booksd on o Relony or
misthemmnor dhEnga’

f‘mmmumpansmmrm

| disposition of ol property, except, fireams, ]
i booked for misdemennct cases,

skt L |
h

L ‘m‘

Giang and Narcotics Division '
Was the armestee booked on a felony concerned Ares detectives (Juve e |
responsibie for the disposition of all ]
narcotics or felony non-rarcotics charge? = o :

Exceptions:
B Evidence related 1o another DR

Number unjess fling obtained by
Narcotics or Area detectives,

H Unique properly for which &

specinlized division Investigator wik
: axceept follow-up and disposition
mmbmb;rﬂﬂmm | oo
b & Adults and Juventiés bouked toenther
e e et and T et by §  onafeeny narcotics cirarge shalt be
handiad by the concemned Arsa
detectives,

b B Area NED k& responsible for the follow
‘ up and disposttion of ks property




Can. Y
R

Q)

[ CLASSIFICATION } -

{Chezuleni)

down-ckoed to LATD

Nen-Preseription I —Nows El%l Eﬁﬁiﬁ, |52 - Poivon B
Prosuriptian Dnugs R - Packsged for Robdl 55 - Polsun B
(i preseripiion sT Sules _
ezt etnrer hotly) () - Fixsiiz Containg:
Bio-contuminusted T = Neme (Mot Appliehls) 5C — Etiologie
Matorial or Mhds Agznl
(infseilon)
Tireworke R - Trekaged Jor Retull iC-Claa C
Enlig oy F=plastve
T None (Nt Applicable)

Amyaaitien R - Paclngod for Retefl %C - Clnsz C
(Espeeinlly Lesge Sale (Box) Explosive
Guutities) @ - Bax, Cavtan, Croe

mmmm;
B -Nene (Npl Apnilizabis)
A~ Metal Centaingr
{Amme Can)
Alcoballe Borersyse 1L — Glogs Comtulner 1E - Combustible
G « Bax, Carton, Case Liguld
Q - Fluatlc Coptabier 34 — Finmarlilo
A~ Pathuged for Retafi Mpterial
Sulre
Camprosad Gas CyBnden J — Comprennsd Gor 1A — Nex-Flxmmable
Cyltuder 54 - Fiawauable
Magerldd

Spruy Paint & A —Frojoged fur Ratull 34 — Flamunbie

Other erwsols Snier pinterial

Tliares G - Bax, Curtan, Crev 3A - Mswoosble -0

Fl—Nzuo (ot Appltaabi) Wnteria)

Avito Batferies H- Nene (Mot Applieabis) 24 — Corroatve

Tolunee H—Noce (Nat Appllasble ¥ A Fhmousbls |

comiainer) Meterinl




Quick Guide to DNA Storage Conditions

UZ»EEE«EFE&&B&EEuS&g“ﬁE low humidity,

g:&ugﬁggﬁqgﬁﬂwgﬁggﬂ degrees Fahrenheit and less than 60 percemt humidity (any
g&oﬁné@&:@o.

gg&ﬂﬁnggﬁn%g&gﬁﬂ&égg
H?«ggnggﬁrug.gwgggﬂguﬁg.

Climate-controlled Refrigerated Frozen
Any DRIED evidence that may Liquid blood refersnces Condoms
require DNA analysis - inchiding,
but not limited to: Unanalyzed SAEKs
Swebs Urine samples collected during a
sexual assault examination
References (both buccal
swabs and blood cards) Unaaalyzed biclogical slides
Clothing Biological specimens (e.g. fetal
tissue)
Weapons




OFFICE OF SPECIAL OPERATIONS

Jenuary 4, 2017

TO: All Concerned Personnel
FROM: Agsistant to the Direstor, Offics of Special Operations

DISPOSITION OF MARLJUANA IN POSSESSION OF AN ARRESTEE

SUBJECT:
LEGAL UNDER THE ADULT USE OF MARIJUANA ACT

On November 8, 2015, California voters approved Proposition 64, also known as the Adult Use
of Macjuana Act (AUMA), which legalized the peraonsl possession of merifuana up to 28.5
grams (one omcee) or § grams of concentrated marijuana, by individuels 21 yoars and older,
Prior to the paseage of AUMA, marijuana was classified as contraband and ell merijusna taken
into police custody was booked &s evidence, The AUMA cxprossly prohibits any ssizure of

legully possessed marijuans under California State law,

Possession of marijuana over 28.5 grams or more than 8 grams concentrated remaius a violation
of California State law and will be booked us evidencs in accordance with all current procedures.

If a person taken into custody and booked into & detention facility, is in possession of a legal
amonnt of marijuans, the preferred method of disposition of that marijuana is to:
Leave the merijuana secured at their residence or locked in the trunk or other secure aren
of their vehicle; or,
»  Give it to a third-party that iz at least 21 years of age.

If those options arc not feasible, the legal amount of mar{juuma will be treatod a5 cKCess property
at the Ume of booking st Custody Setvices Division, placed in e separate sealed envelope and
packaged in & manner similar to the packaging of currency or other valuables.

Exveption: Food ilams coniaining marijuane will be discarded consistent with current
prosedures for discarding food items,

At the thme of booking the arreatee shall be advised of the following:

+ The marifuans is not being geized or being booked as evidence, and will be kept as excess

propesty for oo longer than 60 days.
The marijuane can be retrieved by the arrestee at the time of their release or can de

retrieved by a person designated by the arrestes, in accordence with establishad property
releuse days and times,
Should you have any questions, please contact the watch commander at Custody Services
Division, at (213) 336-3440,



BOOKING PROPERTY - FIELD NOTEBOOK DIVIDER

4/505.10 CLASSIFICATIONS OF PROPERT Y. Items
entered into the Department property system shail be
classified as follows;

*  Fvidence - items which are or may be related to a
crime, or which may either implicate or exonerate a
petson; or,

Nen-evidence - property other than evidence or excess
personal property; or,

*  Excess (non-evidentiary) Personal Property - personal
property of an arrestee, which cannot be packaged in an
inmate’s property package or purse.

4/510.10 BOOKING EVIDENCE AND NON-
EVIDENCE — GENERAL. The employee scizing or
taking custody of evidence shall ensure it is properly booked
without unnecessary delay,

All property which is to be booked shall be inventoried and
listed on the Property Report, Form 10.01.00. The employee
seizing or taking custody of a closed container shall open
the container prior to booking and conduct an inventory
wuchﬁmmmmmcmmbedelﬂmmedfmmnmmng
its exterior. :

Evidence may only be booked by a sworn employee, a
Police Service Representative in the course of kis or her
official duties, a detention officer assigned to Custody
Services Division, or a civilian employee conducting
specialized investipative work, Responsibility for booking
evidence may be agsumed by the detective or the civilian
investigative specialist at the scene,

Employees shall book only the gnantities of evidence
necessary for case prosecution. In instances when the
rightful ownership of property can be readily determined,
and case prosecution shall not be jeopardized, the property
shall be returned to the owner. When appropriate,
employees shall utilize photographs in lien of actual
evidence,

Note: If there is a question as to whether or not
photographs shall suffice in lieu of actual evidence
ftems, the booking employee should seek the advice of
a supervisor or the concermed detective.

Non-evidence shall not be booked into a Department storage
facility anless circumstances necessitate booking of the
property.

The employee seizing or taking enstody of propetty shall
issue a Receipt for Property Taken into Custody,

Form 10.10.00 (duplicate copy), to the person relieved of
the property (Department Manual Section 4/645.20),

The original Receipt for Property Taken into Custody shall
be included as a page of the mgmalepertyReport,
Release from Custody (RFC) Report

Form 05.02.08; or Arrest Report, Form 05.02.00, when

evidence to be booked is listed.

18.39.01 (08/18)

Evidence and non-evidence shall not be stored in the
personal possession of any employse, except certain forgery
related evidence (Department Manual Section 4/570.20).
Oge copy of the Property Report, or the RFC Repart
Continnation, or Amest Report, shall accompany the
property when booked.

Exception: Two copies shall accompany narcotics or
firearm bookings.

It is not necessary to issue a Receipt for Property Taken into
Custody for blood and urine samples or biological smear
specirnens faken from an arrestee or the victim of a crime,
nor is it necessary to include these items on s Receipt for
Property Taken into Custody form used to list other
property teken from an arrestee or victim,

‘When the finding of non-evidence is reported and the findar
refuses to relinquish custody of the property to the
Depariment, the interviewing employee shall complete a
Property Report, and make a notation on the report that the
property is in the possession of the finder.

Note: The assigned detectives (Department Manuzl
Sectiony 4/510.10 and 4/790) shall ensure that the
finder has complied with laws goveming found
property (Civil Code 1020, 2080.3; Penal Code 485).

The employee booking property shall, if circumstances
permit, check identifiable property against the Antomated
Property System and provide information regarding any
reported stolen property in the reports. The booking
empioyee shall notify each detective division handling o
case involving the booked property by completing the
"Extra Copy To" portion of the reports to nsure notification
and report distribution to each detective division.

Note: When an employee recovers property from an
area containing more than one person (e.g., coll,
bolding tank), the employee shall ensure that the
detective divigion responsible for each rrrestes is
notified using the above-referenced procedure.

Investigative officers within the booking employee's Area
should confer with any other entity handling a case
involving the booked property to determine responsibility
for disposition of the property.

Note: Booking employees shall continue to check all
firearms against the Automated Firearms System
(Department Mamuel Section 4/540.30) and attach a
copy of the printout to the appropriate report.

4/510.60 PROPERTY IMPROPERLY PRESENTED
FOR BOOKING. A Property Officer shall inspect all
evidence and non-evidence submitted for booking to ensure

the property is:

*  Properly packaged in the smallest availsble container;
*  Identified corcectly; and,
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*  Accurately described on the report.

Property shall not be accepted until the deficiencies are
corrected.

Note: The watch commander shall inspect all narcotics
evidence submitted for booking and shall ensure the
property is propetly packaged, identified, and stored in
the Area's interim storage area. The watch commander
shail cause the evidence to be transferred to Central or
Valley Property Section (Department Manual Section
4/510.12).

4/520.10 EVIDENCE BOOKED TO ARRESTEE,

When evidence is kngwn to be related to previously booked
evidence, it shall be booked to the same person under the
same DR number as originally reported. Item nombers shall
start with the next sequential number from the original
report. If not related to previously booked evidence,
evidence shall be booked to the arrestee whether seized at
the time of arrest or subsequent thereto. When two or more
persons are arrested af the same time and place, all evidence
shall be booked to one arrestee whose name shzll appear in
the space provided on the Property Report, Form 10.01.00,
or Release from Custody (RFC) Report Continuation,

Form 05.02.08. Names and information regarding other
arrestees and evidence shall appear in the narrative of the
report. The report shall designate from whom the various
items were seized.

H no arrest has been made, the evidence shall be booked to
the vigtim,

If there is neither an arrestee nor a victim, evidence shall be
booked to the owner or possessor of the evidence,

f there is neither an arrestee, victim, owner, nor possessor
associated with the evidence, it shall be booked to the
Department employee booking the property.

Note: Possessor is defined as someone other than an
owner in possession of evidence which is being taken
into police custody. Possessor may include the finder of
the evidence.

4/520.20 NON-EVIDENCE BOOKED TO OWNER.
Non-evidence shall be bocked to its owner. If ownership
cannot be determined, it shall be booked o the finder,

Exception: When non-evidence is removed from a vehicle,
and the owner of the property is unknown, it shall be
booked to the registered owner of the vehicle. When nefther
is known, it shall be booked to the employse.

4/525.10 PRESERVING PROPERTY - GENERAL.
Ali property shall be protected from contamination,
alteration, destruction, and damage., Employees taking
custody of property which they do not know how to
preserve shall obtain assistance from Forensic Science
Division.
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4/515.10 LOCATION BOOKED - GENERAL. Evidence
and non-evidence shall be bocked in the Area of cccurrence.
‘When the Area property room is closed, the propersty shall
be properly packaged and identified, and stored in an
interim storage area as designated by the Commanding
Officer, Property Division.

Exceptions:

* Employees working in, or assigned to, Central Aren
may book property directly into Central Property
Section, regardless of the Area of occurrence;

*  Employees working in, or assigned to, Van Nuys Area
may book property directly into Valley Property
Section regardless of the Area of occurrence;

*  Narcotics and evidence to be analyzed shall be booked
into the appropriate evidence courier temporary storage
locker and transporied to Property Division by the
courier (Department Manual Section 4/510.12);

*  Emergency Services Division personnel shall book and
store, in designated storage arcas, explosives not
congidered “safe” (Department Manual Section
4/540.20);

*  Evidence connected with Commercial Crimes Division
investigations (Department Mamal Section 4/515.20);

*  Evidence connected with Burglary Special Section,
Commercial Crimes Division investigations
{Department Mamual Section 4/515.25);

*  Evidence related to a child abuse investigation that is
the responsibility of the Abused Child Section, Central
Bureau, shall be beoked at Property Division
(Department Manual Section 4/604.19);

¥  Evidence related to a child abuse investigation that is
the responsibility of the Abused Child Section, Valley
Bureay, shall be booked at Valley Property Section
(Department Mamal Section 4/604.19);

*  Property requiring analysis or comparison by Forensic
Science Division (Department Manual Section
4/510.12);

*  Narcotics-stained currency which is held for checking
by the Gang and Narcotics Division K-9 Detail shall be
booked at Central or Valley Property Sections; and,

*  Toluene-soaked rags and other evidence open to the air
requiring special handling shall be booked at Central or

Valiey Property Section.

4/515.30 LOCATION BOOKED ~ EVIDENCE TO
FORENSIC SCIENCE DIVISION. Evidence to be
examined by Forensic Science Division (FSD), shall be
booked into the Property Division courier system at the
Area location most convenient to the booking employee.
The request for analysis shall be made to FSD by the
investigating officer. The evidence shall be placed in the
appropriate locker: Narcotice/shelf, refrigerator, or freezer.

Exceptions:

*  Ttems too large for temporary storage lockers;
*  Narcotios seizures in excess of 30 pounds net weight
{Department Manual Section 4/540.75);
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Explozives not considered "safe" (Department Manual
Section 4/540.20);

*  Hezardous chemicals or materials (Department Marnual
Section 4/212.49);

Note: Compressed gas cylinders shall be booked at
Central or Valley Property Sections.

Toluene-soaked rags or other evidence open to the air
requiring special handling (Department Manual Section
4/515.10); and,

Note: During hours when FSD is closed, employees
requiring evidence handling or storage advice shall
telephonically contact an FSD criminalist via
Department Operations Center.

*  Any amount of PCP in & container, one-half gailon or
larger, or a total volume of one-half gaflon or more of
BCP (Department Manual Section 4/540.72).

These lockers shall not be used for temporary storage of
evidence to be booked into the Area property room.

/585,15 CLASEINICATIONS OF ANALYZED
EVSYENCE, Fvidence booked into the Department's
property system shall be classified as follows:

¥ Analveed evidence - Shelf Susrzge — evidence, other
than narcotics, that does not require climate-controlied
or cold storege fe.g., Gunshot Residue (GSR) kits/.

*  Anziyzred Evidence — Climate-Convrviled Storage -
All evidence, other than narcotics, that does not require
cold storage including dried biological samples fe.g.,
dried blood/semen/salive on swabs/fabric or other
surfaces and the Sexual Assault Evidence Kit (SAEK)].

Exception: The urine sample from the SAEK is to be
refiigerated.

Note: To properly store Climate-Conirolled evidence
in g temporaery property storage room, while awaiting
transporiation to Properiy Division, place the green
Climate-Controlled Storage envelope in either the
refrigerator or the general properiy locker, if
refrigeration is not possible.

*  Analyzed Evidence - To Be Refrigerated — Liquid
blood and urine samples (including the urine sample
from the SAEK.

Note: The urine sample from the SAEK which is
packaged separaiely inside a Los Angeles County/City,
Sexual Assault Evidence — Urine Semple envelope,
shall zhen be packaged in an Analyzed Evidence — To
Be Refrigerated Envelope, Form 12.51.01, and booked
into refrigerated storage.

Analyzed Evidence - To Be Frozen — Anything that
cannot be dried.
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*  Analyzed Evidence — Narcotics,

4/535.4i'7T PACKAGING ANALYZED EVIDENCE -
GENERAL. Evidence to be analyzed shall be packaged in,
or tagged with rhe appropriate Analyzed Evidence
Envelopes, Laboratory Envelopes or Analyzed Evidence
Tags. Employees booking all types of evidence to be
analyzed shall place an Evidence Seal (Red), Form
10.12.07, over each flap of the required envelope and along
the center seam. If the item to be analyzed is in a carton,
box, or wrapped, the seams shali be secnred with adhesive
tape. Two separate continuous pieces of tape running the
length and width of the package shall be used. An Evidence
Seal shall be placed on the top surface where the tape ends
meet. The Property Booking Guide contains additional
information.

Note: The packaging of any item which requires
Deoxyribonucleic Acid (DNA) or latent print
processing shall be clearly marked “Hold for Touck
DNA” or "Hold for Prints" and booked into a Property
Division facility, Area property room, or Area property
room interim storage if the property room is closed. If
an investigating officer (I/0) determines that the item
shall be classified as “Hold for Touch DNA” the /O
shall make a telephonic request to Forensic Sciences
Division (FSD) for the anglysis and FSD shall maike
arrangements with Property Division for the evidence
courier o transport the item. If an 1/0 determines that
the item shall be classified as “Hold for Prints,” the /O
shall make an Fnvestigation Request, Form 12.01.00,
Via the Latert Print Unit's (LPU) Incident Tracking
System or telephonically. The LPLT will either rexpond
to the Area Property Division o process the evidence
or make arrangements with Property Division for the
evidence courier to transport the item. If the item is
designated as “Hold for Touch DNA” and “Hold for
Prints,” the I/O shall notify both FSD and TID, who
shall coordinate the trensport (by evidence couriers) for
the analysis.

Analyzed Evidence Envelopes:

*  Analyzed Evidence - Shelf Stomge Envelope,
Form 12.51.00;

*  Analyzed Evidence - To Be Refrigerated Envelope,
Form 12.51.01;

*  Analyzed Evidence - To Be Frozen Envelope,
Form 12.51.02;

*  Auslyzed Evidence - Narcotics Envelope,
Form 12.51.03; and,

*  Anglyzed Evidence — Climate-Controlled Storage
Envelope (Green), Form 12.51.06.

Anplyzed Evidence Tags:

*  Analyzed Bvidence - Shelf Storage Tag,
Form 10,12.03;

*  Ansalyzed Evidence - To Be Refrigerated Tag,
Form 10.12.04;
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*  Analyzed Evidence - To Be Frozen Tag,
Form 10.12.05;

*  Analyzed Evidence - Narcotics Tag, Form 10.12.06;

*  Analyzed Evidence - Climate-Controlied Storage Tag
(Green), Form 10.12.10;

*  Bvidence Seal - Los Angeles Police Department (Red),
Form 101207

*  Evidence Seal - Forensic Science Division/Technical
Investigation Division (Yellow), Form 10.12.11; and,

¥ Evidence Seal - Property Division (Blue), Form
10.12.12,

COMBINED REPORTING OF EVIDENCE.

The Arrest Report, Form 05.01.00, Investigative Report,
Form 03.01.00, or RFC Report, Form (5.02.08, may be used
to book evidence as stated in Department Mannal

Sections 4/216.15 and 4/203.15.

4/216.15 EVIDENCE REPORT COMBINED WITH
ARREST REPORT. Evidence booked in conjunction with
an arrest may be reported as follows:

If only one arrestee, no firsarm booked, and no more than
two fiems of evidence, the face sheet of the Arrest Repott,
Form (5.02.00, is the evidence report. In this instance, the
reporting officer shail:

' Check the "Evidence" checkbox st top of the report;

*  Complete the "Combined Evidence Report” Section on
the report;

*  Enter details relating to the evidence in the narrative;
and,
Forward a copy of the Amrest Report face sheet with the
evidence.

If more than one grrestee, a firearm is booked, or more than
two items of evidence, the Property Report,

Form 10.01.00, stapled to the Arrest Report face sheet is the
evidence report. In this instance, the reporting officer shail:

Check the "Combined Evidence” checkbox af the top of
the Arrest Report face sheet;

Note: On multiple arrests, this checkbox is checked on
all Arrest Report face sheets, and the pame of the
arrestee to whom the evidence is booked is entered
immediately below that checkbox on alf Arrest Report
face sheets.

*  Complete the shaded areas of the Property Report,
including details and listing of the evidence;

*  Number the Property Repert as the last page of the
Arrest Report; and,

Exception: On juvenile arrests, the Juvenile Arrest
Supplemental Report, Form 05.02.06, followed by the
Juvenile Automated Index printout are the last two
numbered pages of the Arrest Report (Department Manual
Section 4/218.60).
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*  Forward a copy of the Property Repor, stapled to the
Arrest Report face sheet, with the evidence.

Exceptions: A Property Report shall not be combined with
an Arrest Report when:

*  The evidence is related to previously booked evidence.
In this instance, the evidence shall be booked to the
same person (or firm) as on the original Property
Report and under the original Division of Records (DR)
number. The item numbering shall start with the next
sequential number from the original report;

*  Reporting additional license plates. One piate, or set of
plaies, may be reported using the combined procedure.
Additional plates require separate Property Reports
with separate DR numbers {Department Mannal Section
5/040.56); and,

*  The booking employee's supervisor determines that use
of a separate complete Property Report wonld be a
more expedient means of booking the evidence under
the given circumstances,

DR Number. A DR nunber is required for an Arrest Report
on which booked evidence is listed.

Completion - Private Person’s Arrest. When evidence is
booked under the combined procedure, and the arrest is by a
private person, the name, setial mumber, division and detail
of the officer booking the evidence shall be entered in the
space provided on the Arrest Report face sheet; i.e., the
second line of "Reporting Officer(s).”

4/203.15 COMBINED REPORTING. An employee
conducting a preliminary investigation may combine the
following reports, ag appropriate:

*  Combined Crime and Arrest Report
(Depertment Manual Section 4/216.14);

*  Combined Evidence and Arrest Report
(Department Manual Section 4/216.15); and/or,

*  Combined Evidence and Investigative Report (IR)
when up to three items of evidence are booked, the
reporting employee shall:

*  Check the "Combined Evidence” checkbox at the
top of the IR;

*  Complete the "Combined Evidence Report” section
on the face of the IR;

*  Enter details relating io the evidence in the
natrative of the IR; and,

*  Forward a copy of the IR face sheet with the
evidence.

*  Combined Evidence and Investigative Report when a
fircarm or more than three items of evidence are
booked, the reporting employee shall:

*  Check the "Combined Evidence” checkbox at the
top of the IR;
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*  Complete the shaded areas of the Property Report,
inclnding details and listing of the evidence;

*  Number the Property Report as the last page of the
IR; and,

*  Forward & copy of the Property Report, stapled to
the face sheet of the IR, with the evidence.

Exceptions: A Combined Evidence and Investigative
Report shall not be used when:;

*  The Evidence is related to previously booked
evidence;

Note: In this case, a separate Property Report shall be
completed in its entirety. The original Division of
Records (DR.) sumber shall be used, and the items shall
be mumbered starting with the next sequential item
number.

*  The evidence is booked to other than the primary victim
of the IR (ie., the victim listed at the top of the IR);
*  Reporting additional license plates; and/or,

Note: One plate, or sct of plates, may be reported using
the combined procedure. Each additional plate, or set
of plates, requires a separate report with a separate

DR number (Department-Manual Section 5/040.56).

*  The booking employes's supervisor determines that the
use of a separate complete Property Report would be a
more expedient means of booking the evidence under

the given circumstances,

4/535.05 PACKAGING PROPERTY — GENERAL,
The cuter package of booked property shall be no smaller
than a 7-1/2" x 10-1/2" manila envelope. Employees shall
use preprinted envelopes when available. Blank envelopes
shall have a completed property tag stapled to the front.

Small items shell be wrapped in a bindle and/or placed in s
coin envelope. Each coin envelope shall bear the item
number and DR numbcer of the related repott. Personnel
may consider cardboard carton packaging when the
evidence is too large to fit into an envelope specified for
storage of that type of evidence,

Note: Carton packaging that is nsed to hold analyzed
evidence or other forms of non-analyzed evidence shall
have the appropriate evidence tag completed and
secured to the outside of the carton.

4/535.10 PACKAGING ALCOHOLIC BEVERAGES.

A conminer of en alcoholic beverage shall be securely
capped and sealed with a completed sealed evidence label.
If the container cannot be capped, a sampie shall be sealed
in an approved evidence botile, and booked with the original
container.

4/535.15 PACKAGING BLOOD SAMPLES (See
Department Manual Section 4/343.42).
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4/535.20 PACKAGING AMMUNITION.,

Each discharged projectile, cartridge case, or misfired
cartridge which is submitted to Forensic Science Division
(FSD) shall be individually wrapped in soft tissue, sealed in
a coin envelope, and packaged separately from the firearm.
Live ammunition that is not to be submitted to FSD shall be
placed in a coin envelope and packaged separate from the
Bon. .

The words "Live Ammo" shall be printed in red letters on
the outside of a package containing live ammunition,

4/535.90 PACKAGING VOLATILE FUELS (See
Department Manual Section 4/212.49),

4/530.10 MARKING EVIDENCE - GENERAL. An item
of evidence shall not be marked for later idenfification

when:
* It bears a serial mamber;

Note: Watches shall not be dismaniled for purposes of
locating & serial number.

* It would alter its evidentiary value;

*  Itis capable of being identified through distinctive
markings and recorded information; and/or,

*  Itis a flag of the United States of America or of the
State of California (Department Manual Section
4/535.30).

‘When evidence is marked, the mark shall be:

As small as practicable;

Distinctive;

Placed so as to prevent reduction of the item's
marketable vailue; and,

* Made as soon as practicable by the finding employee.

Evidence that cannot be marked or later identified by
distinctive markings shall he packaged and sealed with a
completed sealed evidence Iabel. An outline of the object
shall be traced on the package when it would be of value in
making identification at a later dats.

% & »

4/530.20 MARKING EXPENDED AMMUNITION,
When its evidentiary value would not be affected, expended
ammunition shall be marked as follows:

*  Cartridge case - on the inside, or if not practicable, on
the outside near the opened end, and,
*  Bullet - on the base.

4/530.30 MARKING OF BOOKED DOCUMENTS,
The Division of Records (DR) number shall be the only
marking placed on a forged/fraudulent document or invoice
by the reporting employes. If shall be printed in ink or
typed as near as practicable to the upper right corner of the
face without interfering with markings already present.
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If this is not practicable, place the document(s) in a manila
envelope, and print the DR number on the upper right corner
of the envelope and atiach the documents unfolded and
paper-clipped to the back of the completed report.

Exception: Forged/frandulent items such as identifications,
credit cards, and checkbooks, shall be booked as evidence.

4/540.60 BOOKING MONEY. All monies taken iato
Department custody shall be counted by the officer booking
the money and the appropriate supervisor prior to booking.
A copy of the related Property Report, Form 10.01.00, shall
accompany each money booking,

Note: When an officer seizes or tekes into custody
U.S. currency totaling less than $5,000, the concerned
officer shall book the currency at the Area property
room. The items shall be placed in the designated
interim storage locker when the Area property room is
closed. When an cofficer seizes or takes into custody
TJ.S. corrency totaling $5,000 or more, the officer shall
transport the currency to Valley Property Section or
Central Propecty Section, Property Division, for

Officer’s Responsibilities. When an officer seizes or takes
into eustody U.8. currency, the officer shail:

Count the currency, in the presence of a supervisor
preferably not involved in the seizure, and place the
currency into a Money Envelope, Form 10.12.02;

*  Obiain the signature of the supervisor verifying the
money count on the Money Envelope;

*  Ensore that both the total emount and the breakdown by
denomination are accurately recorded on the Money
Envelope;

*  Seal the top flap of the Money Envelope with an
Evidence Seal, Los Angeles Police Department (Red)
Form 10.12.07;

*  Complete a Property Report listing the currency
booked; and,

*  Book the items into the appropriate property facility.

Note: Money that is of unique evidentiary value (e.g.,
possible fingerprints) shall be listed on the Property
Report.

When booked money requires checking by a Narcotics
Division K9 unit and a unit is unavailable prior to
booking, the booking officers shall notify the property
officer that after counting and booking the currency to
place the Money Envelope into a Kapak bag to ensure
the currency is not contaminated during storage. Items
held for checking by the K-9 Detail shall be booked at
Central or Valley Property Sections.

Supervisor’s Responsibilities. Supervisors responsible for
counting corrency shail:
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*  Verify that both ¢he total amount and the breakdown by
denomination are accurately recorded on the Money
Envelope; .

*  Sign the Money Envelope in the appropriate place and
ensure the envelope is properly sealed; and,

*  Ensure that the items are booked into the appropriate

property facility.

Note: A supervisor shall witness the recount of all
currency removed from inferim storage by the property
officer for booking into the Area property room,

The supervisor shall sign and date the Evidence Seal-
Property Division (Blug), Form 10.12.12, overlaying
the Money Envelope flap next to the signature of the

property officer,

Property Officer’s Responsibilities. Property officers at
Area property rooms who accept currency for booking shall:

Recount the currency in the presence of the booking
officer;

If the currency is removed from interim storage for
booking into the Area property room, recount the
currency in the presence of a swornt supervisor;

Note: The property officer shall be responsible for
applying blue evidence seals, Propersy Division (Blue),
Form 10.12.12, to all currency packeges opened for
recounting. All resealing shall be done in the presence
of the sworn supervisor witnessing the recount. The
property officer ghall sign and date the blue evidence
seal overlaying the Money Envelope flap in the
presence of the sworn supervisor.

*  Ensure the money count is properly listed on the Money
Envelope;

*  Seal the Money Envelope with a blue evidence seal and
sign and date the evidence seal; and,

*  Place the item into secure storage.

Property officers at Central Property Section or Valley
Property Section who accept currency for booking shall:

*  Recount the curreacy in the presence of the booking
officers;

*  Verify the currency count matches the Money
Envelope;

*  Place the currency info the Money Envelope and seal
with a blue evidence seal;

*  Sign and date the blue evidence seal; and,

*  Obtain the signature of 8 Property Division supervisor
on the blue evidence seal overlying the Money
Envelope flap.

Commanding Officer, Property Division’s
Responsibilities, The Commanding Officer, Property
Division, shell, as soon as practical upon expitation of the
60-day time limit, cause all monies eligible for deposit into
the Booked Money Account, not stored in the Central
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Property Section, Property Division, to be transferred to
Central Property Section or Valley Property Section for
deposit.

Exception: If a release has been authorized and is
pending, the money shall not be transferred and
deposited until the required term for claiming the
money has expired. Upon determination that money in
the account is eligible for disbursement, the
commanding officer of Property Division shall cause a
Booked Money Disbursement, Form 10.26.00, 1o be
completed and forwarded to Fiscal Operations Division.

Note: Monies not yet deposited into the Booked
Money Acconnt may be released in accordance with
precedures ontlined in Department Manual Section
4/555.10.

BOOKING OF LICENSE PLATES. A separate report
bearing 2 separate vehicle DR (Division of Records)
Number shall be made for each plate or set of plates.
{Also see Vehicle/Vessel Reporting - Field Notebook
Divider, Form 18.36.00.)

4/238.48 PROPERTY TO CORONER. An officer at the
scene of a death requiring a Death Report, Form 03.11.00,
shall obtain an itemized receipt from the Deputy Coroner
Investigator for all property, including the contents of
wallets and purses, remnoved from the scene by such deputy.
The receipt shall be stapled to the original of the Death

Report.

Suicide Notes. Original suicide notes shall accompany the
body to 2 Coroner’s mortuary. Portions of suicide notes
pertaining to the suicidal act shall be quoted in the Death
Report when practicable. When a copy of the original
suicide note is desired by investigating officers, 2 photocopy
may be obtained from the Coroner's Office. When the
original note is needed for crime laboratory sindy, it shall be
obtained from the Coroner's Office by a member of Forensic
Science Division.

Poisons and Drugs. All poiscns, drugs, and their
comtainers suspected of being connected with a suicide shall
accompany the body to the Coroner's Office.

Firearms. All firearms suspected of being suicide weapons
shall be booked as evidence in onder fo provide the
opportunity to test such firearms. The investigating officer
shall be responsible for determining the final disposition of
the firearm (Department Manual Section 4/560.40).

4/540.30 BOOKING FIREARMS,

General. All firearms coming into the custody of the
Diepartment shall be classified as evidence.

Booking Firearms — Officer’s Responsibilities. An
officer booking = firearm into Department custody shall
ensure that the firearm is unloaded and safe for hendling.
Employees unfamiliar with the unloading or securing of a
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firearm shall contact the Firearms Analysis Unit, Forensic
Science Division (FSD), for advice. Additionally, if
physical evidence such as DNA or latent prints is of extreme
importance and there is a potential for damaging such
evidence during the unloading process, FSD shall be
requested to respond for assistance,

Exception: The package of a firearm which requires latent
print processing or touch DNA analysis, shall be clearly
marked “Hold for Prints” or “Hold for Touch DNA™ and
booked into a Property Division facility, Area property
room, or Area property room Interim storage if the property
room is closed. If an investigating officer determines that
only fingerprint processing is required, a reguest shall be
made to Technical Investigation Division (TID) vig the LPU
Incident Tracking System or telephonically. If an
investigating officer determines that only touch DNA
analysis is required, a telephonic request for the analysis
shall be made to FSD, If both fingerprint processing and
torch DNA analysis are required, mark the appropriate
Analyzed Evidence Envelope with “Hold for Prints and
Touch DNA" and notify both TID and FSD. The
investigation officer will be contacted by TID and/or FSD to
determine which order to analvze the item.

Note: During off-hours and weekends, FSD fircarms
examiners may be contacted for advice or response through

Department Operations Center.

In all cases, the Firearms Analysis Unit shall be contected to
examine and clear the following types of hazardons

weapons prior to booking:

*  Muzzle loaders;

*  Cap-and-ball black powder weapans; and,

*  Jammed ot inoperative weapons, incliding weapons
with rounds that cannot be extracted.

‘When possible, weapons shall be broken down or otherwise
moxdified and packaped to allow easy visual examination
and assurance they are unloaded.

Upon ensuring the firearm is unloaded and safe for
handling, the booking employee shall:

*  Complete a Property Report, Form 10.01.00;

Note: The name and serial mamber of the FSD firearms
examiner, along with the date and time a hazardous
weapon was rendered safe for handling, shall be
documented in the Property Report. For firearms
contaminated with diseased or infectious bodily fluids
or for other specially packaged or sealed firearms,
documentation of the clearing of weapons shail be
included in the Property Report.

*  Complete the Firearms Supplemental Property Report,
Form 10.01.01;

Note: Officers shall complete one Fitearms
Supplemental Property Report for each firearm
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booked. When more than three associates exist,
complete another Firearms Supplemental Property
Report. When mote then three firearms are booked,
complete the Continuation Sheet for Firearms
Supplemental Property Report, Form 10.01.02, When a
firearm is recovered direcily from a specific person, any
other individual in the possessor’s company shall be
considered an associate and their information shall be
entered into “Possessor’s Associate™ section. The
Firearms Supplemental Property Report shall become a
page of the Property Report and continue the page
mmbering sequence and be submitted o a supervisor
for approval,

*  When multiple firearms are booked on a single Property
Report and a]l have the same possessor, associates,
recovery location and recovery date, the first firearm is
listed on the Firearms Supplemental Property Report.
Additional firearms shall be listed on the Contimnation
Sheet for Firearms Supplemental Property Report.

The appropriate information shall be recorded on the
Continuation Sheet for Firearms Supplemental Property
Report by the officer booking the firearm into a
Department Property Room,

*  The Continuation Sheet for Firearms Supplemental
Property Report shall become a page of the Property
Report and continue the page numbering sequence and
be submitted to a supervisor for approval;

*  Cause the Automated Firearms System (AFS) and
National Crime Information Center (NCIC) to be
queried to determine wants and registration
information;

*  Telephonically report all firearms reported stolen, lost,
recovered, located and booked to the Vehicle Warrant
Section (VWS), Records and 1dentification (R&T)
Division;

*  Document the results of the AFS mnd NCIC query on
the Property Report;

*  Affix the AFS/NCIC print out to the Property Report
with transparent tape, immediately below the reconded
description of the firearm;

*  Print the word "FIREARM" in red in the top margin of
the Property Repont;

*  When booking a firearm at a location other than the
property unit within the geographic Area in which the
firearm was sgized, print in the left margin of the
Propexty Report, & statement directing extra copy
distribution to the robbery unit of the geographic Area
in which the firearm was seized;

#  Submit the completed Property Report and Firearms
Supplemental Property Report, to a supervisar for
approval; and,

*  Deposit the property and two copies each of the
approved Forms, the Property Report, Firearms
Supplemental Property Report, and Continuation Sheet
for Firearms Supplemental Property Report, when
applicable, with the concerned property unit.

Note: All information relative to & firearm shall be
entered into the AFS by personnel assigned to the
VWS, R&I Division.

13.39.01 (08/18)

Supervisor's Responsibilities. The supervisor approving
ihe Property Report shall:

*  Physically inspect the firearm (unless held for touck
DNA and/or latent prints) to verify the accuracy of the
information contained on the Property Report and to
verify that the firearm is unloaded; and,

Nate: If the firearm i3 being held for latent prints,
touch DNA, or other scientific evidence, supervisors
shall visually inspect the firearm to verify as much
information as possible is contained in the Property
Report.

*  Ensure that a notaiion is made in the narrative portion
of the Property Report when unable to query AFS and
NCIC,

The supervisor approving the Firearms Supplemental
Property Report, and the Continnation Sheet for Firearms
Supplemental Property Report, shall review the form for
completeness and accuracy, ensuring that all available
information has been included.

Receiving Booked Firearms - Property Officer’s
Responsibilities. The property officer receiving a booked
firearm shall:

*  Take precautions on firearms that are held for DNA or
prints; and,

*  Tnspect the firearm and verify all information contained
in the Property Report; and,

* At the beginning of each work day, forward one copy
of each Property Report, the Firearms Supplemental
Property Report and the Continnation Sheet for
Firearms Supplemental Property Report when
applicable, and a copy of the AFS/NCIC printont
directly to the Gun Unit, Gang and Narcotics Division
and R&I Division, via intradepartmental mail; and,

*  Ensure that a completed Firearms Supplemental
Property Report and the Contimuation Sheet for
Firearms Supplemental Property Report is attached to
the Property Report for each firearm booked.,

Packaging. Long guns including sawed-off long puns need
ot be packaged. An Evidence Tag, (Yellow)
Form 10.12.00, shall be attached to the barrel,

Handguns shall be packaged when practicable. Only the
weapon's magazine, ammunition or holster may be

packaged with a firearm.
Note: A magazine shall not be stored in a weapon, and
ammunition shall not be stored in a magazine,

4/540,20 BOOKING EXPLOSIVE SUBSTANCES.,

Explosive substances are classified as “Safe” or
“Dangerons.”
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BOOKING “SAFE” EXPLOSIVES. “Safe” explosive
iteans are booked in the same manner as any other property.
A package containing a “Safe” explosive item shall be
marked with large red letters indicating the type of
explosive material contained, for example, “Fireworks,”
*Flares,” or “Live Ammo.” The types of “Safe” explosives
are:

Fireworks - “Safe and Sane” types (Bearing State Fire
Marshal seal) and less than 10 pounds gross weight;

*  Emergency Highway flares/fuses; and,

*  Fixed ammunition and blank or saluting cartridges less
than .50 caliber.

BOOKING “DANGEROUS” EXPLOSIVES. All other
explosive substances are classified as “Dangerous” and shall
only be recovered and booked by the Hazardous
Devices/Materials Section, Emergency Services Division
(ESD), personnel

The Hazardous Devices/Materials Section technician who
assumes custody of 2 dangerous explosive substance shall
ensure that a Property Report, Form 10,01.00, is completed
and distributed as soon as practicable. Common examples
of “Dangerous™ expiosive substances are:

*  Fireworks not bearing the State Fire Marshal acal or
with a gross weight of ten pounds or more;

*  TFirecrackers and similarly constructed explosive
devices that do not bear a State Fire Marshal seal, such
as Cherry Bombs, M80’s, and M100’s;

*  Beal Bombs and bird distracters (Agricultarml/wildlife
types of fireworks);

*  Railroad Torpedees; and,

*  Ammmmition .50 caliber and larger.

Note: Cfficers recovering ammunition .50 caliber or
larger shall contact the Hazardous Devices/Materials
Section, ESD, or Department Cperations Center during
off-hours. A Hazardous Devices/Materials Section
officer shall determine whether the recovered
ammunition is considered “Safe” and can be booked at
Property Division. In cases when a Hazardous
Devices/Materials Section officer advises that the
ammunition is considered “Safe” to book, the officers
shall note the name, rank, and serial munber of the
Hazerdous Devices/Materials Section officer
anthorizing the booking in the Property Report.

‘When investigating officers cannot determine the
classification of n suspected explocive substancs as “Safe”
or “Dangerous,” officers shall treat the suspected item as
“Dangerous” and contact the Hazardous Devices/Materials
Section, ESD, or Department Operations Center during off-
hours for advice.

4/540.70 PROCESSING NARCOTICS, TOLUENE
AND DANGEROUS DRUGS, ETC, Narcotics, narcotic
paraphernalia requiring analysis, toluene, and dangerous
drugs shall be hooked in or labeled with an Analyzed
Evidence - Narcotics Envelope, Formn 12.51.03, or an
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Analyzed Evidence — Narcotics Tag, Form 10.12.06, and a
Narcotic Evidence Booking Identification Card,
Form 10.12.09,

Booking Employee’s Responsibilities. When packaging
small quantities of narcotics, officers shall:

Place the narcotics into a ziplock bag; and,

Note: Officers are also reminded that a separate
Annlyzed Evidence - Narcotics Envelope shall be ysed
to contain the evidence obtained from each arrestee.

#  Place the bag into an Analyzed Evidence - Narcotics
Envelope; and,

Exception: Plant material shall not be placed ina
plastic bag before being placed into an Analyzed
Evidence - Narcotics Envelope.

*  Staple the flap shut as closely as possible to the Iower
edge using two staples on opposite sides of the flap;

and,

Place Evidence Seal - Los Angeles Police Department
(Red), Form 10.12.07, over each flap and the center
seam.

Note: Narcotics evidence weighing a kilogram or more
shall be placed in a plastic numbered property bag and
placed ina cardboard box. The box shall be sealed with
8 high quality fiber reinforced tape. A completed
Analyzed Bvidence - Narcotics Envelope or an
Analyzed Evidence - Narcotics Tag shall be attached to
the outside of the cardboard box.

The package shall be sealed with a completed evidencs seal,
A separate Analyzed Evidence - Narcotics Envelope shall
be used for the evidence obtained from each arrestee.
Ziplock bags may be used to separate evidence within the
Analyzed Evidence - Narcotics Envelope. Each envelope
shal]bwanmemnmnberaudbehswdonrelmdmports
No other evidence, except narcotic paraphernalia tequiring
analysis, shall be included in the sealed package. The
Analyzed Evidence - Narcotics Envelope shall not be filled
above the fold of the upper flap of the package.

An officer seizing one kilogram or larger size paclkuges of
dangerous drugs or narcotics evidence shall:

. Consecuuvely numbar the exterior of each package
wrapping; ard,
Weigh the packages for gross weight and place them in
2 cardboard box; and,

Note: "Gross weight” is the weight of each individual
package of narcotics inclnding the packaging material.
"Control weight” is the weight of a single box
contajning several individual packages. "Net weight" is
the weight of the narcotics without any packsging
materizl. Refer to Department Manual Section
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4/540.75 for handling seizures exceeding 30 pounds net
weight.

Weigh the box and contents for control weight and seal
with wide, high quality tape and a sealed evidence
label; and,

List the gross weight and control weight on the
Property Report; and,

*  Compleie an Analyzed Evidence - Narcotics Envelope
and attach it to the outside of the cardboard box,
indicating the mumbered packnges contained within and
the gross and comirol weight of the hox and its contents.

Note: When booking large quantities of narcotics
requiring numerous boxes, an Analyzed Evidence -
Narcotics Envelope shall be attached to the outside of
the first box of each item number on ths Property
Report, Form 10.01.00, which consisis of one or more
boxes, and an Analyzed Evidence - Narcotics Tag, shall
be attached to each remaining box. The item mamber,
box number, and total mymber of boxes shall be
documented on each box.

The employee booking the evidence shall in all cages
complete the upper portion of the form on the face of the
envelope, including any special instructions for the chemist
making the analysis.

Note: Refer to Department Mammal Section 4/540.72
for Phencyclidine (PCP), or its analogs handling
procedures.

Marijnana Cigarettes. Marjjuana cigarettes shall be
placed in 8 container, a coin envelope or ziplock bag and
marked “officer added packaging.” Each cigarette and
specific Iocation from which the cigaretie was taken shall be
listed on related reports.

Note: Marijuana cigarettes do not need to be
individually maried.

Paraphernalia Containing Narcotics Residue. An officer
booking paraphernalia containing narcotics residue shall:

Place narcotics paraphernalia into a plastic ziplock bag,
or a small envelope, size permitting, or into a plastic
property bag if the residue may be lost or destroyed,
before placing the item{s) inio an Analyzed Bvidence —
Narcotics Envelope; and,

*  Place Analyzed Evidence Seal — Los Angeles Police
Department (Red), Form 10.12.07 over each flap and
the center seam.

Exception: Paraphernalie containing plant materiai
residue shall be placed inside a coin envelope, if
practical, and placed directly into an Analyzed
Evidence - Narcotics Envelope. Do not place loose
paraphernaliv in an Analyzed Evidence - Narcotics
Envelope.
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Note: This section does not affect booking procedures
for paraphernalia not containing narcotics residue,

Toluene, When toluene or similar toxic substance is
exposed to the gir (e.g., glue on a rag or in a paper bag), the
evidence shall be placed in a glass container.

Weights and Measures. “Substances” in relation to pipes
with residue only, are no longer weighed. These substances
shall only be counted. Example, one glass pipe containing
cocaine residue shall be counted as one item. ‘The evidence
may state in the Property Report and/or the Arrest Report,
“1 glass pipe containing off~white residue resembling
cocaine.” Glass pipes with no visible residue shall be
booked as paraphernalia in the Area Property Rooms. All
pipes with residue shall be booked as narcotics.

Note: Containers included in the gross weight shall be
described in the Property Report (or Arrest Report, if
used to book the evidence).

Marijuana plants shall be counted. Their number and
net weight (minus dirt and container) shall be recorded
on the Property Report. The plants shall be placed ina
carton. If necessary, the plants may be folded.
Generzlly, the dirt and the container need not be
booked.

Note: When practicable, the plants shall be
photographed prior to being uprooted.

Juvenile Arrested. When booking controlled substance
evidence in juvenile cases indicate whether the juvenile is
"Detained" or "Released,” in red on the upper left comer
of the Analyzed Evidence — Narcotics Envelope.

If a juvenile is detained or when narcotics or a substance
believed to be toxic is involved for which no preliminary
chertical test is available, book the evidence following
standard booking procedures.

Baoking Location. Narcotics, narcotic paraphernaliz
requiring analysis, toluene, and dangerous drugs shall be
booked into Property Division. The item requiring analysis
shall be placed into the narcotics storage locker for pick up
by the courier unit or booked directly into Property
Division,
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TYPES OF REPORTS

1. PROPERTY REPORT

BOOKED TO:

*» ARRESTEE,

< VICTIM,

% OWNER,

% FINDER/POSSESOR
% DEPT. EMPLOYEE

UNLIMITED # OF ITEMS
EVIDENCE AND NON-EVIDENCE

2. ARREST REPORT
BOOKED TO:
% ARRESTEE (CAN NOT BE A MULTI)
< NO MORE THAN 2 ITEMS

% NO FIREARMS
< ALWAYS EVIDENCE

3. INVESTIGATIVE REPORT

BOOKED TO:

% VICTIM ONLY

< NO MORE THAN 2 ITEMS
% ALWAYS EVIDENCE

4. RELEASE FROM CUSTODY

% TWODR'’S (ARREST/EVID.)

¢ NO MORE THAN 5 ITEMS

< CITATHON# SHALL BE ENTERED INOT SYSTEM
% ALWAYS EVIDENCE



DIVISION OF RECORD NUMBER

DR NUMBER

% ALWAYS NINE NUMBERS

% FIRST TWO NUMBERS = YEAR
< SECOND SET= DIVISION

% LAST FIVE= SEQUENTIAL #'S



PROPERTY DIVISION PROBATIONER'S
QUICK NOTES

NARCOTICS BOOKINGS:
WEST BUREAU STATIONS: 08, 14 (THESE TWO DIVISIONS BOGK NARCO @ VNYS)
*PRIMARY INVIGATIVE UNIT (PIU); (FELONY NARC CHARGE)
DIVISION: NG {NARCOTICS GROUP)
SECTION: WCT (WEST BUREAU COMPLAINT TEAM)
VALLEY DIVISIONS: 08,10,15,16,17,19,21
*P I U: (FELONY NARC CHARGE)
DIVISION: NG
SECTION: VBC (VALLEY BUREAU COMPLAINT TEAM)

*FELONY NARC CHARGES THAT ARE BOOKED BY NED (NARCOTICS ENFORCEMENT DETAIL) WILL GO TOQ THE
DIVISIONAL DETECTIVE

METRO DIVISIONS: 01, 92, 03, 04, 06, 07, 11, 12, 13, 20
*P I U: (FELONY NARC CHARGE)
DIVISION: NG
SECTION: MCT {METRO COMPLAINT TEAM)
*FELONY NARC CHARGES THAT ARE BODKED BY NED (NARCOTICS ENFORCEMENT DETAIL)
WILL GO TO THE DIVISIONAL DETECTIVE
HARBOR DIVISION: 05
* 1 U: (FELONY NARC CHARGE)
DIVISION: NG
SECTION: HCT (HARBOR COMPLAINT TEAM)
*FELONY NARC CHARGES THAT ARE BOOKED BY NED (NARCOTICS ENFORCEMENT DETAIL)

WILL GO TO THE DIVISIONAL DETECTIVE

SOUTHEAST DIVISION: 13



PROPERTY DIVISION PROBATIONER’S
QUICK NOTES

*P I U: (FELONY NARC CHARGE)
DIVISION: NG
SECTION: SECT (SE COMPLAINT TEAM)

*FELONY NARC CHARGES THAT ARE BOOKED BY NED (MARCOTICS ENFORCEMENT DETAIL)

WILL GO TO THE DIVISIONAL DETECTIVE

MNARCO

REQUIRED: TYPE, WEIGHT, FORM, COLOR (THE REPORT MUST HAVE "GG" AS PART OF THE
WEIGHT, IN THE SYSTEM ONLY ONE "G" IS REQUIRED)

NARCO IS ALWAYS "HAZARDOUS MATERIAL"

ON THE HAZ-MATY SCREEN:
CONTAINER: H
CLASSIFICATION: 5B

NG SPECIAL HANDLING

FIREARMS
REQUIRED: TYPE, MAKE, SERTAL NUMBER, ACTION, MODEL (IF APPLICABLE)

BLOOD/URINE
ITEM TYPB: O (NON-SERIALZED)

QIY:1  QTY'TYPH: HACH

IS ALWAYS "HAZARDOUS MATERIAL*/PLACE BIOHAZARD STICKER ON ENVELOPE

ON THE HAZ-MAT SCREEN:
CONTAINER: H
CLASSIFICATION: 5C
NO SPECIAL HANDLING

LICENSE PLATES
REQUIRED: VPU NOTIFICATION/ONE PLATE PER DR

ITEM TYPE: O (NON-SERIATIZFD)
STORAGE TYPE: LB (VPS)
BIN LOCATION: 00LODD (VPS)

IF THB PLATE CANNOT FIT PROPERLY, USE BIN LOCATION: 05D003 OR 05D004 (VPS)



NARCOTICS BOOKING REQUIREMENTS

TYPE, WEIGHT, FORM COLOR (THE REPORT MUST
HAVE “GG” AS PART OF THE WEIGHT, IN THE SYSTEM

ONLY ONE “G” IS REQUIRED)
NARCOTICS ARE ALWAYS HAZARDOUS MATERIAL

FIREARMS BOOKING REQUIREMENTS
ALWAYS CLEAR FIREARM BEFORE HANDELING

TYPE, MAKE, SERIAL NUMBER, ACTION, MODEL (IF
APPLICABLE)

LICENSE PLATES BOOKING REQUIREMENTS
VPU NOTIFICATION/ONE PLATE PER DR NUMBER
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ALCOHOL

For RFC (Release from Custody) arrests for open container and drinking in public violations, the
booking of alcohol is discouraged unless a juvenile is involved or there are other exceptional
circumstances (See OO Order No. 13. 1988, “FRFC Procedures-Expanded”).

Officers should confer with property Division before preparing large quantities of alcohol for

booking. A * ” & seizure is defined as at least fifteen cases of beverages, not exceed 24
~e e bottles per-case (See 00-Order No. 2, 2006, “Reducing Quantity of Evidence Booked-in
Misdemeanor and Infraction Cases”™).

Alcohol is to be safely stored in bin locations specifically designated for alcohol storage.
Packaging and Tagging of Alcohol:

A, Opened Non-Resealeble Container

1. The booking officer shall empty a portion of the contents into an alcohol sample
bottlefjar. Pour out the remainder.

2. Complete a red evidence seal, and place it over the top of the tightly sealed alcohol
sample bottle.

3. Tape the aloohol sample bottle to the empty beer can or other container of alcohol,
4. Complete an Evidence tag and tic or tape it to one of the containers.
5. Book the property.
B.  Opened Resealable Container (screw top or cork)
1. An alcohol sample bottle is not reqmred
2. Complete a red evidence seal and place it over the reséaled top of the container.
3. Complete an Evidence Tag and tie or tape it to the container.
4. Book the property.
C. Unopened Container
1. An alcohol sample bottle is not required.

2. A red evidence seal is pot required.



3. Complete an Evidence tag and tic or tape it to the container.

4. Book the property.



BICYCLES

For reporting purposes, a bicycle is a device upon which a person may ride, which is
propelled by human power through a system of belts, chains, or gears and which has wheels
at least 20 inches in diameter and a frame size of at least 4 inches (LAPD Manual 4/236.10),

Bicycles having a frame size less than fourteen inches and a wheel size less than twenty
irichies shall be booked as toys, o

Officers taking bicycles into custody as Evidence, Non-BEvidence or Excess Personal
Property, shall inchude the Following information on the related property report:

Make

Frame Number

Frame number condition

Gender-boys/girls

Speed

Color .

Additional descriptors may include wheel and tire size, condition, and any other
special equipment or marks,

Each bicycle which is to be booked into the Department property system shall be listed
separate as a line item on the related property report.

A printout from the Automated Property System is required for each bicycle booked.

¢ When a bicycle is booked as excess personal property of an arrestee, the Excess
Personal Property Receipt, (LAPD Form 10.08.00) is required. In addition, attach a
print out from the Automated Property System to the card.

Note: Officers should make an effort to contact the owner and release recovered bicycles
prior to booking them.,

If ownership can be determined at the time of booking, non-evidence bicycles shall be
booked with a Property Disposition Request, (LAPD Form 10:6.00).

Property officers accepting bicycles for booking shall ensure that al required information is
listed on the related reports and an APS print out is attached to all bicycle bookings. The
property tag shall be placed on the handlebars for esse of identification. Clearly mark the tag
with red felt tip marker and include the last name/or business booked to. Include booked to ¢
information on the backside of the tag as well. This procedure makes it easier to identify an
individual bicycle from a location.



Bicycles are oddly shaped and are often times booked in bad repair. Exercise cantion when
handling, and ask for assistance when necessary. Lifting bicycles from top locations of bike
racks often requires assistance.



BLOOD & URINE SAMPLES

BLOOD

The Blood Alcohol Unit of SID prepares blood sample kits for officers to use when obtaining
samples from DUI arrestees. These kits include a special gray-capped vial, a gray Analyzed
Evidence To Be Refrigerated Envelope, and three evidence seals. These vials can be located

in the Department’s jail dispensary or at any contract hospital.

These blood vials are not to be used for collection of exemplar bloods for comparison to
semen or blood stains. Scientific Investigation Division supplies 2 purple-capped vial for this
procedure. These purple-capped vials can be located in the Department’s jail dispensary or at
any contract hospital,

Property officers shall ensure that the officer booking the blood vial has entered the time
booked on the package. The gray Analyzed Evidence To Be Refrigerated Envelope requires
three red seals signed by the booking officer. A biohazard label is also required on the front
side of the package. Blood samples should be refrigerated as soon as possible.

Officers should contact the Toxicology Unit, SID, if they require additional information on
the booking of blood samples.

URINE

Urjne samples are collected in plastic containers with lids. The booking officer places the
sample inside an Analyzed Evidence To Be Refrigerated Envelope. Propesty officers shall
ensure that the officer booking the urine sample has entered the time booked on the package.

The gray Analyzed Bvidence To Be Refrigerated Envelope requires three red evidence seals
signed by the booking officer. A biohazard Iabel is required on the front side of the package.
Urine samples should be refrigerated as soon as possible and no later than 24 hours after

being obtained.

Officers should contact the Toxicology Unit, SID, if they require additional information on
the booking of urine samples.



BOOKING HAZARDOUS MATERIAL

In taking in new evidence, care should be taken to examine the related Property Report.
Question the booking officer and carefully examine the items to determine the presence of
material that might be classified hazardous. The list of materials routinely handled which
might be hazardous from the perspective of the Fire Department are too numerous to discuss,
but the exercise of good judgement and examination of available Iabeling should result in
“appropriate use of the Hazardous materfal scteen in APIMS, -~ == -0 -

On the Hazardous Material screen, the first field, which must be completed, is Container
Type. This field should not be confused with packaging and is intended to indicate the
primary container or manufacturers packaging for the hazardous substance. For instance,
spray paint, which typically comes in cans, then the appropriate container type, would be “A”,
Packaged for Retail Sales. There is no primary container for a blood-smeared gun or money.
In these cases, the Container type “H™ None (Not Applicable), would be appropriate.

The next field on the Hazardous Material screen, which must be completed, is Classification.
Classifying hazardous material can be 2 technical matter and employees should use their best
judgement in selecting a classification code, The attached chart includes container types and

codes for commonly occurring bookings:



CLOSED CONTAINERS

Closed containers cannot be booked into Property Division or SID until they have been
opened and inventoried.

Closed safes or other locking containers shall be openéd prior to booking. Contact Safe
Detail, Commercial Crimes Division. Safe detail detectives wnll respond to the location

snd-open thie tontatner before the offlesrs move it - e —

The booking officers will inventory all items in the container and book all contents according
to esteblished Property Division procedures.

If any items are going to be analyzed by SID, ensure that the officers package the items for
analysis,

The Safe Detail can be contacted at (213) 486-6940 during normal business hours or
RACR Division during off-hours at (213) 484-6700.

Revised 04-17-15 with telephone numbers



COIN-OPERATED MACHINES

A coin-operated machine refers to slot machines, and other machines that may contain a coin
case (box). When money can be removed from a coin-operated machine withont causing
damage, it shall be removed at the location of booking in the presence of a supervisor. After
removing any Secret Service funds, the remaining money shall be packaged and booked
separately.

o If opéiiig the machiiic Woild Giisé damage, the mioiicy”shiall véisidin in He machine,
* Each coin opening shall be sealed with a completed red evidence seal. The seams of the

case shall also be sealed,

Note: At the time a machine is destroyed, the investigating officer shall retrieve and book any
money stored therein. This does not apply to parking meters.

(Section 4/540.10 of the Department Manual)



COMPRESSED GAS CYLINDERS/
NITROUS OXIDE TANKS

Compressed gas cylinders including those containing nitrous oxide are to be booked by the
Hazardous Chemical Team, SID. Officers are not supposed to transport the tanks or cylinders

regardless of size.

When an officers calls for advice on how to ook a compressed gas cylinder, refer them to the
Hazardous Chemical Team (HCT), Scientific Investigation Division (SID). During off-hours
and weekends, refer them to RACR Division, and tell then to ask for the on-call HCT, SID
analyst.

If the officer shows up at the counter with the compressed gas cylinder, explain to the officer
what the proper procedure is. We will then, accept the item and contact HCT on their behalf
and arrange for the officers to leave the tank at Central Property Section or Valley Property
Section until HCT can respond to retrieve them. In the event that a compressed gas cylinder
is left at an Area property room, the Area Property Officer will call and contact the HCT to
arrange for pick-up. The Area Property Officer will then leave a kickback notice/reminder
with a copy of Special Order No. 22, 2005, PROPER HANDLING AND BOOKING OF
NITROUS OXIDE, for the booking officers.



COMPRESSED GAS CYLINDERS/
NITROUS OXIDE TANKS

Compressed gas cylinders including those containing nitrous oxide are to be booked by the
RHazardous Chemical Team, SID. Officers are not supposed to transport the tanks or cylinders

regardless of size.

" When an officers calls for advice on how to book a compressed gas cylinder, refer them to the
Hazardous Chemical Team (HCT), Scientific Investigation Division (SID). During off-hours
and weekends, refer them to RACR Division, and tell then to ask for the on-call HCT, SID

analyst.

If the officer shows up at the counter with the compressed gas cylinder, explain to the officer
what the proper procedure is. We will then, accept the jtem and contact HCT on their behalf
and arrange for the officers to leave the tank at Central Property Section or Valley Property
Section until HCT can respond to retrieve them. In the event that 2 compressed gas cylinder
is left at an Area property room, the Area Property Officer will call and contact the HCT to
arrange for pick-up. The Area Property Officer will then leave a kickback notice/teminder
with a copy of Special Order No. 22, 2005, PROPER HANDLING AND BOOKING OF
NITROUS OXIDE, for the booking officers.



COUNTERFEIT CURRENCY

Counterfeit currency is routinely booked in Property Division. Counterfeiting is a crime.
Therefore, counterfeit currency shall always be booked as EVIDENCE.

Property Division will accept counterfeit currency without the serial number of the bill.
Different denomznanons no longer have to be itemized. For example, miscellancous
denarhintitions can be listed as one item number with an accurate quantity. A Department-
manual revision w111 be made (next revision) to exclude the requirement of listing the serial

number of the bill on the related property report.

The booking officer can include the serial oumber of each bill if all bills listed have been
individually itemized.

Counterfeit currency is packaged separately and sealed with a blue evidence seal. Counterfeit
currency is stored in a separate location.

An excellent website to view all circulated U.S. Carrency:

hitp://www.newmoney.gov/
Added: 04-17-15



EXPLOSIVE SUBSTANCES (SAFE)

Taken from the LAPD Department Manual:

4/540.20 BOOKING EXPLOSIVE SUBSTANCES.
Explosive substances are classified as. “Safe” or “Dangerous.”

BOOKING “SAFE” EXPLOSIVES. “Safe” explosive items are booked in the same
manner as any other property. A package containing a “Safe” explosive item shall be
marked with large red letters indicating the type of explosive material contained, for
example, “Flares,” or “Live Ammo.” The types of “Safe explosives are:

* Emergency Highway flares/fuses; and,

¢ Fixed ammunition and blank or saluting cartridges less than .50 caliber,

Property Division employees can only accept safe explosives that meet the above criteria.
Fireworks and all other possible explosives bookings shall be referred to ESD, (Emergency
Services Division) Hazardous Devices Section, Explosives Unit (Bomb Squad). During off-
hours and weekends, they can be contacted through RACR Division.

Property Officers shall ensure that the explosive items have been identified in red felt tip
marker on the outside of the container. When placing these items in shelf locations, use
caution to avoid these types of items from accidentally falling on the floor.

(Revised 02/09/11)

Hazardous Devices/Materlals Section- Bomb Squad & Haz Mat Unit /

2029 N. Maln St., L.A. 90031
Officer in Charge ........co.ocoeeeremeerisenasnssins s sssmsssssnsesssrsss soressmeans 323 342-4200

Added 07-05-13



(Chemical)

MATERIAL CONTAINER TYPE CLASSIFICATION
Non-Prescription H--None (Not Applicable) 5B - Poison B
Dirugs
Prescription Druogs R — Packaged for Retail 5B - Poison B
(In prescription or Sales
manufacturer bottle) Q - Plastic Container
Bio-contaminated H — Nore (Not Applicable) SC - Etiologic
1-~Material or Fluids - - -Agent - -
(Infection)
Fireworks R — Packaged for Retail 4C - Class C
Salesor - : Explosive
H —None (Not Applicable) '
Ammunition R — Packaged for Retail 4C-Class C
(Especially Large Sales (Box) Explosive
Quantities) G - Box, Carton, Case
(Especially Case Lots)
H - None (Not Applicable)
A — Metal Container
(Ammeo Can)
Alcoholic Beverages | E — Glass Container 1B — Combustible
G - Box, Carton, Case Liquid
Q ~ Plastic Container 3A - Flammable
A — Packaged for Retail Material
Sales
Coﬁnpreued Gas Cylinders | J — Compressed Gas 1A — Non-Flammable
Cylinder 3A - Fiammable
Material
Spray Paint & A — Packaged for Retail 3A - Flammable
Other Aerosols Sales Material
Flares G - Box, Carton, Case . 3A - Flammable
H —None (Not Applicabie) Material
‘Auto Batteries H —None (Not Applicable) 2A - Corrosive
Toluene H —~ None (Not Applicable if 3A - Flammable
dewn-sized to LAPD container) Material




JEWELRY AND OTHER VALUABLES

Valuabies shall be packaged separately from other property items, (LAPD Manual 4/535.85).

Officers booking jewelry will place items in coin envelopes or small plastic baggies,
identifying each item number inside. The small envelopes or baggies are then placed inside
larger manila envelopes or other suitable container.

Jewelry in a jewelry case or appropriate container need not be removed and packaged
separately, however, each piece shall be itemized on the related property report. The case or
container should then be sealed with an evidence seal, tagged and booked.

Jewelry, mainly the costume type is usually grouped as (3) bracelets, (5) rings, (2) necklaces,
etc. The proper way to describe jewelry on a Property Report is as follows:

Diamonds are desczibed as - Clear Stones.

Pearls are described as — White Stones.

Rubies are described as — Red Stones.

Emeralds are described as — Green Stones.
Sapphires are described as — Blue or Black Stones.
Gold is described as - Yellow Metal.

Silver-is described as — White Metal.

The following information, if available, must be included in each Property Report when
items of jewelry are booked.

Article type (ring, watch, etc.)
Brand

Model

Serial Number

Owner applied ID

Physical appearance description
Metal color

Stone color/count

Length

Inscription text

Gender, M/F

Note: High Value property is any individual item (except those reported on a Vehicle
Report, CHP Form 180) valued at $5,000 or more. The value of the property may be based
on personal knowledge, expertise listing the property value, or statements made by the viciim

OT person reporting,

2008



Property Officers’ Responsibility. Propésty officers at Central Property or Valley Property
Sections of Property Division who accept high-value property for booking shall:

¢ Verify the value or estimated value of the property being booked in the presence
of the booking officer;
Ensure the property information is input into APIMS as high-value;
Ensure the letters “HV” have been noted on the appropriate forms;
Notify a Property Division supervisor of the high-value property being booked; and
Have the property booked into the property room safe or other appropriate

. JOCBEON. - -~ v es e e e

Small valyable items that are non-jewelry items should be packaged separate from other booked
property. For example, if there are miscellaneous items of propeity contained in a carton, and in
addition to those items, a hand-held Play Station game system is booked, package the game in a

regular evidence package and seal it with a blue seal and store it on the shelf

A list of small valusble items that should not be packaged inside a container with other items
will be determined by the Commanding Officer, Property Division. The list will be updated
periodically and distributed to all Property personnel. The below items are considered to be
small valuable items. If you have any questions, please ask your supervisors for advice.

Apple, I-Phones, all models

Apple, I-Pods, all models

Nintendo, DS, hand-held video game system

Microsoft, PSP, hand-held video game system
MP-3/MP-4 Players

Some Cellular Phones (New Releases/High-End Models)

® & =5 © @ @

2008



LAFD ARSON BOOKINGS

LAFD Arson Investigators book items of evidence on a regular basis. Their bookings usually
consist of fire debris and unknown liquid. LAFD Arson can book evidence at any property
room. The only exception is the UNKNOWN liquid items. These items shall be booked at
CPS, Valiey Property or at FSC and immediately transferred to ECS for storage in the

¢hemical room.

1. Unknown liquid is acceptable &s an article. 2 ounce samples maximum. The quantity of
the liquid must be on the property report. Ifit is not, it can be added with a follow-up
report (3.14). The sampie will be in a tin can or & white bucket. The can is a container
not an item of evidence so it does not have to be listed on the report. An analyzed
evidence tag and a red seal over the closures are required.

2. Fire Debris or Debris is acceptable as an article with no further description. Debris cannot
be separated and itemized. These items will be in a can with an analyzed evidence tag and
a red seal on the closures or multiple cans inside a carton. If debris is booked in a carton,
affix an analyzed evidence tag and seal the carton with tan reinforced tape the width and
length of the box, placing one red seal where the tape ends meet.

3. When LAFD books at FSC, they must place a request for analyzation the same day and
request that the evidence is held at FSC for at least one week until a criminalist picks it up.

After a week, the evidence will be transferred to ECS for storage.



LICENSE PLATES

Each set of license plates requires a separate DR NUMBER.

Two plates with different numbers shall be booked on two separate DR numbers.
The state of issue and the license plate number shell be listed on the property report.
Officers booking license plates shall notify VWS (Formerly AVPS),

Taken directly from the Department LAN: LAPD FORMS; FORMS USE:

10.01.00-16 Completion-License Plates, License plates, inclunding those attached to, or
loose in a recovered, impounded, or found vehicle, which do not belong to the vehicle,
shall be checked via the Stolen Vehicle System (SVS), before a report is made.

+ A separate report bearing a separate Vehicle DR number shall be made for each

plate or set of plates (Manual Section 5/040.56).

» If a previous related report exists, the same DR number shall be used.
If no previous related report exists, 8 new Vehicle DR number shall be obtained.

Taken directly from the LAPD Manual: Section 5/040.56:

040.56 ISSUANCE OF DR NUMBERS. DR numbers will be issued automatically in
sequential order by Area of oceurrence. When a report of any type has been assigned a
DR number and other reports of related incidents are made, they shall bear the DR

number of the initial report,

Exception:

¢« When more than one vehicle is stolen, each requires a separate DR number
{Manual Section 5/180-16).

» A Vice or Narcotics Report requires a separate Vice or Narcotics DR number.
Only a related Follow-up Investigation, Form 03.14.00; shall bear the DR
number assigned to the Vice or Narcotics Report (Manual Sections 5/3.18-10 and
5/3.19-10}.

+ A Missing Person Investigation, Form 03.16.00, requires a separate DR number.
Only a related Follow-up Investigation, Form 03.14.00; Arrest Report, Form
05.02.00; or Property Report, Form 10.01.00, shall bear the DR number assigned
to the Missing Person Investigation (Manual Section 5/3.16-12).

When more than one traffic collision occurs, each requires a separate DR
number (Manual Section 5/555).
«  When more than one burglary oceurs, each requires a separate DR number (see

Manual Section 5/3.1A for exceptions).
« A rate Property Report bearing a separate DR number shall be made for

each license plate or set of license plates booked (Manual Section 5/10.1-16),

2017-revisions are in BLUE



When a DR number is issued to a non-booked arrestee, a separate DR nnmber
shail be obtained for conmecting crime, property, or traffic reports.
When completing a Forgery and/or Identity Theft report, each victim of a forgery
requires 2 separate report and g separate DR number. Only one report and one DR
number are required for multiple documents that are connected by the same account

(or identifying number) to the same victim.

Packaging:

Each license plate or set of license plates shall be tagged by tying the appropriate tag to the.
license plate(s). Ensure that the tag is secure and placed in a manner that the booking
information can be easily seen. No additional packaging or wrapping is necessary.

License with registration MV, Vehicle Registration T
License plates with tabs can be booked as one item. The registration tab description and

serial number can be added to the miscellaneous description of the item on the property
report. The tag description and serial number can be added to the additional information

screen in APIMS.

2017-revisions ere in BLUE



MOTORIZED SCOQOTERS

Electric and gas powered type scooters shall not be booked by the officer for riding infractions or
misdemeanors. They shall be released to the owner after being photographed. The phofographs
shall be booked as evidence.

If the scooter (s) can not be released to the owner or other designated party, they shall be booked
a8 10ys, non-evidence, and-a Property Disposition Request, Form 10:06, authorizimg disposition
shall be completed and submitted by the booking officer.

®  Advise the booking officer to empty the gasoline from any gas-powered scooter at their
Area Motor Transit facility.

Note: Motorized scooters should be booked at Central Property Section or Valley Property
Section. These items should not be booked at the concerned Area property rooms.

See Office of Operations Order, No. 2, February 2006.



PERISHABLES

Taken fiom the LAPD Department Manual:

4/540.80 BOOKING PERISHABLES

“Perishables, when practicable, shall be retained by the owner or agent (4/555.40). Price tags -
and labels shall be retained.

Note: Consideration shall be given to photographing the evidence prior to release.

When it is necessary to book perishable evidence, the Watch Commander, Central Property
Section, shall be contacted for advice. (Ordinarily, perishables shall not be stored longer than
48 hours).

See OO Order No.2/ 2006 Reducing Quantity of Evidence Booked in Misdemeanor and
Infraction Cases.



PIRATED DVDS

AGREEMENT BETWEEN LAPD AND THE
MOTION PICTURE ASSOCIATION OF AMERICA

MPAA represents the entire movie studio industry, and they are also the victim of the crime of
Piracy. LAPD is dedicated to retuming property to the rightful owner and fighting crime.

Therefore, LAPD has agreed to contact an MPAA Investigator each time pirated DVD's are
présented st any service countir’ for bobking wheéther fhiafe is an Arréstes or not.” The bookiig
officer will notify an MPAA Investigator, The Investigator will take all the pertinent
information and write up their report. They will also appear in court as the expert witness.

The booking officer shall be advised to take a picture of the DVD’s and attach the photos to their
original evidence report or book the photos into evidence. The DVD’s will then be booked into
Property. A 10.6 (LAPD Property Disposition/Update Request) will be turned in at the time of
booking for immediate disposal.

Contact Information:

Motion Picture Association of America

Anti-Piracy Unit

800-461-1925 or 909-680-7337

Contact Names:
(Day Watch hours or trouble calls)

Mike Radowitz, Supervisor Investigator, 800-461-1925, or 818-935-5855

Revised on 11-07-16



PROCEDURES FOR BOOKING SERIALIZED & NON-
SERIALIZED FIREARM GUN PARTS |

The lower receiver of a firearm or the frame is considered a firearm when it has & serial number
or it does not have a serial number. The receiver or frame is listed on the property report as a
firearm and entered in APIMS on the Firearm Information Screen, In the “additional
information™ field the description of “receiver” or “frame only”,is appropriate.

» A gun part that has » serial number shaii be booked as a firearm in APIMS, entered on
the Firearm Information Screen. In the “additional information” field, list the part of the
gun that is being booked (e.g. frame, barrel). The booking officers will list the actual gun
part as the article followed by an accurate description of the item on the related property

Tepott.

By booking gun parts in this manner, Gun Section, GOSD, (Gang and Operations Support
Division) will complete a serial number check in the Automated Firearms System prior to the
approval for destruction.

* A gun part that does not have a serial number shall be booked as non-serialized
property. These items are not entered in APIMS on the Firearm Screen. An accurate

description of the article is required.

In order to achieve uniformity in the booking process and for destruction purposes, Property
Division personnel are instructed to adhere to these procedures. Any deviation from the above
procedure should be cleared with a Property Division supervisor on duty.



SEXUAL ASSAULT KITS

Sexual Assault Evidence Kits are packaged in white frozen envelopes identified as “Los
Angeles County/City” Sexual Assault Evidence Kit. The package will be obtained by the
booking officer from the hospital facility performing the medical examination. The package
shall be sealed and booked as one item, “Rape Kit” or “Sexual Assault Kit” on the property

. report, . The contents will not be itemized. . The package is to be siored in the freezer. . ..

Clothing or bedding items shall be itemized and booked as separate items. Items belonging to
the suspect shall be packaged separate from the victim’s to avoid contamination of the
evidence. Under no circnmstances shall the rape kit be placed inside of a carton with

other items.

When clothing (such as underwear, pantyhose, blouse, pants ctc.) or bedding is taken into
custody which may contajn biological stains, it shall be air-dried and packaged in an
Anal Evidence to be Climate Controlled Envelope or in 2 carton with an Ana

Evidence to be Climate Controlled Envelope or Climate Conirolled Tag affixed.

If there is no possibility of biological stains such as semen, these items shall be booked as
regular evidence.

The sexual assault kit shall be sealed with three red evidence scals. When the kit is sealed by
the contract hospital personnel with the appropriate number of signed red seals (three), it is
not necessary to have the booking officer reseal the envelope with new red evidence seals.
Ensure that there are always three seals on the package; top flap, bottom and center searns.

Note: A Form 03.02.00 or 03.02.01, Victim of a Sex Offense Request for Confidentiality of
Information (English/Spanish), shall be completed for all victims of crimes as specified in
Government Code Section 6254 whether or not they exercise the right to confidentiality,

Property Division requires a copy of the confidentiality form when the evidence is

bogked to the victim or the arrestee.-Revised 06-24-15
When the evidence is booked to the victim, the accompanying reports shall contain the

victim’s first name and last initial only. The victim’s complete namne shall be included on all
evidence property booked. The property is booked in APIMS as normal, not confidential

nnless it is specified in the report as a confidential booking.

The original of the physician’s report shall be submitted as a page of the appropriate report
and not booked as evidence.

Sexual Assault evidence shall not be booked using an Injury Report.

REVISED 062415/REVISION 061209 IN BLUE



4/505,15 CLASSIFICATIONS OF ANALYZED EVIDENCE. Evidence booked into the
Department's property system are to be classified as follows:
« Analyzed Evidence - Shelf Storage - evidence, other than narcotics, that does not
require climate-controlled or cold storage such as Gunshot Residue (GSR) kits.
= Anasalyzed Evidence - Climate-Controlled Storage - All evidence, other than
narcotics, that does not require cold storage including dried biological samples (dried
blood/semen/saliva on swabs/fabric or other surfaces).
+ Analyzed Evidence - To Be Refrigerated - Liguid blood and urine samples [except
for the urine semple from the Sexual Assault Evidence Kit (SAEK)). . . |
o Anslyzed Evidence - To Be Frozen - Anything that cannot be dried, the SAEK and
the urine sample from the SAEK.
Note: The urine sample from the SAEK which is removed and placed inside a Los Angeles
County/City, Sexual Assault Evidence - Urine Sample envelope, must be packaged separately
in an Analyzed Evidence - To Be Frozen Envelope, Form 12.51.02, and booked into frozen
storage.
Exception: Sexual Assault Evidence Kits, once analyzed and found to be negative, must be
stored in climate-controlied storage.

Taken directly from the Dept. Mamugl; 2015 1* Quarter.

REVISED 062415/REVISION 061209 IN BLUE



SHARP INSTRUMENTS

A biade or sharp point shall be packaged to protect a person who may later handle it. When an
instrument’s evidentiary value would not be affected, the booking officer shail follow the

marking and packaging procedures delineated below.

» Ifmarking or packaging the item could damage evidentiary value (e.g., blood-stained

knife), the Serology Unit, SID should be contacted for advice.

" » The booking officér should mark ikie handle of fhe item if it may latér be necessary fo

identify the item in court.

Packaging:

All packages containing sharp instruments shall be marked “Sharp” in red. Whenever possible,
the item must be place in a capped syringe tube.

A.

Pocket Knife
1. Fold knife closed if possible. Ifit is impossible to close the knife, follow “B” below.

2. Place a piece of tape around the knife to hold it closed. Do not use tape if the knife is
to be printer or examined for other evidence (See “Fixed-Blade Knife” below).

3. Place the knife in an appropriate envelope or suitable container.
4. Book the property.
Fixed-blade knife

1. Tape two sl:nps of cardboard, one on each side, or tape on a larger folded piece of
cardboard to the blade,

2. Place the knife in an appropriate envelope or container.

3. Book the property.

Razor blades

1. Wrap each blade several times with paper and secure the paper with tape.
2. Place the blades in coin envelopes.

3. Place all coin envelopes in the appropriate envelope or container.

4. Book the property.



Straight-edge razor
1. Fold the razor closed if possible.

2, Place a piece of tape around the razor to hold it closed. Do not use tape if the razor is
to be printed or examined for other evidence.

3. Place the razor in the approptiate envelope, or suitable container.

Ice pick .
1. Affix a piece of cork over the point and secure it with cellulose tape.

2. Place the ice pick in the appropriate envelope or container.

3. Book the property.



VEHICULAR AIR BAGS

4/229.10 DETONATION AND BOOKING OF VEHICULAR AIR BAG MODULES.
Employee’s Responsibility. Employees who come in contact with an uninstalled air bag module
which has been detonated (i.e., bag deployed, preservative powder residue visible) shall recover
and book the detonated air bag module in accordance with standard property booking

procedures. No special handling is required.

M.Enmloyeeswho oomemcontactmmammmsta]led,undetonated mrbagmodlﬂeshall
= Secure the immediate area;

¢ Request the Bomb Squad, Hazardous Devices Section, Emergency Services Division, to
respond to the scene;

Note: During off-hours, the Bomb Squad may be contacted throngh the Department
Command Post, Real-Time Analysis and Critical Response Division (RACR).

Complete a Property Report, Form 10.01.00, including the name of the Bomb Squad member
who detonated or took custody of the air bag module; and, if the module was detonated by the
BombSquad,recovm'mdbmktheremmmofthemodulemacoordancewﬂhsmdmﬂpmpeny

booking procedures.

Hazardous Devices Section, Emergency Services Division’s Responsibility. The Hazardous
Devices Section shalk:

Respond to all requests involving air bag module(s);

Detonate air bag modules if appropriate; and, assume custody and storage of air bag modules
contained in the manufacturer’s original packaging.

Vehicle Air Bags — Recovery and Handling

Vehicle in-dash sir bags have evolved into dual stage systems. Instead of one inflation cycle in
the event of a front-end collision, two independent ignition systems may activate inflating the
bag twice in rapid succession depending on sensor readings and impact speed. Dual stage air
bags can be easily identified because they have two separate wiring harnesses (two pairs of two
wires) leading from the back or side of the module. Even if the air bag appears to have been
deployed (inflated), the second stage ignition system may still be intact. Therefore, whenever
any air bag is recovered, the Bomb Squad shall be notified and they will determine if the module
is safe for booking. If you have any questions or need advice, please contact the Bomb Squad.

Hazardous Devices/Materials Section- Bomb Squad & Haz Mat Unit
2029 N. Main St., L.A. 90031
Officer in Charge ... vemcre e rssssssessssssssneenasenss 323 342-4200



VENDING CARTS

Vending carts shall not be booked unless the vendor is arrested and booked.

Vending carts shall be booked as non-evidence.

In the event that a vending cart is booked as non-evidence, the arresting officer shall complete
"2 Propetty Disposition Request Foriri, miarked “Release To: for the vending cart and-advise— -
the arrestee of the importance of picking up the cart when released.

Perishables shall be removed by the booking officer and placed into the Area trash facilities
and noted on the property report.

Note: Money recovered from the arrestee shall be booked as excess prisoner’s property.

See Office of Operations Order, No.2, Febriary 2006.



Narcotics release to a Law Enforcement Agency:

Narcotics Group is the only section to authorize the release of narcotics to a Iaw enforcement
agengcy.

Release of the narcotics from property division:
Nareotic Group officer or detective must be present
Law enforcement agency personnel taking the custody of the narcotics
Original 15.2 from Narcotic Group C/O to Property Div. C/O

* 15.2 miust be reviewed by the Property Div. C/0 and initialed approved by the €/0
The AR Number is included, the item number(s) of the evidence, the description of
the items and the weights included in the 15.2.

e

Narcotics release to a claimant due to Court Order:

1. Only the narcotic group can authorized the release of narcotics to a claimant.
2. If the narcotics are AR to a claimant by narcotics group.
a. The claimant must make arrangement with property division to pick-up the
narcotics,
b. Narcotics Group personnel do not have to be present for the release.



02-03-10
TRAINING NOTICE:

APIMS ENTRY:

CAT ART ARTICLE TYPE
¢b_Cb DESCRIPTION

Q RAPEKIT (SEXUAL ASSAULT) This is the
code to use when you are entering a regular rape
kit (taken from a live person) in APIMS.

Q SEXKIT (SEXUAL ASSAULT KITCORONR)

This is the code to use when you are
entering a Coroner’s sexual assault kit in APIMS.

The accuracy of our APIMS data entry is of utmost importance. The integrity of APIMS
{Automated Property Information Management System) makes it a valuable tool for statistics
and reports whea the information that is entered is accurate. We will do our BEST at all times to

ensure that we can provide reliable information based on our records in APIMS.

02-03-10/ PD Procedures



OFFICE OF THE CHIEF OF POLICE

SPECIAYL ORDER NO. 22 August 29, 2005
SUBJECT: PROPER HANDLING AND BOOKING OF NITROUS OXIDE

PURPOSE: This Order delineates the procedures for the proper
handling and booking of nitrous oxide (N:0).

PROCEDURE: - . e

I. NITROUS OXIDE — DEFINED. N0 is a clear, colorless
liquefied gas with a slightly sweet odor. When inhaled,
N0 produces intoxicating effects and short-term analgesia
(pain relief} for the user. The most common methods of N0
storage include a tank and/or cylinder, and balloons.
Possession of N0, or any substance containing N0, with
the intent to breathe, inhale or ingest for the purpocse of
causing a condition of intoxication is a misdemeanor
offense, in violation of California Penal Code (PC)

Section 381bL.

Exception: Penal Code Section 381b does not apply to
persons under the influence of N0 or any material
containing N0 pursuant to an administration for the
purpose of medical, surgical, or dental care by a person
licensed to administer such an agent.

IT. OFFICER’'S RESPONSIBILITY. When conducting a preliminary
inveéstigation of N20 possession, cfficers shall adhere to

the following procedures:

* Determine if the possession of N;0 is a violation of
381b PC and take appropriate action:

* Contact the Hazardous Chemical Team (HECT), Scientific
Investigation Division (SID), for advice and/or
assistance;

* Do not tramsport N0 tanks or cylinders, regardless of
size, in the police vehicle. Officers seizing an N0
tank or cylinder shall reguest the HCT, SID, for
transportation;

Note: During nen-business hours, officers should
contact SID through the Department Command Post (DCP)
Communications Division.

* In the event that a tank or cylinder containing N0 is
to be booked as evidence by the HCT, SID, the
investigating officers shall complete a Property



BPECIAL, ORDER NO. 22 -2- August 29, 2005

Report, Form 10.Ul.U0, including the serial number
{(when available), manufacturer and size of the tank or
cylinder. Officers shall deliver or fax the completed
Property Report to S§ID; and,

Note: Officers can reguest the HCT, SID, to cbtain a
sample of N0 from the cylinder or an inflated balloon,
if necessary for .their.investigation. ...

Issue a Receipt for Property Taken, Form 10.10.0, to
the owner or possessor of the cylinder.

III. HAZARDOUS CHEMICAL TEAM, SCIENTIFIC INVESTIGATION
DIVISION, RESPCNSIBILITY. ¥hen notified of a seizure of
an N;0 tank or cylinder, a specialist from HCT, SID shall;

*

*

*

Respond to the scene to assist officers with their

investigation;

Transport the seized Nz0 compressed tank or cylinder to
the commercialized warehouse, Property Division; and,
Upon officers’ request, obtain a sample of N0 from a

cylinder or balloon for analysis.

This Order amends Sections 2/350.05, 2/350.35,

4/212.15 and 4/510.12, and adds Sections 4/212.51 and 4/540.68,
to the Department Manual.

AUDIT REBPONSIBILITY: The Commanding Officer, Administrative and
Technical Services Bureau, shall monitor compliance with this
Order in accordance with Manual Section 0/080.30.

WILLIAM J. BRATTON
Chief of Police

DISTRIBUTION “A~



OFFICE OF THE CHIEF OF POLICE

SPECIAL ORDER MNO. &2 August 20, 2009

SUBJECT: FROCESSING NARCOTICS, TOLUENE AND DANGEROUS
DRUGS, ETC. - REVISED

PURPOSE: This Order revises Department Manual Section
4/540.70., Effective 1mmediate1y, the following will

-be. revised for clarification. . ..o . .. R

‘PROCEDURE: PROCESSING NARCOTICS, TOLUENE AND DANGEROUS
. DRUGS, ETC. - REVISED. Department Manual Section
4/540.70, gub-section titled Weights and Measures, shall be revised

as follows:

*Substances,” in relation to pipes with residue only, shall no
longer be weighed. These substances shall omly be counted. For
example, one glass pipe containing cocaine residue will be
counted as one item. The evidence may atate in the Property
Report, Form 10.01.00, and/or the Arrest Report, Form 05.02.00,
"1 glass pipe contalning off-white residue resembling cocaine.”
Glass pipes with no visible residue shall be boocked as
paraphernalia in the Area Property Rooms. All pipes with residue
shall be booked as narcotics.

The remainder of the saction remains unchunged.
AMENDMENT: This Order amends Section 4/540.70 of the Department
Manual.

AUDIT RESPONSIBILITY: The Commanding Officer, Internal Audits
and Inspections Division, shall monitor compliance with this
directive in accordance with Department Manual Section 0/080.30.

e

WILLIAM
Chief of Police

DISTRIBUTION "D*



SEXUAL ASSAULT KITS

Sexual Assault Evidence Kits are packaged in white frozen envelopes identified as “Los
Angeles County/City” Sexual Assault Evidence Kit. The package will be obtained by the
booking officer from the hospital facility performing the medical examination. The package
shall be sealed and booked as one item, “Rape Kit” or “Sexual Assault Kit” on the property
report. The contents will not be itemized. The package is to be stored in the freezer.

Clothing or bedding items shall be itemized and booked as separate items. Items belonging to
the suspect shall be packaged separate from the victim’s to avoid contamination of the
evidence. Under no circumstances shall the rape kit be placed inside of a carton with

other items.

When clothing (such as underwear, pantyhose, blouse, pants etc.) or bedding is taken into
custody which may contain biological stains, it shall be air-dried and packaged in an
Analyzed Evidence to be Climate Controlied Envelope or in a carton with an Analyzed
Evidence to be Climate Controlled Envelope or Climate Controlled Tag affixed.

If there is no possibility of biological stains such as semen, these items shall be booked as
regular evidence.

The sexual assanlt kit shall be sealed with three red evidence seals. When the kit is sealed by
the contract hospital personnel with the appropriate number of signed red seals (three), it is
not necessary to have the booking officer reseal the envelope with new red evidence seals.
Ensure that there are always three seals on the package; top flap, bottom and center seams.

Note: A Form 03.02.00 or 03.02.01, Victim of a Sex Offense Request for Confidentiality of
Information (English/Spanish), shall be completed for all victims of crimes as specified in
Government Code Section 6254 whether or not they exercise the right to confidentiality.

Property Division requires a copy of the confidentiality form when the evidence is

booked to the victim or the arrestee.-Revised 06-24-15

When the evidence is booked to the victim, the accompanying reports shall contain the
victim’s first name and last initial only. The victim’s complete name shall be included on all

evidence property booked. The property is booked in APIMS as normal, not confidential
unless it is specified in the report as a confidential booking.

The original of the physician’s report shall be submitted as a page of the appropriate report
and not booked as evidence.

Sexual Assanlt evidence shall not be booked using an Injury Report.

REVISED 062415/REVISION 061209 IN BLUR



4/505.15 CLASSIFICATIONS OF ANALYZED EVIDENCE. Evidence booked into the
Department's property system are to be classified as follows:

» Analyzed Evidence - Shelf Storage - evidence, other than narcotics, that does not
require climate-controlled or cold storage such as Gunshot Residue (GSR) kits.

« Analyzed Evidence - Climate-Controlled Storage - All evidence, other than
narcotics, that does not require cold storage including dried biological samples (dried
biood/semen/saliva on swabs/fabric or other surfaces).

+ Annlyzed Evidence - To Be Refrigerated - Liquid blood and urine samples [except
for the urine sampie from the Sexual Assault Evidence Kit (SAEK)].

» Anslyzed Evidence - To Be Frozen - Anything that cannot be dried, the SAEK and
the urine sample from the SAEK.

Note: The urine sample from the SAEK which is removed and placed inside a Los Angeles
County/City, Sexual Assault Evidence - Urine Sample envelope, must be packeged separately
in an Analyzed Evidence - To Be Frozen Envelope, Form 12.51.02, and booked into frozen
storage.

Exception: Sexual Assault Bvidence Kits, once analyzed and found io be negative, must be
stored in climate-controlled storage.

Teken directly from the Dept. Manual; 2015 1* Quarter.

REVISED 862415/REVISION 061209 N BLUE
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APIMS ENTRY SEXUAL ASSAULT BOOKINGS

RAPEKIT (SEXUAL ASSAULT) This is the article code used
when entering a regular rape kit (taken from a /v
.} in APIMS.

SEXKIT (SEXUAL ASSAULT KITCORONR]) This is the article
code used when entering a '« sexual assault kit in
APIMS.

The accuracy of our APIMS data entry is of utmost
importance. The integrity of APIMS {Automated
Property Information Management System) makes it a
valuable tool for statistics and reports when the
information that is entered is accurate. We will do our
BEST at all times to ensure that we can provide reliable
information based on our records in APIMS.



WHERE TO PLACE THE BARCODE:

ON THE FRONT VERTICAL BAR




