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OFFICE OF OPERATIONS

HOTICE HO., 43 september 3, 1996

TO: All Concerned Personnel, Office of Operations
FROM: Director, Office of Operations

SUBJECT: IN=-CAR VIDEO SYSTEM MAINTENANCE AND REPAIR
PROCEDURES = REVISED

PURPOSE

This Notice modifies current procedures when investigating and
reporting damaged or inoperable In-Car Video (ICV) systems in
order to ensure appropriate action is taken in cases of misuse,
disabling, rough handling or intentional damage of ICV equipment.

NOTE: This Notice amends Office of Operations {(0.0.)
Notice No. 1€, dated April 11, 199%6.

INFORMATION

A recent audit conducted by Evaluation and administration Section
(EAS), 0.0. revealed there is.a lack of compliance with the ICV
system repair procedures delineated in 0.0. Notice No. 16, dated
" April 11, 199%6. Specifically, the investigation and reporting of
Bad Order (B/0} ICV systems. The existing repair procedure is
hereby amended to add the requirement for officers and
supervisors to complete an Employee’s Report (Form 15.07) on all
B/O ICV systems. 1In addition, commanding officers, watch
commanders, and ICV coordinators will be reqgquired to review the
completed Form 15.07 reports prior te forwarding to EAB8, 0.0.

The requirement to initiate personnel complaints in cases of
misconduct related to misuse, disabling, rough handling, or
intentional damage of ICV eguipment is pnot modified by this
Notice. Adherence to the procedures outlined in this Notice, and
0.0. Notice No. 16, 1996, is critical to ensuring the service-
ability of ICV eguipment and the success of the ICV Progranm.
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PROCEDURES

All personnel shall continue to comply with the provisions
outlined in 0.0. Notice No. 16, 1996. 1In addition, the
procedures listed below have been added.

A Form 15.07 shall be completed when an officer discovers an
inoperable or damaged ICV system. The Form 15.07 should include,
but is not limited to, the following information:

Date and time damage or operational problem was discovered;
Person reporting the damage and/or operational problem;
Description of damage and/or operational problem;

Probable cause of the damage and/or operational problem;
and

# Vehicle shop number.

¥ % % %

211 officers are required to immediately forward the original and
one copy of the completed and signed Form 15.07 report to the on-
duty watch commander.

Supervisors’ Respongibilities

Supervisors responsible for conducting investigations involving
the possible misuse, disabling, rough handling or intentional
damage of ICV equipment shall alsc document their investigation
on an Employee’s Report Form 15.07. The supervisor’s Form 15.07
should include the following information:

ie

¢ Date and time reported;

®* Person reporting the damage and/or operational problem;

% Detajled description of the damage and/or operadtional
problem; '

* An assessment regarding the probable cause of the damage
and/or operational problem;

# All other relevant information; and

% TIwo sets of Polaroid photographs of any visible damage to
the ICV equipment; the photographs and Form 15.07 shall be
forwarded with the completed investigation to the watch
commander.
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S Form 15,07 invesﬁigatinn and
determine if a Personnel complaint investigation is to be
initiated; andg
Forward the original Form i5.07 investigation and relateg
photographs to the Area/divisicn commanding officer, one
COpY of the Form 15,07 tgq the concerneg Area/division
garage SUpervisor, one COpy of the Forp 15.07 to the Icy
Cocrdinator, and ocne COPY of the Form 15,97 to the Officer
in-charge, Easg, Q.0., stop 400,

HOTE: Motoyr Transport Division (MTD) wily net complete any
work on damaged yov systems Without a GOpPY of the
conpleted ang signed Form i5.07.

® Maintaining copies of a}j Form 15.09 invaatigations and
accompanying Photos on B/O 10V Systems in their records for
use in araa[division, bureau, or 0.0, Irov Compliance

v Reviewing aij Form 15.¢7 investigaticns invalving damaged
Sr B/O icv Systems ang ensuring appropriate action ig
aken.

Questions re i epair Broceduresg should pe
i i 5, ¢.0., at extension 5-4111.
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