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Dead Animals
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Animal Services Discharging a Firearm
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Welfare Checks
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Explosions
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COMMUNICATIONS DIVISION OVERVIEW101

Communications Division (CD) includes the Metropolitan and Valley Communications Dispatch
Centers (MCDC/VCDC). They are the Public Safety Answering Points (PSAP) for the City of
Los Angeles. As the PSAP, Communications Division has the responsibility to staff and answer
calls for service on a 24-hour basis. This includes 9-1-1 emergency calls (police, fire and
paramedic). Personnel within the Division perform a variety of functions necessary to
coordinate routine and emergency operations.

Communications Division serves as a support entity for the entire Los Angeles Police
Department. Our mission is:

“TO PROVIDE SUPERIOR EMERGENCY SERVICES, IN PARTNERSHIP WITH THE
LOS ANGELES CITY FIRE DEPARTMENT AND OTHER AGENCIES, TO THE
COMMUNITY WE SERVE AND THE POLICE OFFICERS WE SUPPORT. OUR STRENGTH
AND SUCCESS ARE TIED DIRECTLY TO THE INDIVIDUAL AND THEIR UNIQUE
CONTRIBUTIONS, WORKING IN A SPIRIT OF INNOVATION, COOPERATION AND
TEAMWORK.”

102 COMMUNICATIONS DIVISION MANUAL

The Manual of the Los Angeles Police Department Communications Division is hereby
established for the MCDC and VCDC. It is a composite of policies, procedures, and rules as
established under previous existing Divisional and Departmental orders, manuals, and approved
practices. It describes the Department and Division Organization structure and lists the
responsibilities and functions. All employees of the Division are to conform to the rules and
provisions herein contained.

103 EXPLANATION OF NUMBERING SYSTEM USED

To provide quick reference to all sections of information, a modified decimal system is used to
number each volume, chapter, section and subsection of the Division Manual. This system is
used to afford an easy means of citing specific subjects and to maintain the flexibility of format
necessary to facilitate expansion and revision of its contents.

An example of the decimal system used in the Division Manual would be “1/310.2.” The number
(1) preceding the diagonal line (solidus) indicates the material is contained in the first volume of
the Manual. The “310.2” conveys several facts:

• First, that the material is in Chapter 3 (1/310.2).
• Next, that it is in Section 10 of Chapter 3 (1/310.2).
• Finally, that It is located in the paragraph designated as .2 (1/310.2).

This example is read as “one, solidus, three-ten, point two.”
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CITY ORGANIZATIONS201

The basic law of the government of the City of Los Angeles is found in the City Charter adopted
by a vote of the people in 1924, effective July 1, 1925, and subsequently amended from time to
time. The Charter provides for a mayor-council type municipal system, the Mayor being the
executive branch and the Council being the legislative. The governmental machinery consists of
approximately 45 departments and bureaus, which are headed by General Managers, advisory or
controlling Boards or Commissions appointed by the Mayor subject to confirmation of the
Council.

201.01 CITY LEADERS

MAYOR-Elected Executive Office of the City. Supervises the administrative processes of the
City government and participates with the City Council in all matters relating to legislation,
budget and finance.

CITY COUNCIL-Elected legislative body of the City government responsible for the proper
solution to the main problems affecting lives and welfare of residents of the City, including
traffic control, sewage and garbage disposal, fire and police services, food control, public utility
regulation and many other functions. Passes ordinances and resolutions and establishes policies
affecting the operation of municipal affairs.

COUNCIL COMMITTEES — The Council is organized into fifteen committees to facilitate
adequate consideration of matters subject to its attention. All committees are appointed by the
President of the City Council. Each Council Member is the Chair of one committee and a
member of two others. Special ad hoe committees are appointed and function in accordance with
the authority creating them.

CITY ADMINISTRATIVE OFFICER-The City Administrative Officer (CAO) is the chief
financial advisor to the Mayor and the Council and reports directly to both. The CAO conducts
studies and investigations, carries out research and makes recommendations on a wide variety of
City management matters for the Mayor and Council. The CAO assists the Mayor and Council in
the preparation of the City budget; forecasts and manages revenue projections; plans and directs
the administration of the budget; manages the City’s debt program; manages the City’s risk
management program; and directs the development of work programs and standards. The CAO
represents the management of the City in negotiating all labor contracts, coordinates applications
for federal and state grants and claims for disaster relief, provides support for the Quality and
Productivity Commission, chairs and participates on many coordinating committees, and
performs other duties required by the Mayor or the Council.

CITY ATTORNEY-The City Attorney is the chief legal advisor and general counsel to the
Mayor and City Council, as well as all boards, departments, and officers in the City of Los
Angeles. As General Counsel, the City Attorney provides advice and opinions on matters of
municipal concern, drafts contracts and ordinances and approves them as to form and legality,
and is frequently called upon to interpret the City Charter, federal and state statutes, and other
laws that govern Los Angeles. In addition, the City Attorney litigates all civil actions on behalf
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of the City and represents the City, its boards and officers in all civil trials and legal proceedings
in local, state, and federal court.

CITY CLERK-Serves as the clerk of the City Council and maintains a record of all Council
proceedings; administers all City elections; collects all parking meter revenues; issues Police and

Fire permits.

CONTROLLER-Chief Accounting and Auditing Officer of the City and exercises general
supervision over all accounts, officers and boards.

TREASURER-Receives and is the custodian of all funds of the City and affiliated entities and

disburses such funds pursuant to the City Charter and other provisions.

CITY DEPARTMENTS201.02

AGING, DEPARTMENT OF-Advocates for the interests and welfare of seniors by
administering programs which provide services to older adults and caregivers in the City of Los
Angeles. The functions of the Department include planning, contract development, and fiscal and

programmatic monitoring of senior and caregiver programs. The Department’s programs are
carried out in compliance with the federal Older Americans Act and the Older Californians Act,

as amended. The Department provides services directly and through contracts with community-
based agencies which serve as focal points for delivery of services throughout the City.

ANIMAL SERVICES, DEPARTMENT OF-Provides services that enable people and
animals to live together in safety in the City of Los Angeles. The Department houses and cares
for lost and abandoned animals in its six shelters located throughout the City, enforces animal-
related laws, and acts to prevent cruelty to animals. The Department issues dog and equine
licenses, collects license fees, and participates in the State rabies control program. The
Department also issues cat identification tags and collects tag fees. The Department enforces the
Leash Law; inspects medical research laboratories; and accepts unwanted animals.

BUILDING AND SAFETY, DEPARTMENT OF-Enforces all ordinances and laws relating

to the construction, alteration, repair, demolition, removal or relocation of structures, as well as
the use and operation of electrical and mechanical equipment therein; tests and approves
electrical and plumbing equipment for sale in the City; implements the City’s program for the
removal of abandoned vehicles from private property; and, inspects residential property upon
request to determine compliance with City code requirements.

COMMISSION ON STATUS OF WOMEN-Assists in assuring all women the opportunity
for full and equal participation in the affairs of city government and promotes the general welfare
of women in the Los Angeles community. The commission informs and advises the Mayor and

City Council of the needs of women; investigates conditions adversely affecting women and

recommends remedies; and, maintains an active liaison with community groups.
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COMMUNITY DEVELOPMENT-The Community Development Department (CDD) was
created in August 1977 to improve the quality of life in the City of Los Angeles by creating
economic, social and employment opportunities for individuals, families, and neighborhoods in
need. Today, the Department, with a staff of more than 600 individuals, administers
approximately $500 million in Federal and State grants. Each year, through its network of
service providers, the Department provides a variety of client contacts or social services to more
than 130,000 poor and disadvantaged residents. The CDD administers WorkSource Centers that
provide services to businesses and job seekers, and assists young people with preparing for and
getting their first jobs. In addition, CDD administers programs for businesses such as: loan
programs, technical assistance programs, and geographically targeted incentive programs.

CONVENTION CENTER DEPARTMENT-The Los Angeles Convention Center
Department markets and rents its facilities for conventions, trade shows, public shows, private
functions, meetings, banquets and other special events. The Department operates the parking
facilities, provides client services and maintains the entire complex.

CULTURAL AFFAIRS COMMISSION-Appointed by The Mayor, this Department serves
as an advisory body to the Department. Approves the design of structures built on or over City
property and accepts works of art to be acquired by the City.

DISABILITY, DEPARTMENT OF-The Department on Disability is committed to ensuring
full access to public employment, programs, facilities and services under the American
Disabilities Act (ADA). The Department co-sponsors with organizations committed to providing
services to individuals with disabilities through programs and events.

EL PUEBLO DE LOS ANGELES HISTORICAL MONUMENT AUTHORITY
DEPARTMENT-The El Pueblo de Los Angeles Historical Monument Authority Department
was establish by ordinance in 1994. The Department manages 22 historic buildings surrounding
Plaza Park, site of the founding of the City of Los Angeles in 1781.

EMERGENCY MANAGEMENT DEPARTMENT-The mission of the Emergency
Preparedness Department (EPD) is to coordinate the emergency preparedness and planning of all
City departments, over four million residents, and over 400,000 businesses residing within our
475 square miles. During major emergencies and disasters, we coordinate the response,
mitigation and recovery efforts, including running a state-of-the-art Emergency Operations
Center (EOC).

ENVIRONMENTAL AFFAIRS DEPARTMENT-This Department is an independent City
department supported by a five-member Environmental Affairs Commission. It recommends
environmental policies to the Mayor and City Council; implements and coordinates adopted
policies and programs. It also serves as a liaison among other City departments and
environmental agencies coordinating unified approaches to critical environmental issues.
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EMPLOYEE RELATIONS BOARD-Determines representative units and arranges for
elections for City employees. The board also determines the validity of charges, conducts
investigations, and holds public hearings of unfair practices by management or employee
organizations.

EMPLOYEES’ RETIREMENT SYSTEM — This Department, under its Board of
Administration, is vested with the exclusive management control of the investments of the Los
Angeles City Employees' Retirement Fund. Additionally, the Department is charged with the
administration of provisions of the City Charter and Administrative Code relative to the
retirement, disability, and death benefits provided for all City employees, except the sworn
forces of the Fire and Police Departments, and the employees of the Department of Water and
Power.

FINANCE, OFFICE OF-Provides efficient, effective and responsible revenue collection
services through a customer focused environment to taxpayers and City departments through
management, assessment and application of best practices.

FIRE DEPARTMENT-Extinguishes fires, investigates suspected cases of arson and provides
rescue and emergency medical services. It enforces laws related to fire prevention by inspecting
buildings for fire hazards and carrying on educational programs.

FIRE AND POLICE PENSIONS-Responsible for administering defined retirement plan
benefits for all sworn (fire, police and certain Port Police) employees of the City of Los Angeles.

GENERAL SERVICES, DEPARTMENT OF-Responsibilities include: purchasing (the
General Manager acts as the City’s Purchasing Agent); materials management and warehousing;
mail and messenger services; maintenance and repair of the City’s vehicle and helicopter fleet;
testing of soils, asphalt, and building construction materials; printing and duplication services;
construction and maintenance of City-owned buildings; property leasing and management
(including the Los Angeles Mall); custodial, recycling and moving services, and parking services
for City facilities; and coordination of and logistical support for special events, visits by foreign
dignitaries, the Mayor’s inauguration, and fund raisers for charitable organizations.

HARBOR DEPARTMENT-Responsible for the management and supervision of the Harbor
District. It operates the Port of Los Angeles, a pilotage service, leases land and produces oil in
the district.

HOUSING AUTHORITY-The Housing Authority of the City of Los Angeles (HACLA) is
one of the nation’s largest public housing authorities, and is the largest provider of affordable
housing and rent assistance to low and very low-income households in the City of Los Angeles.
The HACLA also provides extensive economic development, employment, education and social
programs via its Resident Relations Division as part of a commitment to foster healthy
communities and promote economic self-sufficiency.
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HOUSING, DEPARTMENT OF-Coordinates, manages and directs a variety of important
programs for all communities. It proposes, develops and implements citywide affordable
housing policies, and promotes the production and preservation of affordable housing. The
Department is also charged with the administration of the City’s Rent Control Ordinance and
Rent Subsidization Program.

HUMAN RELATIONS COMMISSION-The eleven board members are appointed by the
Mayor to assist in assuring all people of the full and equal participation in the affairs of the
community. The Commission is organized into several committees and a community advisory
council.

INFORMATION TECHNOLOGY AGENCY-Furnishes centralized data processing services
to user departments for system design and implementation, computer programming, data
processing, data storage and retrieval, data transmittal and display, and other services allied to
automated information handling techniques and equipment.

INSPECTOR GENERAL, OFFICE OF-Assists the Police Commission in providing
independent civilian oversight of the LAPD. The Office of the Inspector General is available to
assist members of the public and Department employees in filing complaints of misconduct
involving members of the LAPD.

LIBRARY-Operates and maintains a central library including specialized reference and
circulating book collections and reading rooms in Civic Center, regional, neighborhood and
traveling branches.

LOS ANGELES MEMORIAL COLISEUM AND SPORTS ARENA-The Coliseum and
Sports Arena are under the authority of the Los Angeles Memorial Coliseum Commission, which
was formed under the Joint Exercise of Powers Act on September 25, 1945. Although this
governing body is comprised of representatives from the City of Los Angeles, the County of Los
Angeles and the State of California, no taxpayer funds are used to support the facilities. The
complex is supported solely by revenue generated from these two facilities.

LOS ANGELES WORLD AIRPORTS, DEPARTMENT OF-Responsible for the
management, supervision, and control of all airports and airport facilities under the jurisdiction
of the City of Los Angeles. These airports are: The Los Angeles International Airport (LAX);
The Ontario International Airport (ONT); The Van Nuys Airport (VNY); and The Palmdale
Regional Airport (PMD). These airports are among the busiest in the world.

NEIGHBORHOOD EMPOWERMENT, DEPARTMENT OF — This Department created a
plan for Citywide System of Neighborhood Councils. The Councils are empowered to elect or
select their own leaders, choose their own boundaries, and identify the issues in their
neighborhood. As the centerpieces of this system of participatory democracy, they will be as
independent from government as possible. The City provides them with the resources, training
and access that is needed to hold their elected officials accountable, and ensure that their
priorities are given proper attention.
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PERSONNEL DEPARTMENT-Classifies all civil service positions, recruits employees and
holds examinations; establishes regulations governing promotion, transfer, leaves of absence,
removal, and reinstatement of City employees. The department assists other departments with
in-service training, placement, counseling and employee safety and coordinates a Citywide
suggestion award program. It also investigates grounds of discharge of employees, conducts
hearings, verifies and approves payrolls and administers a Worker’s Compensation Program.

PLANNING DEPARTMENT-This Department recommends goals, objectives, policies and
implementation programs to the Mayor and City Council. Upon adoption, this Department
implements and monitors programs. Its mission is to promote social, economic, physical, and
environmental well-being.

POLICE DEPARTMENT-Has the duty and power to enforce the penal codes of the City
Charter; the ordinances of the City, and, the laws of the State and the Nation for the purpose of
protecting persons and property. The Department preserves the peace in the community by
engaging in patrol, crime prevention, crime investigation, suspect apprehension, evidence
gathering and traffic regulation.

PORT OF LOS ANGELES-Southern California’s gateway to international commerce is
located in San Pedro Bay, just 20 miles south of downtown Los Angeles. This booming seaport
not only sustains its competitive edge with record-setting cargo operations, but is also known for
its groundbreaking initiatives, progressive security measures and diverse recreational and
educational facilities.

PROJECT RESTORE-Established in 1986 to recapture the splendor of the Public Works
Session Room in Los Angeles City Hall. Remains dedicated to the restoration and maintenance
of valuable city buildings, preserving these landmarks in order to maintain the culture and
history that reside within them.

PUBLIC WORKS, DEPARTMENT OF-The City’s third largest Department is responsible
for construction, renovation, and the operation of city Facilities and infrastructure. The
Department builds the City streets, installs its sewers, and constructs storm drains as well as
public buildings and service facilities.

OFFICE OF ACCOUNTING-Provides accounting and financial services to the
Department, the City Controller, the City Administrative Officer, Treasurer, and other
City Departments.

BUREAU OF CONTRACT ADMINISTRATIVE-Responsible for protecting the city’s
interest through serving as an independent quality control and contract compliance
agency responsible for providing assurance that all Public Works projects are constructed
and administered in accordance with the plans, specifications, State and Federal laws and
safety provisions to achieve a quality product.
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BUREAU OF ENGINEERING-Plans, designs and prepares construction drawings,
estimates and specifications for all streets, bridges and other structures, sanitary facilities,
storm drains and related public improvements.

BUREAU OF MANAGEMENT-EMPLOYEE SERVICES-Administers the personnel
management program of the Department of Public Works.

BUREAU OF SANITATION-Collects and disposes of household refuse and dead
animals; and, operates land reclamation sites for the disposal of refuse.

BUREAU OF STREET LIGHTING-Constructs, repairs, maintains and replaces street
lighting on public streets.

BUREAU OF STREET SERVICES-Maintains, repairs and cleans roadways, bridges,
tunnels, sidewalks, pedestrian subways and related structures. It cleans unimproved lots
and removes brush from hillside properties. It also resurfaces and reconstructs streets and
enforces street tree ordinances.

RECREATION AND PARKS, DEPARTMENT OF-Operates and maintains parks,
playgrounds, swimming pools, public golf courses, recreation centers, a municipal zoo,
recreation camps, education facilities and structures of historical significance.

TRANSPORTATION DEPARTMENT-Responsible for the development of plans to meet
the ground transportation needs of the traveling public and commerce. This Department has the
authority over the conceptual planning and operation of the City’s streets and highways system,
provides for the installation and maintenance of traffic signs, signals, parking meters, street
names signs and other transportation control devices.

WATER AND POWER, DEPARTMENT OF-The Los Angeles Department of Water and
Power (LADWP), the largest municipal utility in the nation, was established to deliver reliable,
safe water and electricity supplies to residents and businesses in Los Angeles.

ZOO DEPARTMENT-The Los Angeles Zoo nurtures wildlife and enriches the human spirit.
The Zoo is committed to education and conservation. It is accredited by the American
Association of Zoos and Aquariums; the Los Angeles Zoo cooperates with a network of other
zoos to save rare and endangered species.
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COMMUNICATIONS DIVISION
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COMMUNICATIONS DIVISION ORGANIZATION202

Communications Division is composed of

Metropolitan Communications Dispatch Center (MCDC)
Valley Communications Dispatch Center (VCDC)
Administrative Office/Office of the Commanding Officer
Community Relations Unit (CRU)/Youth Programs Unit (YPU)
Projects Unit
Timekeeping Unit
Training Unit (CDTU)
Wellness Coordinator

Operators working the positions of Emergency Board Operator (EBO), Radio Telephone
Operator (RTO), Auxiliary Telephone Operator (ATO) and Bureau Communications
Coordinator (BCC) perform these functions in either the MCDC or VCDC. Personnel with
knowledge of operational procedures governing these positions, who exercise attention to duty,
practical judgment and decisiveness, provide the Los Angeles Police Department with the finest
communications system available.

COMMUNICATIONS DIVISION RESPONSIBILITIES203

Communications Division is responsible for the following:

• Operating the 9-1-1 and 7-digit systems for telephonic requests for emergency police
service.

• Receiving and responding to calls from the public, other city departments and other
agencies. The sources of these calls include the public, alarm and security companies,
private businesses, a variety of city departments (Street Services, Department of Water
and Power, etc.) and other agencies, such as the Los Angeles Sheriffs Department
(LASD), California Highway Patrol (CHP), etc. These calls will be acted upon by either
dispatching a unit, providing information to the caller, referring the caller to another
agency or department entity or terminating the call if police action is not needed.

• Dispatching field units to requests for service.
• Supporting field unit operations. This includes responding to requests for services and

information, querying information systems and providing responses, monitoring unit
statuses and assignments and responding to officer emergencies.

• Coordinating field activities among areas and bureaus.
• Overseeing the handling of emergencies and unusual occurrences.
• Maintaining and operating 24-hour tape recorders.
« Radio dispatching service for all mobile field units.
• Relaying requests from field units to the appropriate agency or department.
• Maintaining direct radio contact with other law enforcement agencies.

• Relaying information regarding unusual incidents to Detective Support and Vice Division
(DSVD)/Real Time Analysis and Critical Response Division (RACR).

• Conducting communications-related analytical surveys as required.
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• Maintaining contact with the Department of Motor Vehicles via electronic
communications devices.

• Monitoring certain Department radio frequencies on a 24-hour basis.
• Generating a computer printout for each vehicle pursuit.
• Forwarding the computer printouts to Traffic Coordination Section, Emergency

Operations Division.

203.01 CHAIN OF COMMAND

To ensure unity of command, defined lines of authority must be drawn so there remains a
structural relationship between each employee and the Commanding Officer. Employees must
be aware of their relative position in the organization, to whom they are immediately responsible,
and those persons who are accountable to them. Employees shall operate at all times within the
chain of command and keep their supervisors informed as to their activities.

CAPTAIN HI
LIEUTENANT II

Commanding Officer (C/O)
Assistant Commanding Officer (ACO)/
Watch Commander (WC)
Watch Commander (WC)/
Assistant Watch Commander (AWC)
Watch Commander (WC)/
Assistant Watch Commander (AWC)
Watch Commander (WC)/
First line Supervisor
Personnel
Personnel
Personnel

SERGEANT H

SENIOR PSR H

SENIOR PSR I

PSR in
PSR n
PSR I

204 COMMUNICATIONS DIVISION CLASSIFICATIONS

COMMANDING OFFICER

Communications Division (CD), Commanding Officer, under the direction of the Administrative
Services Bureau Commanding Officer, exercises line command over the operations of
Communications Division and exercises functional supervision over the operations of telephone
complaint board and radio facilities maintained in outlying geographic uniformed divisions.

SENIOR POLICE SERVICE REPRESENTATIVE II

The Senior Police Service Representative II (Senior PSR II) is an Assistant Watch Commander,
and has the added responsibility of assuming the role of Watch Commander in the absence of a
Lieutenant or Sergeant II. The duties of a Senior PSR II on each watch include:

• Overseeing the operation in either center as subject matter experts.
• Serving as advisors on committees and issues that impact CD.
• Coordinating training and administration for entry level PSRs.
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• Developing and implementing instructor training.
• Providing direct supervision to Senior Police Service Representatives I.
• Conducting and/or reviewing investigations and projects at the direction of the

Watch Commander.

• Researching and completing staff reports on assigned projects and audits.
• Completing and/or reviewing personnel rating reports.
• Providing technical expertise and support to operations.
• Coordinating System Monitor Operator (SMO) and programmers regarding Computer Aided

Dispatch (CAD) issues.
• Knowledge of the VESTA telephone system, Motorola MCC7500 digital radio application,

Premier CAD, Call Center Management Information System (CCMIS), and MAGIC call data
retrieval systems.

SENIOR POLICE SERVICE REPRESENTATIVE I

The Senior Police Service Representative I (Senior PSRI) is known as the operational supervisor
and may be given the added responsibility of assuming the role of Watch Commander in the
absence of a Lieutenant, Sergeant II or Senior PSR. The duties of a Senior PSR I include:

• Providing operational supervision and technical advice on a daily basis to Police Service
Representatives (PSRs).

• Supervising a group of PSRs responsible for receiving and analyzing requests for service
from citizens and police officers in the field and dispatching police officers.

• Conducting training for subordinates.
• Supervising emergencies and unusual situations.
• Monitoring and observing both incoming and outgoing calls.
• Making recommendations to the Watch Commander relative to the allocation of system and

personnel resources.
• Monitoring emergency channels and broadcasts.
• Applying sound supervisory principles and techniques to maintain an effective work force.

POLICE SERVICE REPRESENTATIVE

The Police Service Representatives (PSRs) are assigned to the Metropolitan or Valley
Communications Division Dispatch Centers. PSRs are responsible for receiving and analyzing
requests for service from citizens, police officers in the field and dispatching patrol units using
Premier CAD. There are three levels of a PSR:

PSR I

This is an entry-level position. Employees will receive classroom and on-the-job training to
perform as a Radio Telephone Operator, Emergency Board Operator, and Auxiliary Telephone
Operator in the Communications Dispatch Centers. Employees shall be advanced to the PSR II
level upon completion of 24 consecutive months at the PSR. I level.
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PSR II

Employees at this level work more independently and perform the job duties of a Radio
Telephone Operator, Emergency Board Operator, and/or Auxiliary Telephone Operator in the
Communications Dispatch Centers. Employees may be assigned to field positions that require
knowledge of, or experience in these areas.

PSRIII

In addition to performing the duties of a PSRII, employees at this level perform as Instructors
and/or Bureau Communications Coordinators (BCCs) in the Communications Dispatch Centers.

Employees are eligible to be selected for this pay grade level following two years (24 months) in
the aggregate as a PSR E.

WATCH FUNCTIONAL SUPERVISION205

The Watch Commander shall assign at least one supervisor each Deployment Period (DP) the
responsibility for functional supervision in the areas 1-3 and in area 4 when training is in session
or a training need exists on the watch:

1. Floor (FL)
Queue and Emergency Board Operator (Q & E)
Timekeeper (TK)
Training Coordinator Officer (TCO)

2.

3.
4.

These assignments should rotate every Deployment Period (DP). The TCO responsibility may
remain the same to provide consistency. The primary function assigned to each supervisor shall
be noted beside his/her name in the assignment column of the Watch Assignment and
Timekeeping Record LAPD Form 15.10.0 and the Communications Division Daily Worksheet
each day. Communication between supervisors is paramount. This should begin during the first
hour of the watch, prior to roll call, when supervisors prepare to take over from the previous
watch.

In order to provide for continuity of supervision, the supervisors performing the functions of
Floor and Q & E shall have their duties assumed by another supervisor or designee when leaving
the supervisor’s bridge. The Floor, Q & E, TCO and Timekeeper must work together closely
during the course of the watch.

ALL SUPERVISORS SHALL BE RESPONSIBLE FOR:

• Answering incoming calls from personnel reporting unscheduled absences during the first
hour of watch and completing the appropriate paperwork.

• Taking necessary measures to determine the status of employees who do not report to
work or do not otherwise adhere to their assigned schedule.

• Monitoring personnel in their assigned den at least once a DP and documenting the
monitoring on the Employee Monitoring Form and other appropriate form as necessary.
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• Conducting roll call training.
• Monitoring trainees for performance qualification when appropriate to assist the assigned

TCOs.
• Completing specific assignments (projects) as assigned by the Watch

Commander/Assistant Watch Commander (i.e. personnel investigations, audits, etc).
• Knowledge of rotator information and other information related to the Division.
• Utilizing Call Center Management Information System (CCMIS), Management

Information Computer system (MagIC) and the Neptune Intelligence Computer
Engineering (NICE) system appropriately to manage employee status and workflow.

• Answering and taking complaints from the public.
• Fielding questions and concerns from field personnel.
• Developing, mentoring, and training subordinates.
• Understanding the trends and patterns of the Division’s service level; identifying and

developing strategies to increase the service level.

FLOOR SUPERVISOR RESPONSIBILITIES

• Adjust the Daily Worksheet to account for staffing changes

• Conduct roll call and ensure everyone has a work assignment.
• Consider any requests for break and/or position trades or console changes.

• Highlight all changes on a copy of the Daily Worksheet for the Timekeeper.
• Mark all timekeeping exceptions, then initial and note the end of watch time for all

current watch employees on the original Daily Worksheet.
• Mark all timekeeping exceptions, then initial and note the end of watch time for all mid

watch employees (as appropriate) on the original Daily Worksheet.
• Assist the Q & E supervisor as needed.

QUEUE AND EBP SUPERVISOR RESPONSIBILITIES

• Conduct queue management; this includes, but is not limited to calls holding in the
pending queue, as well as calls assigned to the call stack of field units.

• Advise the Watch Commander of any potential threat of Tactical Alert declaration due to
call load.

• Exercises functional supervision over Bureau Communication Coordinator (BCC)
positions to ensure calls are dispatched in a timely manner.

• Routinely monitor and manipulate the CCMIS to re-deploy personnel as needed to meet
the demands of the call load for specific queues.

® Monitor emergency and urgent field situations.

• Monitor and note any critical incidents, contact partner Dispatch center and notify the
Watch Commander for inclusion in the Watch Commander’s Log.

TIMEKEEPER RESPONSIBILITIES

• Note any changes indicated by the Floor supervisor from the current Daily Worksheet on
the LAPD Form 15.10.0 for the DP.
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• Complete the Daily Worksheet for the following work day.
• Consider future requests such as vacation days and trades.
• Complete paperwork to return employees back to duty from leave.
• Mark the Timebook using the original current Daily Worksheet.
• Enter and save an “Actual” Daily Worksheet in the Deployment Planning System (DPS).

TRAINING COORDINATOR OFFICER RESPONSIBILITIES

• Ensure ratings are submitted and served in a timely manner.
• Review ratings and monitor each trainee’s progress regularly.
• Meet with trainees individually to discuss their progress.
• Meet with instructors and trainees together to resolve any issues or concerns.

• Complete Probationary Monitoring Assessment forms.
• Complete performance assessments related to termination procedures.
• Recommend watch and instructor assignments.

• Conduct one Police Service Representative (PSR) HI roll call each DP.
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POLICE SERVICE REPRESENTATIVE (PSR) ffl/INSTRUCTOR
DUTIES AND RESPONSIBILITIES
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206 POLICE SERVICE REPRESENTATIVE fPSR) III

A Police Service Representative (PSR) HI is a leadership position within Communications
Division. A PSR HI should always lead by example, keep abreast of evolving policies,
procedures, Department and Divisional Orders and Notices, and seek opportunities to enhance
the skills and performance of PSR IIs.

A PSR HI is routinely assigned as a Bureau Communications Coordinator (BCC). When a PSR
class is in session, a PSR III may be assigned as an Instructor, providing “hands-on” training to a
PSR Trainee on the Dispatch Floor (see Volume I, Section 209, Training Program).

207 BUREAU COMMUNICATIONS COORDINATOR (BCC)

The Bureau Communications Coordinator (BCC) is responsible for coordinating
communications activity within the Bureau. Personnel assigned to this position must be
proficient in all PSR HI duties and knowledgeable of Departmental and Divisional policies and
procedures. The BCC will support and assist in the coordination of field activities, working in
harmony with Metropolitan Communications Dispatch Center (MCDC), Valley Communications
Dispatch Center (VCDC) and other Department personnel.

DUTIES AND RESPONSIBILITIES

1. Log-on the VESTA Telephone system. Answer all incoming telephone lines with the
Division name, the assigned position and operator number.

Example: “Communications Division, South Bureau BCC, Operator 1-2-3.”

Operators will remain available unless involved in other business-related activities, which
precludes them from handling calls (i.e., emergencies, assigning Priority I and II calls,
etc.).

2. Train, assist and/or review policy and procedure with Communications Division
personnel as needed.

Advise the floor supervisor and/or Watch Commander of system irregularities,
emergencies, and unusual occurrences. Assemble a Mobile Field Force (MFF) when
needed.

3.

4. Perform Emergency Board Operator (EBO) functions.

a. Process calls for service as directed by a Communications Division Supervisor.
b. Upgrade/Downgrade incidents when appropriate.
c. Process calls for service and other miscellaneous requests received from outside

agencies.
d. Complete Priority I incident assignments in accordance with the field unit selection

sequence.
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Assist the concerned Radio Telephone Operator (RTO) when a field unit requests support
personnel (i.e., K9 Unit, Air Unit, Los Angeles Fire Department personnel).

5.

Update RTO positions and radio channel assignments in the Computer Aided Dispatch
(CAD) and MCC7500 systems.

6.

Monitor incident queues within their assigned bureau(s) to ensure that calls for service
are assigned using established guidelines and time constraints. The primary
responsibility for call assignments shall remain with the RTO. However, the BCC is
responsible for ensuring that the RTO dispatches calls appropriately and in a timely
manner, by assisting with call assignments when necessary.

7.

Note: RTOs, Instructors, BCCs and EBOs shall work together to ensure that calls
for service are dispatched in a timely manner. As much as possible, BCCs
shall allow Instructor/Trainee teams to handle assignments of Priority I and II
calls in their assigned Area(s).

In the absence of Area Command Center (ACC) personnel, perform callback functions
for calls holding in queue. Assign timed-out calls for service to appropriate
Area/Division personnel.

8.

Note: If an Auxiliary BCC is deployed, they will perform callback functions for
calls holding in queue and assign timed-out calls.

In the event the emergency trigger is activated, all BCCs shall perform the Maintenance
Menu command (MN.20) to determine the area of occurrence. If the ROVER/ASTRO is
assigned, ensure that the concerned RTO makes the appropriate broadcast and handles
any subsequent emergency.

9.

If the ROVER/ASTRO is unassigned, BCC3 is responsible for making the initial
broadcast while the other BCCs query the e-ROVER book on the LAN system to verify
the division of assignment. The concerned BCC shall handle any subsequent emergency
to its completion. If there is no acknowledgement from the ROVER/ASTRO, the
concerned BCC shall create an incident and contact the Division.

Note: An unassigned ROVER/ASTRO activation for non-patrol specialized units
shall be the responsibility of BCC2.

Monitor all officer emergencies and urgent field situations within their assigned bureaus
to ensure proper handling. Assist partner BCC during urgent field situations or
emergencies.

10.

Note: BCCs shall not wait until an operator has lost control of a situation before
assuming responsibility and handling the incident.
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Assist with activating Roll Calls at the discretion of a Communications Division
supervisor. Assist officers with MDC (Mobile Digital Computer) problems.
Area/Division personnel requesting modifications will be referred to the Communications
Division Watch Commander.

11.

Note: Beat Plans and adjacency tables are handled by Administrative Services
Bureau (ASB), Application Development and Support Division (ADSD).

Make telephonic notifications to the Department Operations Center (DOC)/Real-Time
Analysis and Critical Response Division (RACR) of all major/critical incidents. The
following incidents require notification to RACR (Department Manual Section
4/214.50):

12.

A. Categorical Use of Force Incidents.

• All Officer-involved shootings;

• All uses of an upper body control hold by a Department employee, including
the use of a modified carotid, full carotid or locked carotid hold;

• All deaths while the arrestee or detainee is in custodial care of the Department
(also known as In-Custody Death or ICD);

• A use of force incident resulting in death; and,

• A use of force incident resulting in an injury requiring hospitalization.

B. Other Incidents Investigated by Force Investigation Division (FID).

• An incident in which a member of the public is bitten by a Department canine
and hospitalization is required;

• Incidents where the Department has agreed to conduct similar critical incident
investigations for a non-Department entity, such as a Los Angeles Fire
Department Arson Unit.

C. Patrol Related Incidents.

• Barricaded suspect or SWAT call-out;

• Bomb Squad call-out;

• CARE/AMBER Alerts;

• All homicides;

• Missing juvenile investigations involving searches;

• Pursuits that travel out of the County, are prolonged, involve a City Property
Involved collision, or are newsworthy;

• Shootings in which two or more victims are wounded; and,

• Incidents motivated by hatred (DR Number is required prior to notification).
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D. Unusual/Major Occurrences

• Major demonstrations or mass arrests;

• Disasters including chemical spills, gas main leaks or breaks, major fires or
disturbances, aircraft accidents;

• Department Operations Center (DOC) activation or deactivation;

• City Emergency Operations Center (EOC) activation or deactivation;

• Incident Command Post activation at the scene of a noteworthy or
newsworthy incident;

• Incidents involving hazardous/toxic/radioactive materials;

• Citywide Tactical Alerts; and,

• A change in the Federal terrorism threat level (up or down).

E. Incidents Involving Department Personnel

• Alleged serious misconduct or arrest of Department employee(s);

• Death or hospitalization of Department employee(s);

• Negligent discharge of a firearm; and,
• Animal Shooting.

F. Other Notable Incidents

* Extensive damage to Department equipment;
* Newsworthy incident involving the Department in any way; or,
* Other incident that an Officer in Charge or Watch Commander feels should be

brought to the attention of the Department.

NOTE: All personnel are encouraged to call the RACR at any time they are
in doubt as to whether or not an incident requires notification.

Assist Area/Divisional Watch Commanders and Supervisors with updating Premise
Hazard files.

13.

Note: Area Watch Commanders are responsible for all information entered in their
Premise Hazard files. BCCs will not make any changes to the files without
the concerned Area Watch Commander’s approval.

Upon receipt of teletypes, create an incident and broadcast all missing juvenile or critical
missing information.

14.

Note: Any request to make repeated broadcasts during a watch or past the start of
the next watch must be accompanied by a teletype that indicates “hourly
broadcast.”

Handle urgent requests from field officers for Sign Language Interpreters (SLI).15.
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Life-Signs is the contracted professional SL1for the Los Angeles Police Department.
The BCC shall contact Life Signs between 0800-1700 at (323) 550-4210 or after hours
1700-0800 at (800) 633-8883 between 1700-1800 hours. Request a call back within five
minutes with an estimated time of arrival (ETA). Life-Signs shall be provided with a
callback number to provide an ETA. When Life-Signs provides an ETA, the information
shall be broadcast to the field unit requesting and added to the incident comments.

NOTE: In all instances, if Life-Signs is unable to handle the request or does not call
back within the five minute parameter, the operator handling the request shall contact the
American Disabilities Act (ADA) Compliance Coordinators,

.

16. Notify outside agencies of incidents that may impact their jurisdiction. Provide any
pertinent information including but not limited to; suspect/vehicle information, weapons
involved and direction of travel.

17. Monitor the Emergency Channel, LAPD Access Channel and AIR/K9 Channel at all
times. If a request is made on any of these channels, the concerned BCC shall handle the
request.

Note: Personnel assigned to a BCC position may elect to monitor other channels
within his/her assigned Bureau, however, he/she shall ensure that the volume
level of the additional channels does not interfere with the ability to hear and
comprehend broadcasts made on the Emergency Channel, LAPD Access
Channel or AIR/K9.

Deploy and log-on Air units. The BCC who receives the deployment and log-on
information from Air Support Division (ASD) shall handle the request.

18.

Note: If deployment information is not received by the first hour of their watch
BCC1 shall call ASD and obtain deployment information.

19. All BCCs shall monitor the Electronic Satellite Pursuit (ESP) system.

Note: A BCC is only required to monitor the ESP system if the Console he/she is
assigned to is equipped with a LAN computer which is configured to access
the ESP system.

Immediately upon receipt of a Sentinel Alarm System (SAS) activation, the BCC shall
create a Priority II incident broadcast for any unit on the frequency of the concerned
Division and the appropriate traffic frequency. The location shall not be broadcast.

20.

EXAMPLE: “Any Van Nuys Unit and Supervisor, Incident 1234, RD 911.”

21. Complete miscellaneous duties as assigned by the Watch Commander or Supervisor.
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In addition to the previously described duties and responsibilities, each BCC has the following
individual responsibilities:

BCC 1-Central Bureau

a. Ultimately responsible for the acknowledgement of requests made on the “Air/K9”
channel.

b. Initiate Bureau-Wide broadcast notifying field units of tactical alerts, or mobilization
if the occurrence is in Central or South Bureau. Initiate City-Wide broadcast

•/

notifying Held units of system degradation (Mode Two).

c. Monitor the Network Communications System (NECS) terminal printer. Ensure the
terminal is working properly, retrieve all teletypes and distribute to the concerned
BCC.

d. Monitor the “LAPD Access” channel.

e. Contact ASD if deployment information is not received by the first hour of their
watch to log on the Air units.

BCC 3-South Bureau

a. BCC 3 shall be staffed at all times.

Note: If a BCC is unable to be staffed, their partnered BCC shall sign on as the
absent BCC.

b. Handle initial broadcast of all unassigned ROVER/ASTRO Radio activations.

Note: The other BCCs shall query the e-Rover book on the LAN system to verify
the division of assignment. The concerned BCC shall handle any subsequent
emergency to its completion. If there is no acknowledgement from the
ROVER/ASTRO, the concerned BCC shall create an incident and contact the
Division.

c. AM Watch shall collect the daily Mode Two tickets and completed Adam Control
Cards.

d. Deploy the Metropolitan Division, Recruit Task Force and any miscellaneous Task
force units working in Central or South Bureaus.

e. Monitor the “LAPD Access” channel.

f. Obtain the motor code from Central and South Traffic Divisions Watch Commander
two hours prior to start of their watch. Broadcast the codes at 15 minute intervals to
Central and South Traffic Divisions for the first hour.
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Note: BCC 1 and 3 are deployed at the MCDC and shall assist each other when
needed.

BCC 2- Valley Bureau

a. BCC2 shall be staffed at all times.

Note: If a BCC is unable to be staffed, their partnered BCC shall sign on as the
absent BCC.

b. AM Watch shall collect the daily Mode Two tickets with completed Adam Control
Cards.

c. Initiate Bureau-Wide broadcasts notifying field units of tactical alerts, or mobilization
if the occurrence is in the Valley or West Bureaus.

d. Monitor the “LAPD Access” channel.

a. Responsible for creating an incident and contacting the Division involving unassigned
ROVER/ASTRO activations for non-patrol specialized units.

BCC 4-West Bureau

a. Monitor the Network Communications System (NECS) terminal printer. Ensure the
terminal is working properly, retrieve all teletypes and distribute to the concerned
BCC.

b. Ultimately responsible for the acknowledgement of requests on the “LAPD Access”
channel.

c. Deploy the Metropolitan Division Task Force and any miscellaneous Task Force
units working in the Valley or West Bureaus.

d. Obtain the motor code from Valley and West Traffic Divisions Watch Commander
two hours prior to start of their watch. Broadcast the codes at 15 minute intervals to
Valley and West Traffic Divisions for the first hour.

AUXILIARY BCC

Log-on the VESTA Telephone System in the BCC queue, and the CAD System as
a Supervisor.

a.

b. In the absence of ACC personnel, perform callback functions for calls holding in
queue.
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Monitor the NECS terminal printer to ensure the terminal is working properly.
Retrieve all teletypes and handle them according to policy and procedures.

c.

Deploy Metropolitan Division and any miscellaneous Task Force units.d.

Note: The primary responsibility of the Auxiliary BCC is to assist the other
BCCs with their duties. If the Auxiliary BCC is deployed in the VCDC,
they will assist Valley and West Bureaus, and if deployed in the MCDC,
they will assist Central and South Bureaus. The deployment of an
Auxiliary BCC is at the discretion of the Supervisor.

SELECTION/DE-SELECTION OF PSR in208

A Police Service Representative (PSR) m must be qualified to perform as Instructor and as
Bureau Communications Coordinator (BCC) in the Metropolitan Communications Dispatch
Center, and Valley Communications Dispatch Center. Employees are eligible to be selected for
this pay grade level following two years (24 months) in the aggregate as a PSR n.

The selection process will consist of an oral interview, complete package review, and successful
completion of a 3-day PSR IE training course. Candidates will be placed on a list which will be
valid for one year. The Commanding Officer of Communications Division will make selections
from the established list.

The following guidelines are to be utilized when determining the selection and de-selection of a
PSR III.

PSR III SELECTION PROCESS

Communications Division will publish the requirements, duties and responsibilities of the
PSR m position.

1.

When a position becomes available, the Commanding Officer shall notify Civilian
Employment Section, Personnel Division. To ensure all employees are aware of
vacancies in this advanced pay grade position, a Civilian Pay grade Advancement and
Transfer Opportunities will be posted in a designated, conspicuous location on
Department-wide Divisional bulletin boards, and read during roll call training sessions in
Communications Division for a period of two weeks. Interested employees shall submit
a Pre-Employment Questionnaire, Form EO-18, copies of their last two annual Employee
Evaluation Reports (Form PDAS-28), and a Training Evaluation and Management
System Report (TEAMS) to the Commanding Officer of Communications Division.

2.

The first part of the application process will be a personal interview and assessment of
the employee’s interpersonal skills, job knowledge, communication skills and ability to
handle difficult situations.

3.
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Evaluation will also include the candidate’s attendance record, observance of work rules,
courtesy, and ability to work well with others.

4.

5. Candidates will be placed in standard categories: outstanding, excellent, satisfactory and
unsatisfactory. Candidates will be assigned to attend the required courses in order,
according to category. For example, all candidates in the outstanding category will be
assigned to the 3-day training before all others. Each category will be exhausted before
selecting from the next category.

6. The second part of the application process will be attending two, 3-day courses for BCC
and Instructor. Candidates must successfully complete and pass the final examination for
each position.

Candidates that pass both examinations will be listed according to their original category
placement. The established list will be valid for one year.

7.

8 . To reapply for an appointment as a PSR III, the first part of the application process must
be repeated. If more than one year has elapsed, the candidate must also repeat the second
step, which is attending the training courses.

DE-SELECTION PROCESS:

The PSR m will be removed from the position if:

1. The employee requests a lower paygrade assignment.

2. The employee has unsatisfactorily performed his/her duties.

The position is terminated.3.

Determined by the Chief of Police as an appropriate penalty, either all or part of a
recommendation, resulting from a sustained personnel complaint.

4.

PERFORMANCE STANDARDS:

When an employee fails to satisfactorily perform the duties of the pay grade position to which
he/she is assigned, the following procedures shall apply:

The PSR III will be immediately notified and counseled of any performance deficiencies.1.

2. Remedial efforts will be made to improve performance.

3. All performance deficiencies will be documented with the specific nature of the
deficiencies, a plan for remedy, and a reasonable time period in which to improve.

If the employee’s performance remains unsatisfactory, the Commanding Officer shall:
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Complete an Intradepartmental Correspondence, Form 15.2, recommending the
reassignment of the employee to a lower pay grade position and citing the reasons
for the recommendation.

a.

Upon receipt of the Intradepartmental Correspondence, the employee has the
opportunity to address the stated issues by responding to the Commanding
Officer.

Complete a Request for Transfer and/or Change in Pay grade, Form 1.40, on the
employee.

b.

Cause the completion of a City of Los Angeles, Civil Service Commission,
Employee Evaluation Report, Form PDAS-28, on the employee.

c.

d. Forward the above forms through channels to the Chief of Administrative
Services Bureau.

Inform the employee of the recommendation and provide him/her with a copy of
the Intradepartmental Correspondence and the Employee Evaluation Report.

e.

208.01 INSTRUCTOR POSITION-VOLUNTARY RELINQUISHMENT

A PSR m who no longer wishes to be assigned to a PSR m position, shall submit a request for
relinquishment on an Employee Report, Form 15.7, to Communications Division, Commanding
Officer. The Employee Report must be received 30 days in advance. Unless the needs of the
Division require otherwise, request for relinquishments of the PSR III assignment will be
granted. If the needs of the Division do not allow the relinquishment of a PSR in position, the
relinquishment will become effective at the start of the next appropriate Deployment Period.
Any voluntary relinquishment will cause the employee to be returned to a PSR II assignment and
pay grade.
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TRAINING PROGRAM
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TRAINING PROGRAM209

In order to provide high quality service to the community, it is necessary to provide exceptional
training to entry-level employees. Each trainee should recognize the importance of their position
and their role in enhancing the Department’s reputation as a leader in law enforcement.

The PSR training program has been carefully planned to expose new employees to a
comprehensive variety of public safety communications experiences during their training period.
Progressive training prepares the employee to consistently perform their duties effectively and
efficiently while conforming to department standards, policies and expectations.

The PSR in position is of paramount importance to the success of the training program.
PSR His are assigned to facilitate “hands-on” training to entry-level employees.

RADIO TELEPHONE OPERATOR (RTO)209.01

The Radio Telephone Operator (RTO) is responsible for the two-way communication between
patrol officers and Communications Division. The primary objective is to dispatch calls received
from emergency board operators, process field unit requests and maintain the status of police
officers within a geographical area.

EMERGENCY BOARD OPERATOR (EBP)209.02

Communications Division, a Public Safety Answering Point (PSAP), is often the initial contact
the public has with the Los Angeles Police Department. Impressions of the Department are
formed by the timely, courteous manner in which calls are handled. The primary objective of the
Emergency Board Operator (EBO) is to provide maximum assistance on all requests for police
service while projecting a professional image.

AUXILIARY TELEPHONE OPERATOR (ATO)209.03

Specific duties have been designated for the Auxiliary Telephone Operator (ATO) who assists
field officers with day to day operations. The ATO is responsible for handling service requests
from field units; processing alarm calls (including police monitored alarms); operating the Fire
Command and Control System I (FCCS I); and, other miscellaneous duties as directed by
supervisors.
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INSTRUCTOR MANUAL
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INSTRUCTOR MANUAL210

The PSR training program has been carefully planned to expose new employees to a
comprehensive variety of public safety communications experiences during their training period.
It is essential that training be consistent in its presentation so that all new employees are provided
with the same instruction on procedures, policies and expectations. This training manual is
designed to assist instructors in performing their duties while conforming to the Department
standards, policies and expectations.

This Instructor Training Manual has been developed with the interests of trainees, instructors,
supervisors and the organization in mind. In order to provide high quality service to the
community, it is necessary to provide high quality training to both in-service and entry-level
employees. Every instructor should recognize the importance of their position and their role in
enhancing the Department’s reputation as a leader in law enforcement.

Training is defined as teaching to make proficient. Additionally, it means the process of aiding
employees to gain effectiveness in present or future assignments. This is accomplished through
the development of appropriate knowledge, habits, actions, thoughts, skills and attitudes.
It is the responsibility of the Police Service Representative (PSR) III to teach and develop their
assigned trainees the skills necessary to perform the tasks at hand.

I. Police Service Representative (PSR) m Instructor Duties and Responsibilities.

A. The PSR HI assigned a trainee shall adhere to the following duties and
responsibilities:

1. Have a working knowledge and familiarity with the contents of the
Department and Communications Division Manuals.

2. Have awareness of Orders, Training Bulletins, Directives, Notices and
applicable laws. This includes the responsibility of obtaining information
disseminated during an absence of duty.

3. The instructor shall provide instruction consistent with policies and
procedures of the Department and Division.

4. Be familiar with Adult Learning techniques and the mechanics of the learning
process.

5. Apply effective strategies to impart information to others.

6. Familiarize the trainee with situations they may encounter and assist them in
developing appropriate responses and solutions.

Note: There may be instances when the only officer emergency situation
the trainee encounters is through verbal simulations and your experiences.
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B. Be Professional.

1. Maintain a good attendance record.

2. Observe work rules and hours. This expectation is for all employees, however
as a PSR HI, you are held to a higher standard.

3. Do not use profanity or inappropriate comments.

4. Social interactions shall not interfere with training.

5. Personal business shall be conducted on breaks or lunch periods.

6. Do not stretch from one position to another to hold personal conversations.

7. Do not communicate non-business related information verbally or digitally
while assigned a trainee.

C. Provide on-going instruction.

1. Maximize slow periods and review policy, terminology, and/or remediate
deficiencies.

2. Trainees should be instructed on the policy and procedure not an instructor’s
specific style.

D. Instructors shall be flexible in their teaching techniques. The longer a trainee has
been in training, the less an instructor should expect the trainee’s style of working to
change.

1. The goal is for the tasks to be completed efficiently and correctly.

2. Monitor the position under all circumstances and conditions. The Instructor
has the ultimate responsibility for what happens on the position.

3. Allow trainees to work the position as much as possible.

4. Be cognizant of the trainee’s performance level. Assume control of the
position when it becomes apparent the trainee cannot maintain the radio traffic
and you’re unable to coach them through the task.

5. Allow the trainee to resume control of the position as soon as possible.

6. Work a variety of positions that are consistent with the trainee’s level of
performance (i.e., single busy boards, tied boards or radio relief).
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n. Instructor and Trainee Relationships.

A. Respect the individuality and dignity of all employees. The relationship a trainee has
with their instructor is often critical to their success. Therefore, it is important that
instructors understand the following:

B. Do not verbally abuse or demean the trainee; publicly or privately. The instructor
should conduct themselves in a manner that will foster the greatest harmony and
cooperation.

C. Whenever possible, praise in public and correct in private.

D. Be aware of body language, frustration levels, and facial expressions. Sighing and
rolling your eyes may not be observed by your trainee; however others may observe
you.

E. Respect personal space and refrain from physical contact of any type.

F. Interact with the trainee as an adult. Be patient and understanding. The trainee may
make the same mistake more than once.

G. Be aware of the expectations documented in the performance objectives and be
cognizant of your personal expectation levels.

H. Instructors shall provide professional learning techniques; be objective, fair, and
devoid of personal favoritism.

I. Build and maintain a positive oriented work environment for your trainee.

1. Provide information and develop the skills necessary to perform the job
requirements.

2. When applicable explain why certain policies are used for clarification and to
prevent misunderstandings.

3. Information provided in the Simulator may need to be reiterated.

Supervisor, Instructor and Trainee Relationships.III.

Supervisors have the responsibility of overseeing operations and personnel, monitoring
the interaction of Instructors and Trainees, and maintaining the overall integrity of the
training program. Some of their roles and duties are:

A. Monitoring the progress of instructors and trainees and ensuring the Instructors
maintain objectivity.

B. Interacting with Instructors and Trainees on a regular basis for employee motivation,
development, and accurate performance evaluation.
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C. Assisting Instructor in preparation and presentation of training.

D. Routinely review the training program for effectiveness.

IV. Seven Qualities of Highly Effective Teachers.

A. Highly effective teachers care. They care about their students, their work and
themselves. They treat others with dignity; they respect others’ integrity. They give
high priority to benefiting others. They affirm others’ strengths and beings.

B. Highly effective teachers share. They share their knowledge, insights, and viewpoints
with others. Their willingness to share is a way of life for them. They don’t withhold
information for personal gain.

C. Highly effective teachers learn. They continually seek truth and meaning. They seek
to discover new ideas and insights. They reflect on their experiences and incorporate
the learning into their lives. They are willing to upgrade their skills. They continue
growing and developing throughout their lives.

D. Highly effective teachers create. They are willing to try the new and untested, to take
risks for worthy educational outcomes. Anything worth doing is worth failing at.
They are not discouraged by an occasional failure; they reframe the error as an
opportunity to do better as a result of the experience.

E. Highly effective teachers believe. They have faith in students. They trust students
and are willing to grant them freedom and responsibility. They hold high
expectations for their students, as well as for themselves.

F. Highly effective teachers dream. They have a vision of success. They are driven by
an image of excellence, the best that their innate abilities allow. They always seek to
improve, never being content with just “getting by” in teaching or in any other
endeavor.

G. Highly effective teachers enjoy. Teaching is not just employment to them; it is their
work. They throw themselves into it with vigor. They gain major satisfaction and
joy from it. And that joy often infects their students.

Adult Learning Theories.

Effective instruction involves understanding how adults will learn best. To ensure that
trainees are provided the necessary information to effectively perform the PSR
classification, instruction should be based on the following principles:

V.

A. Motivation-What motivates adult learners (i.e., a job, promotion, etc.). Instructors
can accomplish this by:

Establishing a positive rapport.
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Adjusting stress ieveis -If stress levels are too high; it becomes a barrier to
learning. Instructors can set goals, review expectations, provide positive
feedback and listen to the trainees ideas in relation to improving
performance.

Challenge the trainee by allowing them to work through busier periods
and correct their own errors without taking over the position.

During conference periods set agreed upon goals that may be above the
current performance standard.

B. Reinforcement - Provide positive reinforcement.

Give positive feedback; even if there is a task that was not completed.

Provide positive documentation on ratings.

Acknowledge accomplishments in a timely manner (verbally or written).

C. Retention-Repetitive practice.

Use flash cards during down time with common/uncommon terminology,

codes, incident types, etc.

D. Application-Repetitive application.

Use typing drills for speed and accuracy

NOTE: Instructors have the responsibility to impart knowledge,
provide guidance, and be a resource for trainees.

VI. The Evaluation Process

The evaluation process begins as soon as the instructor and trainee start working together.
As part of this rating process, the instructor must objectively assess the trainee’s performance
and follow the guidelines defined in the Performance Standards to determine whether or not
the standard of proficiency has been met. After assessing the trainee’s performance, the
instructor is required to provide a written report of what they have observed. These reports
are vital to the success of the training program and it is important that they be thorough and
accurate. Performance evaluations are used to:

Maintain records of employees and their performance.

Document training to minimize liability.

Provide documentation to justify actions taken by instructor and/or
supervisor.
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Provide instructors with a performance history.

Provide timely feedback to the trainee.

Identify training needs, performance deficiencies and corrective actions
taken.

Provide recognition of accomplishments, motivate positive performance
and set future performance goals.

VII. Writing the Probationary PSR Daily Report

The Daily will provide ongoing documentation of the trainee’s performance between
rating periods. It is imperative that they are completed accurately and without bias.
Generalized, unsupported statements must not be used. Anyone reading the daily report
should be able to understand what is written and if asked, be able to complete a bi-weekly
rating based on the documentation.

Specific entries are used to describe:

1. Task

a. What the trainee did or did not do

2. Intervention

a. What the instructor did to complete the task (How you intervened).

Example: Instructor coached through slow, moderate or busy period -or-
Instructor worked position to maintain position control.

3. Explained and Demonstrated

a. Refers to training given for a specific task or policy the trainee has not
previously encountered during hands-on training.

b. Documentation on the daily report should include the task or policy that has
been explained and demonstrated, the applicable rating section and the
number of minutes explained and demonstrated.

4. Proficiency

Proficiency is achieved when the trainee demonstrates the skills necessary to
consistently perform a task. If the opportunity to demonstrate proficiency in a
particular task is not encountered during hands-on training, training requirements
can be fulfilled by documenting simulations and/or written oral examinations
related to that task.
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5. Deficiency

a. A single, error does not necessarily constitute a deficiency, (instructor’s
judgment shall be used in determining this factor). Tf a trainee requires
frequent instructor intervention to consistently perform a task, the corrective
action should be considered remediation.

b. How did instructor correct deficiencies documented?

c. Correcting deficiencies. For every deficiency there should be some form of
remediation.

Example: Did the instructor conduct review, verbal quizzes, drills or
mock scenarios?

6. Remediation

a. Describes action taken to correct a performance deficiency and shall be
provided in any area identified as deficient.

b. Documentation and the number of minutes is required on all remediation
provided, whether you use quizzes or simulations.

NOTE: If the trainee is not deficient, the quizzes, mock scenarios, review,
etc. would be documented as “Explained/Demonstrated”.

7. Instructor Intervention

a. Allow trainees to work the position as much as possible.

b. Be cognizant of the trainee’s performance level. Assume control of the
position when it becomes apparent the trainee cannot maintain the radio traffic
and you’re unable to coach them through the tasks.

c. Allow the trainee to resume control of the position as soon as possible.

8. Trainee’s Response

a. It may be important to document the trainee’s response to training and
remedial efforts.

b. Document if the trainee is not receptive to instructions in actual quotes or
demonstrated negative action. Seek guidance from a supervisor for verbiage
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VIII. Probationary PSR Evaluation Report (Bi-Weekly)

The Probationary PSR Evaluation Report (Bi-Weekly) is used to summarize the strengths
and weaknesses of the trainee’s performance. It is completed at the end of the second and
fourth weeks of the Deployment Period (DP). Information documented on the Daily
Reports shall contain sufficient information to complete a Bi-Weekly Report.

The tasks that each trainee is expected to perform are listed on the bi-weekly face sheet.

A. Each task has a number in parentheses. The number represents the weeks of hands-
on training the trainee is expected to perform the task proficiently.

B. Proficiency or deficiency is documented the last working day of the
week being rated.

NOTE: Compliance with instructions, professional conduct, attitude,
punctuality and attendance are expectations from the date of hire.

A rating scale is also used for proficiency. The scale is used to most accurately describe the
employee’s performance. Performance is rated in the following categories:

A. Not applicable: The category does not apply to the trainee at their
level of hands-on training.

B. Not observed: The instructor did not observe the trainee perform in the category
being rated.

C. Proficient: The trainee has consistently met the standard for a particular task or skill
outlined in the Performance Standards.

D. Not Proficient: The trainee has not consistently met a standard for a particular task or
skill outlined in the Performance Standards. Remediation shall be provided.

Currently, trainees are expected to meet all performance standards for Radio Telephone
Operator (RTO) and Auxiliary Telephone Operator (ATO) by week 16. The goal is for the
trainee to be qualified in both positions by week 20.

For Emergency Board Operator (EBO) trainees are expected to meet all standards by Week 8
and be qualified by Week 9.

The Training Coordinator Officer (TCO) will determine if the trainee’s overall performance
is “Satisfactory” or “Unsatisfactory”. The following areas should be considered when
making an informed decision:

A. Severity and number of deficiencies.
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B. The number of deficiencies, whether critical or not, may prompt a TCO to give an
overall rating of Unsatisfactory.

Examples:

Unsatisfactory Bi-Weekly: Bi-Weekly documents 19 week RTO trainee;
proficient in all areas except speed and multi-tasking during busy periods.

NOTE: The TCO is responsible for serving “Unsatisfactory”
Bi-Weeklies.

Satisfactory Bi-Weekly: Bi-Weekly documents a 19 week RTO trainee; who
is proficient in all areas and the TCO is unable to monitor for qualification.

Documentation should be noted on the Bi-Weekly.

Request for RemediationIX.

It is important that trainees receive remediation on a regular basis, especially when there are
performance deficiencies. Any instructor or supervisor can request remediation for a trainee
by completing a Request for Remediation Form. The person completing the form should
address areas of remediation sign and give the form to the Radio Telephone Operator
Training Officer (RTOTO).

NOTE: The TCO is responsible for ensuring remediation is provided.

The RTOTO is responsible for providing or arranging remediation to be given. This can be
done by any instructor in a one-on-one or group setting.

Additionally, at least one remediation session per week for the first ten weeks of RTO
training shall be provided (normally conducted after roll call).

During these sessions, the RTOTO will:

1. Review the current weeks Performance Standards.

2. Review policies and procedures for current week tasks.

3. Review any subject(s) listed on the Request for Remediation forms.

4. Answer any general questions from the trainee.

5. Administer the weekly assessment test and review.
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When an RTOTO or other instructor provides remediation, the following tasks are
completed:

1. Group or Individual Review/Remediation form must be completed for each
attending trainee.

2. The presenting instructor must list the subjects covered and minutes spent on
each subject.

3. The “comments” section is used to note additional remediation needs or any
other pertinent information.

4. The form is signed by the trainee, instructor/RTOTO, and TCO.

5. A copy is provided to each trainee and added to the RTOTO files. The
original is forwarded to the Administrative Training Unit Probationary PSR
Coordinator.

X. Presenting the Bi-Weekly Evaluation

After writing the evaluation and obtaining all signatures, the instructor must review with the
trainee. The instructor should briefly cover all sections in general and expand on individual
topics as needed.

Before discussing the evaluation with a trainee, the instructor should:

1. Consider what the trainee should gain from the session.

2. Be familiar with all aspects of the trainee’s performance.
3. Anticipate the trainee’s potential reaction and be prepared to respond

appropriately.

4. Be specific. Don’t hint and expect the trainee to understand.

5. Present the evaluation in a timely manner.

6. Create a positive environment. Encourage discussion and actively solicit
feedback from the trainee.

7. Maintain confidentiality. Evaluations are confidential documents and cannot
be shared by the instructor with anyone who is not authorized to see them.

8. When a performance deficiency is noted, develop a corrective action plan with
the trainee.

9. Work with the trainee to set attainable goals.
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Whenever possible, begin and end the evaluation review sessions on a positive note. Set
realistic goals with the trainee and explain what is expected by the next evaluation. This will
help the trainee understand expectations and prevent misunderstandings.

The exchange of information is easiest when there are no interruptions, serve the evaluation
in private. The trainee will be more comfortable if they are assured their performance
deficiencies are not going to be discussed in front of their peers. If there is no alternative, a
satisfactory evaluation may be served at the position.

NOTE: Do not serve unsatisfactory ratings or ratings that are likely
to require in-depth discussion at the position.

An important reason for having an evaluation session is to keep an open line of
communication between the instructor and the trainee. By soliciting feedback and actively
listening, the instructor shows an interest in the trainee’s concerns. Be open, honest, and
direct; the trainee’s performance is unlikely to improve if they are unclear about
expectations. If a trainee is resistant or becomes confrontational with an instructor, the TCO
or a supervisor shall be included in the evaluation session.

Training Coordinators will become involved in presenting the bi-weekly when specific issues
must be addressed. These include addressing a trainee’s attitude, problems with the
instructor/trainee relationships, and negative performance. In these cases, the TCO,

instructor and trainee should review the bi-weekly in private.

XI. Qualifying the Trainee

Performance qualification can be conducted by any supervisor.

NOTE: RTOTO may monitor for qualification in the Auxiliary Telephone
Operator (ATO) phase only.

Once an instructor has identified that a trainee is ready for performance qualification, the
RTOTO will monitor to confirm proficiency. It is important that trainees be monitored in a
timely manner, and a minimum of three times, on three separate days for one hour each.

Each section of the qualification checklist for both RTO and EBO shall be signed off
separately. As supervisors make observations during the assessment monitoring, comments
shall be entered on the checklist. The supervisor may sign off on one section or several.

A PSR Assessment Monitoring Form, must be included for each monitoring, even if the

monitoring results in qualification. This form shall include the overall performance
(satisfactory or unsatisfactory), detailed comments including remediation if applicable.

When supervisors monitor trainees, the assessment shall be a fair, honest and accurately

depict an entry level performance. Review of the monitoring shall take place immediately
with the trainee away from the position.

42
Los Angeles Police Department -Communications Division Manual - 2015 Edition



Volume I -ADMINISTRATIVE

Recommendations on the PSR assessment form must be specific. If the trainee has been
monitored several times and is close to qualifying the recommendation should be “Continue
monitoring for qualification.” In rare instances the recommendation could be “Cease
training.” However, documentation should substantiate this recommendation.

The Qualification checklist and any additional assessment monitoring should be forwarded
to the Training Unit Administrative Section.

XII. Conferences

Instructor and trainee conferences are used to set training goals, discuss areas of deficiency,
and to motivate the trainee. Instructors and trainees are required to have a conference once a
week to review the trainee’s progress. The conference should last no more than 30 minutes.
The instructor and trainee will initial the conference log located in the RTOTO Watch
Handbook.

Xm. Instructor Roll Call

The Training Coordinator shall conduct one Instructor Roll Call each month. Roll Calls
should include but are not limited to:

1. Review of new Divisional Orders.

2. Review of inconsistent policies and procedures.

3. Review of Adult Learning Theories.

XIV. Instructor Evaluations

PSR HI Evaluation Forms are to be completed every Deployment Period by a Probationary
PSR who is assigned an instructor. The completion of the form is required and the
information provided is confidential. The completed Evaluation form will be used to obtain
objective feedback regarding the Probationer’s training experience and to identify training
issues and trends.

The Instructor Evaluation Form should be completed with thoughtfulness and honesty. It is
not the correct forum for reporting misconduct or making malicious statements.

1. It is suggested that the trainees be held over after roll call for the evaluations
to be distributed, completed and submitted.

2. The RTOTO shall track the collected sealed envelopes and then submit to the
Training Coordinator (TCO) for review.

3. The TCO’s review will determine the next step, address any negative or
positive comments, and document if necessary. A brief note by the TCO will
alert the Watch Commander and Training Unit that the instructor was advised
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or an action taken. Additionally, positive comments should be documented
and provided to the instructor.

4. Quarterly audits/review of the evaluations will determine if there is a pattern
or trend of negative remarks.

5. Misconduct will be handled according to Departmental policy and procedure.

6. The Watch Commander has the final review and will forward the Evaluations
to the Administrative Training Unit Probationary PSR Coordinator.

7. The Instructor Evaluations are kept in the Administrative Training Section.
An instructor may request to see their evaluations at anytime; however, a
supervisor must be present during the review.

NOTE: No copies of the PSR Ill’s Evaluations shall be made.
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TRAINING COORDINATION OFFICER (TCO) MANUAL
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I. Training Coordinator Officer (TCO) Duties

A. Administrative Duties

1. Supervision of instructors in your den and their trainees on the Watch.

2. Review ratings for thoroughness, accuracy and content.

3. Ensure ratings are submitted and served in a timely manner.

4. Monitor and/or conduct progress conferences once per Deployment Period

(DP).

5. Monitor trainees for qualification and complete qualification assessment

forms.

6. Conduct a minimum of two Instructor Roll Calls per DP.

7. Instructor Roll Calls should include training and/or updates related to the

Training Program.

8. Counsel instructors and trainees when applicable (including conferences).

9. Ensure remedial training is provided to trainees (Instructors when applicable).

10. Regular review of trainee’s status and/or progress.

11. Review Instructor Evaluations and take appropriate action when necessary.

Include positive and negative actions.

12. Complete performance assessments related to the termination procedures.

B. Instructor and Trainee Assignments

1. Prepare watch recommendations for each trainee and submit to the
Probationary Training Coordinator, Training Unit, prior to the Deployment
Meeting.

NOTE: Recommended assignments shall be based on training needs.

2. Instructor and trainee assignments that are changed due to personnel issues

shall be documented on Employee Comment Sheets (comment cards) for both

employees.

C. Instructor Roll Calls

1. Instructor Roll Calls should be conducted at least once a month.
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Roll Calls should include but not be limited to:

a) Review of new Divisional Orders.

b) Review of inconsistent policy and procedures.

c) Review of Adult Learning Theories.

D. Instructor Evaluations

PSR HI Evaluation Forms are to be completed every Deployment Period by a
Probationary PSR I who is assigned an instructor. The completion of the form is
required and the information provided is confidential. The completed Evaluation
form will be used to obtain objective feedback regarding the probationer’s
training experience and to identify training issues and trends.

The Instructor Evaluation Form should be completed with thoughtfulness and
honesty. It is not the correct forum for reporting misconduct or making malicious
statements.

1. It is suggested that the trainees be held over after roll call for the evaluations
to be distributed, completed and submitted. The forms should be submitted in
a sealed envelope.

2. The Radio Telephone Operator Training Officer (RTOTO) shall track the
collected sealed envelopes and then submit to the Training Coordinator (TCO)
for review.

3. The TCO’s review will determine the next step, address any negative or
positive comments, and document if necessary. A brief note by the TCO will
alert the Watch Commander and Training Unit that the instructor was advised
or an action taken. Additionally, positive comments should be documented
and provided to the instructor.

4. Quarterly audits/review of the evaluations will determine if there is a pattern
or trend of negative remarks.

5. Misconduct will be handled according to Departmental policy and procedure.

6. The Instructor Evaluations are kept in the Administrative Training Section.
An instructor may request to see their evaluations at anytime, however, a
supervisor must be present during the review.

NOTE: Copies of the PSR ITTs Evaluations shall not be made.
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II. Instructor and Trainee Relationships

Supervisors have the responsibility of overseeing operations, personnel and maintaining
the overall integrity of the training program. The interactions between instructors and
trainees should be closely monitored for effectiveness.

The following duties and responsibilities for supervisors ensure effective work
relationships:

1. Monitor the progress of instructors and trainees. Ensure that instructors

maintain objectivity. Should a loss of objectivity become apparent; counseling

shall be the first step and then additional action if necessary.

2. Supervisors will review trainee evaluations for content, accuracy, neatness,

attention to detail, punctuation and grammar. When an instructor has identified

a trainee’s performance as substandard, the supervisor shall ensure that there is

sufficient documentation to support the deficiency.

3. Supervisors must interact with instructors and trainees on a consistent basis.

The interaction is essential for employee motivation, development and accurate

performance evaluation. The interaction and observations of instructors will

determine if training is being provided in accordance with the Training Program

guidelines.

NOTE; Supervisors assigned as a TCO should also be familiar with the Instructor Manual
(Volume I, Section 210).
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STANDARD OF CONDUCT
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213 STANDARD OF CONDUCT

Department policy ensures a healthy working relationship is fostered among all employees. It is
essential that each employee perform to his/her fullest potential without bias or prejudices.

214 COURTESY

Effective law enforcement depends on a high degree of cooperation between the Department and
the public it serves. The practice of courtesy in all public contacts encourages understanding and
appreciation. Discourtesy breeds contempt and resistance.

Discourtesy by Department employees under any circumstance is indefensible.

Courtesy and Respect for Other Department Employees

The cosmopolitan nature of the City is reflected in the diversity of Department
employees. In such a diverse environment, biases or prejudices relating to factors such as
race, ethnicity, sex, age, economic status, position in the community, or employee status
with the Department must not be allowed to influence decision making or conduct
involving other employees. While employees are entitled to their personal beliefs, they
must not allow individual feelings or prejudices to enter professional contacts.
Employees must treat one another with respect and be constantly mindful that others have
emotions and needs as significant as their own.

I.

Respect for individual dignity is an integral part of the Department philosophy and must
be practiced by everyone. Each employee shall treat all persons with respect and
courtesy and will conduct themselves in a manner that will foster the greatest harmony
and cooperation between themselves and members of the Department.

Telephone Courtesyn.

The telephone is the primary method by which the services of the Department are
requested. All incoming telephone calls must be answered as promptly as possible to
determine if a need for police service exists and, if so, to provide the required service.

When answering any telephone call, employees shall:

• Greet the caller in a courteous manner.
• Identify the answering point (i.e., Area/division, unit, section, etc.).
• Identify themselves at all times (i.e., name, rank, or operator number).
• Ask to be of assistance.

Note: Specific guidelines are in place for answering primary and secondary telephone
lines.
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Employees shall make every reasonable attempt to supply information requested, provide
assistance or promptly refer the caller to the proper Department, or appropriate public or private
agency for assistance.

DEMEANOR215

One of the most important factors in job success is to have the right attitude. This is especially
true in Communications Division. An employee with a positive attitude will complete their tour
of duty without undue stress. There should be no need to take problems home, or to leave work
in an unsettled state. Conversely, an employee with a negative attitude may experience difficulty
completing their shift. It is essential that employees come to work with a positive attitude.

One of the rewards of being involved in police work is the self-satisfaction of performing a job
well done. Assignment as an Emergency Board Operator (EBO) offers employees an
opportunity to serve callers whose background, culture, education, and social and economic
status vary greatly. Some callers are polite and considerate, while others can be demanding and
difficult. Such a variety requires employees who are knowledgeable, professional and who
possess a special temperament, which will enable them to deal with all individuals in a calm and
efficient manner.

Employees should remember that difficult and highly emotional callers are inevitable. One
technique is to consider each call as a challenge and to attempt to leave the caller with a calmer
disposition.

Employees should strive to come to work with their mind free of distractions. An employee who
comes to work with distractions is more likely to lose patience with difficult callers and is less
likely to be helpful to anyone.

PROFANITY/INAPPROPRIATE LANGUAGE215.01

Profanity is language or behavior that is considered to be obscene, vulgar, rude or offensive.
What is offensive to someone may not be seen as offensive to someone else. Also, how offensive
something is varies from person to person. Profane or inappropriate language can be deemed as
appalling or disrespectful to those around us.

In order to maintain a professional working environment, the use of profanity and/or
inappropriate language on the dispatch floor is prohibited.

INTRADEPARTMENTAL COMMUNICATIONS216

The Department maintains and constantly strives to improve its Intradepartmental
Communications Network to provide rapid and efficient police response and to facilitate
management control. ALL DEPARTMENT COMMUNICATIONS INCLUDING RADIO.
TELEPHONE.TELETYPE.MAIL and E-MAIL are reserved for official business and are
not to be used for personal purposes.
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INTERNET/ELECTRONIC MAIL (E-MAIL) USAGE GUIDELINES216.01

The use of the Internet or e-mail on a Department computer shall be restricted to “official
Department business. Personal use of, or time spent for personal gain is prohibited. Violation of
any of these guidelines may be considered misconduct and may result in disciplinary action.

The guidelines are applicable to all City or Department-owned or controlled computers, (LAN,
Personal Computers and Laptops) and telephone lines. This includes access to computers at sites
and facilities that are owned, leased, rented, or utilized by Department employees.
Department employees utilizing the Internet or e-mail shall cooperate with any investigation
regarding the use of computer equipment.

Department employees shall not:

• Gain access to or transmit California Law Enforcement Telecommunications system
(CLETS) information through the Internet, including secondary dissemination of
Criminal history Record information through a communications media such as Internet e-
mail facilities and remote access file transfer;

• Conduct an unauthorized attempt or entry into any other computer, known as hacking,
which is a violation of the Federal electronic communications Privacy Act (FECPA) 18
United States Code 2510;

• Copy or transfer electronic files without permission from the copyright owner;

• Send, post, or provide access to any confidential Department materials or information;

• Send private or confidential e-mail as delineated in Department Manual Section 4/105.15;

• Transmit chain letters;

• Send threatening, slanderous, offensive, racially and/or sexually harassing messages; and,

• Represent oneself as someone else, real or fictional, or send messages anonymously.

Note: Use of the Internet for certain investigations may require a deviation from the Internet
guidelines. This could include the use of offensive language, impersonation, or use of an alias,
and the accessing or downloading of offensive or explicit material. When conducting a
Department authorized investigation that requires these tactics for investigative purposes, they
are not considered misconduct.

In addition to these general guidelines, employees utilizing the Internet axe advised that the
Department has the right to access all email files created, received, or stored on Department
systems, and such files can be accessed without prior notification. (Department Manual Section
3/788.40)
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216.02 REQUIREMENT FOR PERSONNEL TO CHECK DEPARTMENT
EMAIL DURING EACH WORK DAY

All CD personnel are required to log onto the GroupWise Department email application, via a
hard-wired or WLAN workstation, at least once during each scheduled shift. Employees are
responsible for reading each email and taking appropriate action when required.

When an email is opened, an automatic date and timestamp is saved, documenting when a
specific employee read the email. Therefore, once an employee opens an email, he/she is
responsible for the content.

GroupWise WebAccess is available at each WLAN workstation on the Dispatch Floor, via
Internet Explorer (IE). A Quicklink titled “Novell GroupWise” has been placed on the IE
Favorites Bar. GroupWise can also be accessed directly at from any
Department computer.

217 PROPER USE OF OFFICIAL CORRESPONDENCE

All correspondence pertaining to police matters shall be handled in the manner outlined in the
Clerical Operations Sections, Volume 5, of the Department Manual. Under no circumstances
shall any employee of this Department communicate relative to such matters other than through
the Commanding Officer of the Division to which he/she is assigned.

The official letterhead of the Department is the stationery bearing the Department Seal,
surmounted by the words “Los Angeles Police Department.” This letterhead shall be used when
corresponding to government agencies, other City departments and the general public.
Intradepartmental Correspondence, Form 15.2, shall be used when corresponding to other
Divisions and Units of the Department. Such forms shall always be reviewed by the Division
Commanding Officer. An employee of lesser position may initiate the form; however, the
Division Commanding Officer must appear as the correspondent.

Under no circumstance shall any personal correspondence appear on official Department
stationery letterhead or intradepartmental correspondence.
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GENERAL MANAGEMENT PROCEDURES
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MEMORANDUM OF UNDERSTANDING (MOU)301

A Memorandum of Understanding (MOU) is a written memorandum jointly prepared and
approved by the Department and the City Council on which agreement is reached through
meeting and conferring between the City’s management representatives and representatives of a
recognized employee organization.

Note: When a provision of MOU conflicts with the Department Manual, the MOU shall take
precedence. Any further questions or concerns, employees should reference the current
MOU.

ABSENCES FROM DUTY302

SICK LEAVE302.01

Sick leave benefits are provided to ease the financial burden of employees who are required to be
absent from duty because of a legitimate illness or injury to themselves or a family member.
When ill and unable to report for work, an employee shall contact a supervisor or the watch
commander at least one hour prior to the start of his/her watch to report his/her absence.

Employees must maintain a satisfactory attendance record, as free as possible from absences for
any reason. The Department conducts annual audits and employees who have inappropriately
used sick leave, may be subject to disciplinary action.

Any employee who is absent from work in excess of three days for an illness or injury shall
provide a doctor’s certificate indicating the need for absence from duty. The Commanding
Officer or designee, at their discretion, may request a doctor’s certificate or other proof of illness
at any time.

Note: Immediate family for the purpose of this section shall include the parent, father-
in-law, mother-in-law, sibling, spouse, child, grandparent, grandchild, stepparent,
and stepchildren of any employee of the City. The domestic partner of the
employee, a household member (any person residing in the immediate household
of the employee at the time of the illness/injury) and the parent, child, grandchild
of an employee’s domestic partner.

PREVENTIVE MEDICINE302.02

Employees are allowed to use 24 hours of one hundred percent (100%) sick leave each year to
secure preventive medical treatment. This may be used for medical, optical or dental treatment
for the employee and for the members of the employee’s immediate family. Consult the current
MOU, Article 35 for further information.
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302.03 FAMILY ILLNESS

The aggregate number of working days allowed in any one calendar year with full pay shall not
exceed twelve (12) days. Such practice of allowance for leave for illness in family shall be in
accordance with Section 4.127 of the Los Angeles Administrative Code (LAAC). Upon the
adoption of a child, an employee will be permitted to use twelve (12) days of family illness sick
leave. Consult the current MOU, Article 36 for further information.

303 LEAVE OF ABSENCE

A leave of absence is considered to be any period of time which an employee is absent from
work except for daily lunch and approved rest breaks. A leave of absence may be granted for
compelling personal reasons. The review and final decision concerning each request will be
based on merit of the individual request, the effect on the Department’s operation, and the
availability of replacement personnel who can perform the required duties in a satisfactory
manner.

Employees requesting a leave of absence shall complete a Request for Leave of Absence, Form
1.36, stating the reasons for the leave, accurate dates and any substantiating documents.
Communications Division, Commanding Officer, may grant a leave of absence for up to 15 days.

A leave of absence which must be taken without pay are the following: educational purposes,
outside employment, to work for an employee organization or joint council of employee
organizations, leave pending outcome of workers’ compensation appeal, personal, and leave
pending Retirement Board approval of retirement and military (exceeding 30 days in one fiscal
year).

Requests regarding a leave of absence for educational purposes shall be considered when full-
time enrollment as a student increases the employee’s value to the Department, increases the
proficiency of duty performance, or enhances the employee’s promotional opportunities.

A leave of absence (other than sick leave and vacation) which can be taken with pay are the
following: jury duty, official meetings, workers’ compensation and military leave (not more than
30 days in one fiscal year).

303.01 SCHEDULE CHANGES FOR PERSONAL BUSINESS

Management may allow an employee time off with pay, not to exceed eight hours in any one
payroll period for personal business (except for changes on the 9/80 day off or the split day)
provided that such time off so allowed shall either be made up in full within the same workweek
that time is taken or charged against the employee’s accrued and unused vacation or overtime
bank on an hourly basis. Employees on a FLSA 7(b) work period shall either make up this time
in full within the same pay period that the time is taken (as long as hours worked do not exceed
56 hours in a workweek or 12 hours in a day) or charged against the employee’s accrued and
unused vacation or overtime bank on an hourly basis.
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303.02 MATERNITY LEAVE

A maternity leave of absence shall be granted upon written request of a pregnant employee for
the period of time which the employee has been certified by a physician as unable to work. An
employee shall submit to her commanding officer three copies of a Request for Leave of
Absence, Form 1.36. This shall be accompanied by a private physician’s written statement of the
approximate delivery date. The request shall be submitted at least three and one-half months
before the anticipated delivery date. The maximum length of maternity leave shall not exceed
one year.

FAMILY LEAVE303.03

Employees may be granted up to four months (nine [9] pay periods) of family leave for
childbirth, adoption or serious illness of a family member in a 12 month period. Consult the
current MOU for further information.

BEREAVEMENT LEAVE303.04

Employees are allowed bereavement leave for deaths within their immediate family.
Bereavement leave is a fully paid leave of absence for a maximum of three working days for
each occurrence of a death in the employee’s immediate family. Simultaneous, multiple family
deaths will be considered as one occurrence.

Upon approval, an employee who has accrued sick leave will be allowed sick leave with full pay
not to exceed two working days per occurrence for the purpose of bereavement leave if it is
necessary for the employee to travel a minimum of 1,500 miles one way. Consult the current
MOU for further information.

Employees are encouraged to contact the Employee Assistance Unit (EAU) to help deal with any
problems they are experiencing due to death. Resources available through the Employee
Assistance Unit include Chaplains, Peer Counselors, Funeral Coordinator, Family Support
Program, Managed Health Network and Financial Counseling Team.

ABSENCES DURING PROBATIONARY PERIOD303.05

In the event a probationary PSR is absent in excess of seven calendar days (in the aggregate,
does not have to be consecutive days) except for vacation or time off for overtime, that PSRs
probationary period shall be extended by the entire period or periods missed. This includes the
number of days an employee is on restricted duty because of an injury on duty (IOD), illness or
pregnancy. Absences such as military leave, family illness leave, or bereavement leave shall
also be included as time off that will be considered an extension of probation.

Note: Holiday and regular days off, falling within the period of absence or restricted duty, shall
be calculated as an absence, provided they do not fall at the beginning or end of the
period.
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303.06 EXTENDED ABSENCE

An employee desiring a leave of absence for a period of 16 days or more, but not to exceed one
year shall submit a Request for Leave of Absence, Form General 38, together with a Request for
Leave of Absence, Form 1.36, to the General Manager, Personnel Department, for approval.

An employee, who has an extended absence of 60 calendar days or longer and plans to return to
work, must request to meet with his/her Commanding Officer immediately upon returning to
work. The employee shall assist the Commanding Officer in identifying ones needs and
accomplish all reintegration tasks as directed by the Commanding Officer.

An employee granted a leave of absence without pay that exceeds 30 days, but is less than one
year shall, prior to the effective date of the leave, surrender all City-owned property in the
employee’s possession to his/her immediate supervisor. The immediate supervisor shall ensure
that all City-owned property in the possession of the employee is surrendered and held in the
Commander Officer’s Administrative Office for safekeeping pending the return of the employee.

303.07 MILITARY LEAVE

An appointing authority must grant a military leave to any employee who enlists or is drafted,
whether or not the employee has passed probation. Employees who are called to active duty
with the Armed Forces of the United States and who have served one year continuously with the
City or who have one year combined military and City Service, are entitled to a 30 calendar day
leave of absence with pay each fiscal year.

Employees are not entitled to their base salary or 30 days, if under disciplinary suspension at the
time he or she enters active duty. Upon completion of 30 calendar days of active duty, City
employees called for military duty are to receive the difference, if any, between their military
earnings (including house and dependent allowances) and their regular city salary. The 30 days
must be used for either temporary or extended active duty, or a combination of both, but may not
exceed a total of 30 calendar days for both in any one fiscal year. Attendance at reserve drills is
not considered active duty.

In order to secure such leave of absence, an employee shall, upon the receipt of written orders to
report for active duty within the Armed Forces of the United States, report this information to
his/her commanding officer. The employee shall deliver three certified copies of his/her military
order to the Records Unit, Personnel Division, where the application for the leave of absence will
be completed.

Note: Only a regular or reserve commissioned officer of the United States Armed Forces may
certify military orders.

In the event an employee remains in the Armed Forces more than one year, written application to
the Personnel Department shall be made each succeeding year for extension of the leave of
absence.
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304 JURY SERVICE

Upon being summoned the employee shall, as soon as possible, submit a copy of the summons to
his/her supervisor, who shall submit a copy to the Project Unit Deployment Coordinator. If the
concerned Commanding Officer determines that an excuse or deferment is not necessary, the
employee shall report for jury duty.

Employees attending jury duty are also “on-duty” working for the Department, and shall conduct
themselves accordingly. If an employee does not have to attend jury duty on a regularly
scheduled court day or any part of the day, the employee shall notify his/her supervisor as soon
as practicable to receive a duty assignment. If deployment needs permit and the employee so
desires to be excused from his/her duty assignment, the employee may use any time off to which
he/she is entitled.

Upon completion of jury service, the employee shall obtain a copy of his/her "Certification of
Jury Service” form from the Clerk of the Court. This form should be turned in to the supervisor
on the first day the employee returns to work. The employee shall present the attendance record
to his/her supervisor within five days.

Employees who are duly summoned to court for performing jury service or who are nominated
and selected to serve on the Grand Jury shall receive his/her regular salary. Jurors receive
mileage compensation and a daily attendance fee. Employees receiving such compensation
shall, within ten working days of receiving compensation, cash the check and forward to Fiscal
Operations Division a personal check, money order, or personally deliver cash in the amount of
the compensation. Fiscal Operations Division will then issue a receipt to the reporting employee.

Note: If the employee used his/her personal vehicle, the employee shall retain mileage fees.

Should any employee fail to reimburse jury attendance fees as required by this section, within 30
days from the last day of jury service, the Department shall notify the Controller who shall
deduct an equivalent amount from said person’s paycheck.

Watch Commander’s ResponsibilityI.

Upon being presented a jury duty summons by an employee, the concerned Watch
Commander shall determine if a deferral of jury duty is preferable based on deployment
needs. The Watch Commander shall inform the employee that the request for deferral
and copy of the summons will be forwarded to the Commanding Officer.

The Watch Commander, or his/her representative, shall meet with the employee before
the start of jury duty to review their duties and responsibilities while on jury duty.

The Watch Commander shall monitor timekeeping entries for employees on jury duty
status, to ensure compliance with Department timekeeping policy and procedures.
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Commanding Officer’s ResponsibilityII.

Upon receipt and review of the Watch Commander’s request, the Commanding Officer
will initiate correspondence to the concerned jury commissioner, requesting the
employee’s jury duty service be deferred.

If a reply from the jury commissioner is not received prior to the employee’s first
scheduled day of jury duty, the Commanding Officer, or his/her representative, shall
telephonically contact the office of the jury commissioner to ascertain whether the
employee’s jury service has been deferred.

SUBPOENAS/CIVIC DUTY304.01

Any employee who is served a subpoena by a court of competent jurisdiction or an
administrative body to appear as a witness during his/her scheduled working period (unless he or
she is a party to the litigation or an expert witness), shall be granted time off with pay. Any
witness fees received by the employee receiving regular pay be paid to the City and deposited in
the General Fund (as with jury service fees). This is not applicable to an appearance for which
the employee receives compensation in excess of his/her regular earnings. Any money received
as compensation for mileage is not to be considered as part of the employee’s pay for these
purposes.

A court of competent jurisdiction is defined as a court within the county in which the employee
resides or, if outside the county, is within 150 miles of the employee’s residence.

COURT APPEARANCE/DEMEANOR304.02

Occasionally, PSRs may receive a subpoena to appear in court and testify on work related issues.
This may include, but is not limited to, translating information contained in Communications
Division records (i.e., comment section of the incident). Employees are reminded that they
represent the Los Angeles Police Department and Communications Division when appearing in
court and shall be appropriately attired as follows:

Female PSRs shall wear either their full uniform (i.e., tie, pants/skirt, long/short sleeve
blouse and jacket) or business attire.

Male PSRs shall wear either their full uniform (i.e., tie, pants, long/short sleeve shirt and
jacket) or a business suit.

1.

2.

Note: Under no circumstances are employees to wear casual attire, (i.e., denim
material, sandals, shorts, sweat-pants/shirts, etc.) when appearing in court.

It is recommended that employees who are served with a subpoena to appear in court prepare for
their testimony by contacting the Deputy District/City Attorney indicated on the subpoena.

When appearing in court, employees should have their subpoena on hand for reference.
Employees may review the audiotape prior to their appearance if they are able to provide the
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date/time of occurrence and/or the requesting attorney’s name, etc., to the Communications
Division Tape Custodian.

ON-CALL STATUS FOR ON-DUTY EMPLOYEES304.03

Employees on the on-call status shall advise the Communications Division Watch Commander
and notify the Subpoena Control Officer of his/her “on-call” status.

On-duty day watch employees who are on call for court shall report to roll call for normal duty
assignment. Employee’s “on-call” status will terminate at 1300 hours unless the employee is
notified that it has been extended. On-duty employees shall not submit an overtime request for
on-call status.

304.04 ON-CALL STATUS FOR OFF-DUTY EMPLOYEES

An off-duty employee, at the employee’s option, may report to court when subpoenaed or remain
on call. If the employee elects to appear in court, the division supervisor must be notified, at the
latest, one administrative day prior to the scheduled court appearance.

If the employee wishes to remain on call, the employee must be able to appear in court no more
than one hour after being notified that the employee’s appearance is required in court. If the
employee appears in court more than an hour after having been notified, this will void the
employee’s right to on call compensation. An employee need not remain at home, but must be
available for telephone notification at a location where the supervisor knows the employee can
be reached.

305 ATTENTION TO DUTY

The workload operations in the Metropolitan Communications Dispatch Center (MCDC) and
Valley Communications Dispatch Center (VCDC) are such that it is essential for all personnel to
be attentive and available to handle any routine or emergency requests for service. Personnel
within the MCDC/VCDC must not engage in activities that will impede their attention to duty or
access to the console.

Reading is permitted as long as the material does not exceed 8 Vi X 11 when closed and is not
offensive. Knitting, crochet and needlepoint are permitted as long as the material does not
interfere or obstruct the console screens and its accessories (i.e., mouse, Genovation Key Pad).

Employees wishing to use personal computers for Department Business shall submit their
request on an Employee’s Report Form 15.7 to their Commanding Officer. The Employee
Report should describe the functions to be performed by the computer and the objectives to be
achieved. Under no conditions will video games or movies be allowed in the MCDC/VCDC.

If at any time these activities result in a substandard performance by any employee, supervisors
have the authority to suspend the privilege at their discretion. Instructors and trainees engaged in
training are not permitted to participate in such activity.
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306 AREA LIAISON PROGRAM

The CD Area Liaison Program was established to facilitate the exchange of information between
CD and Area station personnel. This is accomplished by the assigned Police Service
Representative (PSR) making periodic visits to his/her designated Area station, conducting roll
call training, answering questions and clarifying CD procedures for field personnel, attending
community meetings, participating in “ride-a-longs,” and other related activities.

Area Liaison Officer-in-Charge (QIC) Duties and Responsibilities:I.

A. The Area Liaison OIC shall be responsible for overall program application and
coordination. They shall ensure that all Area Liaison assignments are filled at all
times.

NOTE: The Area Liaison OIC position is appointed by the Commanding
Officer, Communications Division.

1. All vacancies shall be filled as soon as possible after the vacancy exists.

2. Senior PSR/Bureau Coordinator vacancies will be selected by the Area
Liaison OIC in conjunction with the Assistant Commanding Officer (ACO).

3. Selection and de-selection of Area Liaison PSRs shall be at the discretion of
the Area Liaison OIC or Bureau Coordinator.

B. Bureau Coordinators and/or the Area Liaison OIC shall review Area Liaison Reports
and are encouraged to add comments or recommendations.

C. Area Liaison topics of discussion shall be forwarded to the Bureau Coordinator in
order to develop future lesson plans.

Senior PSR I/Bureau Coordinator Duties and Responsibilitiesn.

A. One Senior PSR I shall be assigned to coordinate the liaison program for each
geographic Bureau and handle issues or problems from the Metropolitan or Valley
Communications Dispatch Center (MCDC/VCDC) as they arise. The Senior PSR I
shall be known as the Bureau Coordinator.

B. Bureau Coordinators may spend one day at an Area within their assigned Bureau.
This may include roll call training, supervisor meetings, or Basic Car Plan meetings.
Bureau Coordinators may establish liaison with Watch Commanders in their assigned
Bureau, as well as with the concerned Community Relations Office so that
involvement in community meetings can be initiated. A CD Watch Commander may
accompany a Bureau Coordinator during a visit to an Area station.
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C. Bureau Coordinators ensure that Area Liaison PSRs under their command conduct
roll call training every other DP for the assigned Area, and that Area Liaison Reports
are completed and forwarded to the concerned Bureau Coordinator following each
training session. Bureau Coordinators shall review the Area Liaison Reports and
forward to the applicable entity when necessary for follow-up.

D. Bureau Coordinators may meet regularly with the Area Liaison PSRs to ensure
uniform application of the program among watches.

E. Any change in assignment shall be forwarded to the Area Liaison OIC.

F. Upon selection to an administrative position, Senior PSRs I shall relinquish their
Bureau Coordinator assignment.

G. Bureau Coordinators may conduct a telephonic follow up or appear in person during
the PSR Area Liaison’s tour of duty to ensure with the Area Watch Commander that
the required material was covered and that no problems exist.

Police Service Representative Duties and ResponsibilitiesIB.

A. One PSR shall be assigned to each Patrol Area and Traffic Division based upon their
Dispatch Center assignment (i.e. the Area Liaison for Topanga Area shall be assigned
to the VCDC and the Area Liaison for Newton Area shall be assigned to the MCDC).
Visits to Areas/Divisions are as follows:

1. Odd numbered Areas should be visited during odd numbered DPs (i.e. Central
Area should be visited during DP Nos. 1, 3, 5, 7, etc.).

2. Even numbered Areas should be visited during even numbered DPs (i.e. West
Valley Area should be visited during DP Nos. 2, 4, 6, 8, etc.).

3. Visits to specialized Divisions (Metropolitan, Valley Violent Crime Task
Force) or outside agencies (California Highway Patrol, Department of
Transportation) shall occur during even numbered DPs.

4. No Area Liaison visits shall take place during DP No. 13.

Note: Assignment to more than one Area or watch will be left to the
discretion of the Area Liaison OIC.

B. PSRs assigned to the Area Liaison program must maintain satisfactory attendance.

C. PSRs assigned to the Area Liaison program must maintain a good employment
record.
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D. Personnel visiting an Area station shall arrive on time are required to be in Class A or
Class C uniform with no exceptions. They shall be neat and professional in
appearance and display their Department identification card.

E. Upon arrival at his/her assigned Area, the PSR shall telephone an on-duty Supervisor
at their respective Dispatch Center to “check-in.” When the visit is completed, the
PSR shall telephone his/her respective Dispatch Center to “check out” with an on-
duty Supervisor. Arrival and departure times shall be noted on the PSR’s Area
Liaison Report.

Note: Personnel assigned to an Area Liaison visit are subject to recall to
their assigned Dispatch Center should the deployment need arise.

F. Roll call training will cover current events/topics and lesson plans will be provided in
order to maintain consistency.

G. Liaison activities may include a Basic Car Plan meeting or, once per quarter, a ride-
a-long at the discretion of the concerned CD Watch Commander.

H. Upon completion of each visit, the Area Liaison PSR shall complete an Area Liaison
Report via the www.91llapd.com website. This report shall be completed even if the
PSR is denied a visit (i.e. due to deployment issues) or is on scheduled vacation.

I. Area Liaison PSRs should be prepared to provide a short synopsis of their Area visit
during CD Roll Call Training.

J. Area Liaison PSRs are also encouraged to participate in community meetings.
Whenever possible, Area Liaison PSRs shall encourage field personnel to visit the
MCDC or VCDC to listen to radio traffic with the Radio Telephone Operator (RTO)
assigned to his/her Area.

K. Upon selection to an administrative position, PSRs shall relinquish their Area Liaison
assignment.

L. Area Liaisons are required to attend the annual National Night Out (NNO) event, and
may be assigned to an Area other than their assigned Area. Assignments for NNO are
at the discretion of the Area Liaison OIC.

M. Area Liaison PSRs may be assigned miscellaneous duties as deemed by the Bureau
Coordinator.

A yearly audit shall be conducted in DP No.i of each calendar year to evaluate the progress and
effectiveness of the Area Liaison Program.
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BEHAVIORAL SCIENCE SERVICES (BSS) REFERRALS307

The Behavioral Science Services (BSS), under the direction of the Commanding Officer,
Personnel Group serves the needs of Department employees, both sworn and civilian, who seek
professional, confidential, psychological therapy and crisis intervention through voluntary,
recommended or directed referrals. BSS is also responsible for the Peer Counseling Program
whose mission is to provide a support network of individuals willing to be of service to
employees who express a need for assistance. Peer counselors are selected from all ranks of
sworn and civilian personnel and training is conducted under the direct supervision of a licensed
psychologist assigned to BSS. An employee seeking counseling assistance may contact either a
peer counselor, or the Employee Assistance Unit for a referral.

BREAK ROOM REFRIGERATORS308

All sworn, civilian and contract personnel assigned to the MCDC and VCDC may use the
refrigerators located in the break room. The items placed in these refrigerators shall be labeled
with the owner’s name and date.

The refrigerators shall not be used for long term storage and items shall be removed at the end of
each watch. Any items left past the end of a watch or that are unmarked will be discarded.

USE OF CELLULAR PHONES. PERSONAL COMPUTERS. HAND-HELD309
GAME DEVICE. KNITTING. ETC.

A primary responsibility of all personnel is to maintain focus and attention to duty at all times.
The vital function of a Police Service Representative (PSR) requires one to be ready to handle an
urgent field situation, officer emergency, life-threatening phone call or other critical incident
without delay.

During downtime, personnel are authorized to participate in a variety of non-work-related
activities such as reading, board games, scrapbooking, knitting, etc. These activities must not
interfere with an employee’s primary duties and must only occur during slow periods.

The limited use of portable electronic devices is authorized with the following exceptions:

• All cellular phones are prohibited and shall not be taken out at any time while on the
Dispatch Floor.

Note: If an employee anticipates receiving an important or urgent call, personnel
shall direct callers to their respective Watch Commander’s office.

• No electronic device shall be connected to the Internet at any time. In addition, no
two or more devices shall be connected to one another via Wi-Fi, Bluetooth or other
wireless technology.

• The use of Personal WiFi “Hotspots” is prohibited.
• Handheld gaming devices are prohibited.
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• The use of electronic tablets and similar devices (iPad, iPod Touch, Kindle Fire,
Samsung Galaxy, etc.) are limited to reading applications only. Games, texting,
instant messaging applications, etc. are prohibited.

The use of personal laptop computers for work-related activities will be considered on a case by
case basis.

Personnel who fail to comply with this policy may be subject to disciplinary action.

DISPATCH CENTER ASSIGNMENT POLICY310

This proposed policy as contained in this concept paper eliminates the Change of Location bump
policy and establishes a Center Assignment Policy (CAP) to meet staffing needs. Center
Assignment will be at the discretion of the Commanding Officer based on operational necessity.
This policy also outlines procedures for personnel to request reassignment from their permanent
center to their preferred center.

The Commanding Officer (CO) exclusively reserves the right to change the dispatch center
assignment of any employee when the needs to the Department of the Division will be better
served. The CO also reserves the right to resolve any situations and or interpretation not covered
by this policy.

Permanent Center Assignment Desired Staffing Levels

I. MCDC- PSRs to be permanently assigned to the MCDC.

VCDC-4 PSRS to be permanently assigned to the VCDC.n.

PSR III and Bilingual Cadres-Minimum Deployment
PSR in- PSR IHs at VCDC with a minimum
of per watch per center.

in.

Bilingual PSRs- PSRs at the MCDC and
at the VCDC.

Permanent Center Assignment

Each employee shall submit a request for a permanent center assignment. An employee’s
Request will be granted if a vacancy exists at the center requested. The Center
Assignment shall be based upon Civil Service seniority within the PSR classification.

I.

An employee posted to a center that is not a preferred center will be placed on a Wish
List. The initial reassignment Wish List will be established based on Civil Service
seniority within the PSR classification. Any center reassignment request made after the
initial Permanent Center Assignment is determined, will be placed at the end of the center
reassignment Wish List and will be granted based on vacancies and on a first come first

II.
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served basis. Employees shall submit a request with a form 15.7 to be placed on the
center reassignment Wish List.

Time spent on loan to another center or specialized unit will not have any impact on an
employee’s permanent center assignment. Upon conclusion of the loan/special
assignment, the employee must request to return to his/her center of assignment. If an
employee is deployed to staff either center that was not their permanent and/or preferred
center, the employee will not lose their placement on the initial reassignment Wish List.

in.

The initial reassignment Wish List will be established based on Civil Service
classification seniority within the PSR classifications. When a request to change the
initial permanent Center Assignment is submitted, the requestor’s name will be placed at
the end of the Wish List as indicated in paragraph II of this section.

Center Assignment request shall be submitted to the Deployment Coordinator before
0900 hours on the first Friday of the Deployment Period (DP). Employees who request

and are granted assignment to a specific center must remain at the center for six DPs
before becoming eligible to return. However, employees will be eligible to add their

names to the center reassignment Wish List by the first Friday of each DP. The request
may be granted if an opening exists; the request will not adversely impact another
employee; and with the approval of the CO.

IV.

Vacation requests will be based on seniority within the Civil Service Classification. This
will accommodate the Department’s mandate that no more than 12% of assigned
personnel are to be on vacation during any DP.

V.

VI. Up to 20% of PSRs II and IE with 20 years of Civil Service seniority within the PSR
classification will be exempt from involuntary redeployment from their preferred center.

Employees subject to the one DP redeployment will not have any watch bumping rights.
However, all efforts will be made to place employees on their preferred watch, based
primarily on operational and deployment needs. The reassignment of the employee will
not affect the PSR’s watch status at the permanent and/or preferred center. Assignment
will be made to any vacant position regardless of Civil Service Seniority that would
otherwise be used to determine a Permanent Center Assignment.

VII.

When employees are redeployed to an alternate center, their time on the watch will be
frozen and will not affect the watch status at the original center. All efforst will be made
to return employees to the watch they left. This will be based on operational and
deployment needs.

VIII.

PSRs who are eligible to be redeployed will not be moved a second time until all other

eligible PSRs have been redeployed.
IX.

If an employee is to be redeployed to the alternate center and is on vacation or will nto be
fully deployable, the employee will be omitted from the Redeployment Rotation list for

X.
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that DP. Upon returning to work, the employee will be immediately reinstated on the list
and subject to redeployment for the following DP.

PSRs will be permitted to trade or work for another employee who is not assigned to their
permanent or preferred center. However, the employees must be of the same rank and/or
cadre, be fully deployable and have approval of the affected Watch Commanders. These
trades are limited to a maximum of three DPs in a calendar year. An Employee Report,
Form 15.7 documenting the request shall be submitted to the Watch Commander by each
employee for review and approval.

XI.

The exchange or trade between personnel will have no impact on the involved
employee’s Permanent Center Assignment. Employees involved in the mutual trade will
be carried as loaned and will return to their center of assignment upon completion of the
time span of the mutual trade. In addition, during such exchange or trades, the employees
who are not subjected to redeployment will not have their time on the original watch
status frozen. Employees subject to redeployment will be responsible for fulfilling their
redeployment obligation when their loan period expires.

It is the primary goal of the department to fully staff both centers. In order to accomplish
this, consideration will be given to staffing the vacant assignments at VCDC until the
minimum staffing is achieved. In furtherance of our desired staffing goals, promotions,
bilingual bonus and hiring priority will be assigned until the minimum desired staffing
levels are met in each center, regardless of Civil Service Seniority.

xn.

PSRs wishing to work a Memorandum of Understanding holiday will be given the
opportunity based on seniority regardless of centers. This does not impact the existing
holiday compensation provisions.

xin.

Bilingual PSR Cadre Deployment

I. PSRs receiving a bilingual bonus may be moved, as necessary, to fill vacancies at either
center.

Note: Bilingual PSR HI may be deployed as instructors if there are not sufficient
PSR IHs to meet the division training needs.

In the event that a sufficient number of Bilingual PSRs are not available to adequately
staff either center, Bilingual PSRs may be redeployed to either center in reverse seniority.
Redeployment to an alternate center will be for one DP to address training and/or
deployment needs.

n.

m. Bilingual PSRs who are eligible to be redeployed will not be moved a second time until
all other eligible Bilingual PSRs have been redeployed.
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PSR ITT Cadre Deployment

PSRs ms may be redeployed as necessary to fill vacancies at either center. This will be
determined based on the needs of the division and the training needs of entry-level
employees. The needs of the trainee PSRs shall take precedence.

I.

In the event that sufficient PSR His are not available to adequately staff either center,
PSR Ills may be redeployed to a center in reverse seniority. Redeployment to the center
where the need exists will be for one DP to address training and/or deployment needs.

II.

CHANGE OF WATCH311

The Change of Watch policy for the MCDC and VCDC is at the discretion of the Commanding
Officer, based on the needs of the Department and the public.

The Commanding Officer reserves the right to change the watch of any employee based on
operational needs. The Commanding Officer will resolve any situations or interpretations not
covered by this policy.

SWORN PERSONNEL/SENIOR POLICE SERVICE311.01
REPRESENTATIVE H

In general, the change of watch policy does not pertain to the Senior PSRs H, Lieutenants and
Sergeants who shall change watch at the discretion of the Commanding Officer.

In order to establish and preserve continuity of command, the watch tenure will normally be six
deployment periods (DP). However, sworn supervisory personnel and the Senior PSR II may
submit change of watch requests after three DPs on an assigned watch. It shall be the policy to
permit such changes when staffing and deployment needs allow.

SENIOR POLICE SERVICE REPRESENTATIVE I (SENIOR PSR I)311.02

Senior Police Service Representative I (Senior PSR I)I.

A Change of Watch request may be submitted at anytime; however, the primary
consideration for change of watch will be watch seniority.

A.

When a change of watch request is granted, six DPs must be completed on
that watch before the employee can be bumped.

B.

A Senior PSR I who is bumped to a watch may submit a request for a
change of watch as soon as he/she desires; however, he/she may not bump an
employee on the requested watch until three DPs have been completed on the
assigned watch.

C.

Time spent on loan, special unit or project will not count towards watch seniority.D.
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The employee may return to his/her previous watch and assume the watch
seniority accrued before the assignment.

311.03 POLICE SERVICE REPRESENTATIVE I-III

Police Service Representative I-III/Police Service Representative Bilingual AssignmentI.

The primary consideration for change of watch for PSR I-III will be seniority
within the civil service classification. The primary consideration for change of
watch for the PSR receiving an instructor or bilingual bonus will be training, the
needs of the Division and service to the public. A change of watch may be
submitted at any time.

A.

B. A PSR I-m who has requested a watch assignment will not be bumped until six
DPs have been completed. The PSR who requests a change of watch shall be
required to complete a minimum of three DPs on that watch. Any employee
requesting to change watches after three DPs may do so if a vacancy exists on
another requested watch. However, if no vacancy exists, an employee may not
bump until completion of six DPs on the watch that was originally requested.

PSRs who are receiving the instructor and bilingual bonuses will be moved as
necessary to fill vacancies on all three watches. Attempts will be made to adhere
to the change of watch policy governing PSR 1-IH whenever possible; however,
the needs of the division, training requirements and service to the public will take
precedence.

C.

The PSR I-m who is bumped to a watch must complete a minimum of three DPs
on that watch before he/she may bump an employee on a requested watch. A
bumped employee shall be allowed to change watches prior to the completion of
three DPs if a vacancy exists on a desired watch. A bumped employee who does
not request to change watches shall be allowed to remain on the watch for a total
of six DPs.

D.

The PSR I-m with the least civil service classification seniority and six or more
DPs on the requested watch will be subject to be bumped.

E.

Note: Time spent on loan to another watch, special unit or project will not count
as part of the number of DPs that are required in order to accrue watch
seniority. The employee may return to his/her previous watch and assume
the watch seniority accrued prior to the assignment, or request a change of
watch if the requirements were fulfilled prior to selection for the special
assignment.

PERSONNEL ASSIGNED TO PROTECTS OR SPECIALIZED UNITS311.04

In general, the Change of Watch policy does not pertain to personnel who are assigned to a
specialized unit (i.e. Training Unit, Projects Unit, Timekeeping). The majority of these
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assignments will be day watch hours, but the watch assignments will be at the discretion of the
Commanding Officer and will be based on the needs of the Division and/or the requirements of
the task.

Time spent on loan to another watch, specialized unit, or project will not count as part of the
number of DPs that are required in order to accrue watch seniority. Upon conclusion of the
special assignment, the employee may return to his/her previous watch and assume the watch
seniority accrued prior to the assignment, or request a change of watch if the requirements of the
Change of Watch Policy were fulfilled on the watch of assignment prior to selection for the
special assignment.

MID-WATCH DEPLOYMENT GUIDELINES311.05

The Mid-Watch deployment guidelines for Communications Division will be at the discretion of
the Commanding Officer based on the ability to provide service to the public. The Commanding
Officer reserves the right to change the watch of any employee when, in his or her opinion, the
needs of the Department or the Division will be better served. The Commanding Officer will
resolve any situation or interpretation not covered by these guidelines.

If there are not sufficient employees requesting to work the Mid-Watch assignment,
employees will be bumped to meet deployment needs. Employees will be bumped by
inverse seniority until all eligible employees have been bumped.

I.

Note: Employees may be eligible to be bumped upon change of watch based on
their seniority.

Employees with a minimum of 20 years of Civil Service seniority, in the PSR
classification, up to a maximum of 20% of each watch will be exempt from being
bumped to the Mid-Watch.

II.

Note: Each deployment period (DP) management will determine the employees
who meet the exemption.

Any employee that is bumped to Mid-Watch is required to remain for a minimum of onein.

DP.

Note: Employees can request unlimited shift trades throughout their assignment;
however, all trades should be within the same rank/cadre and shall be approved by
their Watch Commander. Trades of PSRs II and III can be made as long as the
rank/cadre needs are met

An employee will not be bumped to Mid-Watch during their scheduled vacation period,
or other scheduled leave. Once the employee returns to duty, they will become eligible to
be bumped based on their place on the list by inverse seniority.

IV

V. Assignment to Mid-Day watch does not fulfill the Mid-PM Watch obligation and vice
versa.
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Requests for Mid-Watch assignments shall be submitted to the Watch Commander by
0800 hours on the first Friday of the DP. Management will post a Tentative Mid-Watch
Assignment list by end of watch on Wednesday before days off arc due.

VI.

VII. If an employee is off, for whatever reason, for 5 or more days during the deployment
period that they were bumped whether or not those days are consecutive, that employee
will be required to produce a Doctor's note. Additionally, that employee may be required
to remain on that watch for another deployment period.

Note: This section does not supersede or change, in any way, Communications
Division Manual Volume1302.01, whereby an employee who is absent from
work in excess of three days for injury or illness shall provide a doctor's
certificate indicating the need for absence from duty. The Commanding Officer or
designee, at their discretion, may request a doctor's certificate or other proof of
illness at any time.

312 CHANGE OF WATCH PROCEDURE

Change of Watch requests shall be submitted to the Deployment Coordinator no later than 0800
hours on the first Friday of each Deployment Period (DP). Requests received after 0800 hours
will not be considered in determining deployment for the subsequent DP. Late requests will not
be retained for consideration for the following DP. Employees must resubmit their request each
DP to be considered for the subsequent DP.

Requests for change of watch which result from unforeseen circumstances and which cannot be
handled in the usual manner shall be detailed and submitted in writing on an Employee’s Report,
Form 15.7. They shall require the approval of the Watch Commander and concurrence of the
Commanding Officer.

313 DAYS OFF REQUESTS

All Police Service Representatives (PSRs) and sworn personnel assigned to the MCDC and
VCDC shall request eight (8) days off within a 28 day deployment period. Sworn personnel also
receive a holiday each deployment period in addition to their eight scheduled days off. The
following guidelines shall be followed when submitting days off requests:

Personnel may select four (4) red circle days of their requested days off to indicate
special requests.

1.

If there is a preference of one (1) red circle day over another, it should be numbered one
through four to indicate order of preference so the supervisor scheduling the days off
does not have to make the decision.

2.

3. Red circle days are not guaranteed, but every effort is made to grant days off as
requested.
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Military leave days and reserve duty weekend days should be requested as number three
and four red circle days.

4.

Days off are not granted on a seniority basis.5.

Single Vacation (VC) and Time-off (TO) days, which are not part of a scheduled
vacation period, are the first to be eliminated to meet deployment needs.

6.

Indicate the last day off in the left margin of the days off request.7.

TO or VC days may or may not be granted based on deployment needs
beyond the scheduled vacation period.

8.

Note: Employees shall adhere to the Fair Labor Standards Act (FLSA) rules regarding
days off.

The paid holidays are granted on seniority basis; however, Christmas and New Years holidays
shall be granted as follows:

1. Christmas and New Years holidays are scheduled by seniority:

DAY WATCH PM WATCHAM WATCH

December 25
January 1

December 24
December 25
December 31
January 1

December 25
December 26
January 1
January 2

When it is announced by their respective watch commander to submit requests for Christmas and
New Year’s Holiday days off, PSR’s shall submit their requests listing their choices in priority
order. The watch commander shall:

> Determine the deployment for each of the affected days.

> Grant a holiday day off by starting with the highest in seniority, using the requests
submitted by the PSRs.

> After going through the roster of PSRs on their watch, start with the highest seniority to
grant an additional holiday day off, if available. Repeat the process until the allotted
holiday days off are granted.

DISSEMINATION AND ACCOUNTABILITY FOR DIVISIONAL314
ORDERS

All Communications Division employees shall receive a copy of each Divisional Order as it is
issued, including those issued during their absences from duty. Supervisors shall ensure that
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subordinates receive a copy of each Divisional Order. Each employee shall be responsible for
maintaining all valid Divisional Orders.

At the discretion of the Commanding Officer, Divisional Orders and Notices may be distributed
electronically to all employees via email. Employees opening an email containing an Order,
Notice or other directive are responsible for its contents.

315 DISSEMINATION OF UNAUTHORIZED MATERIAL

Personnel shall not compose, revise or disseminate any written information concerning
functions, policies, procedures or operations of Communications Division without the direct
consent of the Commanding Officer, Communications Division.

Personnel are reminded that only those publications approved by the Commanding Officer,
Communications Division, or the Commanding Officers of other Divisions, are official. All
others are invalid.

316 FEDERAL COMMUNICATIONS COMMISSION (FCC) REGULATIONS

The following is a list of the pertinent Federal Communications Commission (FCC) Regulations
that pertain to Communications Division personnel.

1. The FCC license covers all Communications Division Personnel, and every operator is
directly responsible, to the FCC for the propriety of radio broadcasts.

2. The FCC regulations prohibit any unauthorized or profane transmissions.
3. The radio system may not disseminate any commercial or private promotional

broadcast.
4. No unauthorized person may answer or monitor incoming calls.
5. Under no circumstances shall any simulated incident be broadcast.

317 FOOD OR BEVERAGES IN THE COMMUNICATIONS DISPATCH
CENTER

Under no circumstances shall food be permitted on the MCDC or VCDC floor. However,
employees may possess a beverage at their assigned position if it is contained in a Department
approved spill-proof cup. Water bottles are permitted if the bottle has a sport-top with a cap.

318 LATE POLICY AND LATE LOGS

The nature of police emergency services and the complexities of Public Safety Answering Points
require that adequate personnel be present at the change of watch. It is imperative that proper
emphasis be placed on employees reporting for duty on time. The purpose of the Division's late
policy is to ensure that accountability is applied fairly and consistently. It is each employee’s
responsibility to report for duty on time and prepared for work. It is the supervisor’s
responsibility to maintain an effective work force.
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All lates will be documented. Two or more lates per Deployment Period (DP) will be considered
unacceptable.

PROCEDURE

1. An employee is considered late when he or she enters the Roll Call Room after the supervisor
has announced “Roll Call.”

2. The time an employee enters late will be documented by the Q and E Supervisor; however
the supervisor and the Watch Commander may use discretion to excuse a late that may affect
numerous employees.

NOTE: This may be the result of major traffic accidents or a freeway shut down, etc.

3. Review will be conducted monthly by the employee’s Den Supervisor to ascertain if there is
excessive tardiness.

4. Decisions to initiate a Notice to Correct Deficiencies (NTCD), impose discipline or to
establish a follow up audit period will be made by the Watch Commander who will consider
input from the employee’s den supervisor.

5. Favorable entries should be made for employees who have not been late or who have shown
improvement.

EMPLOYEE RESPONSIBILITIES

• If an employee is going to be late it shall be their responsibility to call Communications
Division and to notify a supervisor. The employee shall also advise approximately how
late they will be.

NOTE: Making a same day late notification will not excuse the late. Late-ins
that were previously approved will be evaluated on a case by case basis by the
supervisor and or watch commander.

SUPERVISOR’S RESPONSIBILITIES

• The Floor supervisor is responsible for documenting employees who have called before
their watch starts and reported they will be late. The line-up shall be updated to provide
coverage based on how late the employee will be.

• The Q and E supervisor will be responsible for documenting the time that late employees
arrive to Roll Call.

• Each DP late logs shall be reviewed by Den supervisors to identify excessive tardiness.

At the time of review, counseling sessions or verbal warnings shall be conducted. The
counseling session or warning shall be documented on an Employee Comment Sheet.
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The revised late policy shall be consistently applied by all Watch Commanders and supervisors
at both Dispatch Centers and on all watches.

319 LOCKER FACILITIES

The Metropolitan/Valley Communications Dispatch Centers are equipped with a women and
men’s locker facility. The lockers are assigned by seniority. Employees may secure their
belongings with a lock or combination lock and must provide a key or combination to the Locker
Coordinator for emergency access. Judgment should be used when selecting items to store
inside the locker. Supervisory personnel will immediately dispose of any personal item(s) left on
or around the lockers. Failure to provide a key or combination to any lock will result in its
removal. Audits are conducted to ensure that access information is current and available to
supervisory personnel.

320 MANDATORY OVERTIME

Reverse seniority is the basic criteria used when assigning mandatory overtime to PSRs, at their
end of watch, to meet deployment needs. Therefore, to ensure uniform, equitable assignment of
mandatory overtime the following procedures are in place:

A seniority list compiled from the yearly vacation schedule of all PSRs assigned
to MCDC or VCDC will be used to assign mandatory overtime.

1.

Supervisors will assign mandatory overtime in reverse seniority order beginning with the
PSR that has the least seniority and continuing in ascending order until the list is
exhausted.

2.

3. If a PSR volunteers to work overtime when another PSR would otherwise be assigned
mandatory overtime, that volunteering PSR will be considered to have served his/her
mandatory turn, until the list has been exhausted. Thereafter, reverse seniority will again
apply and new volunteering information tracked.

Supervisors will again assign mandatory overtime to the PSR with the least seniority
once all PSRs have been assigned.

4.

MISUSE OF NETWORK COMMUNICATIONS SYSTEM (NECSV
CALIFORNIA LAW ENFORCEMENT TELECOMMUNICATIONS

321

SYSTEM (CLETS) TERMINALS

Specific guidelines and procedures are necessary to ensure that information contained in various
computer systems are secure and that access to the information can be traced.

All transactions performed through the Network Communications System (NECS) terminals and
Premier Computer Aided Dispatch (CAD) and Open Query applications are logged and these
systems are continuously monitored.
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All personnel assigned to Communications Division are reminded that there is a proper use for
all terminals located in the Metropolitan/Valley Communications Dispatch Centers. Employees
who access and misuse NECS/Califomia Law Enforcement Telecommunications System
(CLETS) information risk disciplinary and/or criminal action.

NO SMOKING POLICY322

No public employee or member of the public shall smoke any tobacco product inside a public
building (building owned and occupied, or leased and occupied, by the state, a county, a city, a
city and county), or in an outdoor area within 20 feet of a main exit, entrance, or operable
window of a public building.

OUTSIDE EMPLOYMENT323

An employee shall submit a Permit for Outside Employment, Form 1.47, to the Commanding
Officer of Communications Division for review and determination of compatibility with
Department employment. Upon approval, the Permit for Outside Employment shall be valid
only on the specific days and dates indicated. No permit shall remain valid for more than one
year from the date of approval. It is the responsibility of the employee to ensure validity of the
work permit.

Employees on entry-level probation shall not engage in outside employment. The Commanding
Officer may recommend exception in special cases.

PERSONNEL UPDATE324

Employees shall make appropriate changes or when practicable complete a new Employee
Record Form, Form 1.38 and the Address and Phone Number Record, Form 01.20.00 upon a
change to the following:

> A change of address or telephone number.
> A change in the person to be notified in case of emergency.
> A change of marital status.
> The death of a spouse or child.
> The birth or adoption of a child.
> A change of religious or fraternal organizations to be notified in event of death.
> Membership or change of status in an armed forces.
> A change in selective service status.
> Any information of value to the department.

All Department employees are required to provide their current residential addresses. A Post
Office Box number shall not be used to indicate the employee’s current address on the Employee
Record Form, Form 1.38 or the Address and Phone Number Record, Form 01.20.00.

The employee’s supervisor shall ensure the form is reviewed by the employee, for accuracy, at
each annual or semi-annual rating.
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324.01 TELEPHONE AND ADDRESS REQUIREMENT

All sworn and civilian personnel designated by their commanding officer are subject to recall
during off-duty hours. Department personnel must be available to be reached by either a
residential telephone (landline) or cellular telephone while off-duty and must keep the
Department advised of their most current landline and/or cellular telephone number(s) and
residence address.

When an employee changes place of residence, they shall immediately submit an Address and
Telephone Number Record, Form 1.20. If an employee is not scheduled to work a tour of duty
within 24 hours following any changes requiring the completion of the Form 1.20, he/she shall
notify his/her Watch Commander. The Watch Commander shall ensure the prompt completion
of the Form 1.20.

325 RELIEF PERIODS

Each operator is granted a lunch period and breaks that are assigned by a supervisor. These
scheduled breaks are determined by request and assigned by seniority. Relief operators, at the
beginning of watch, shall ensure employees on the off-going watch have been relieved of their
posts, all consoles are supplied with paper, mode two equipment and rover sheets. When relief
periods are completed, operators shall check with a supervisor for possible reassignment to
miscellaneous duties.

An operator may take an emergency relief period to use the restroom or to receive or make an
emergency telephone call with supervisor authorization. The operator should then return directly
to his/her assigned position. Any operator can be selected to provide an emergency relief period
depending on operations workload.

RESTRICTED REMOVAL OF ANY INFORMATION FROM THE326
WATCH COMMANDER’S OFFICE

All official files, documents, records, reports, and information held in the custody or control of
the Watch Commander and his/her office shall be regarded as confidential. Employees shall not
remove, or permit the removal of such files except as required in the performance of their official
duties, or as directed by the Watch Commander. The unauthorized use of information obtained
through any other means can subject the employee to possible disciplinary action and/or criminal
prosecution. This includes information obtained from manually stored records, as well as
information obtained from automated records.

327 RETENTION OF TRANSMISSION RECORDS

All transmitted records (both analog and digital) and hard copies of incidents snail be considered
the property of the Los Angeles Police Department and retained by the Divisional Custodian of
Records. Unless a request is made to hold a transmitted record in connection with a court trial or
other dispute, or the record is considered historical, transmitted records are retained for 15
months after which a request for destruction is submitted to and must be approved by the City
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Council. Hard copies of incidents are retained for 10 years then purged from the computer
system and no longer accessible.

REMOVAL OF METROPOLITAN/V ALLEY DISPATCH CENTER327.01
DOCUMENTS

All hard copy incidents or message printouts that originate from divisional printers, mode two

incident tickets, teletypes, logs or any material not purposely distributed to all personnel as
reference material shall be considered official documents. These documents shall not be
removed from the premises without the direct consent of the Commanding Officer,
Communications Division or the Divisional Custodian of Records. Individual employees shall

not use any document for personal gain or retention nor provide information contained within to
any unauthorized person(s). Failure to comply with these restrictions may result in disciplinary

action.

RELEASE OF METROPOLITAN/VALLEY DISPATCH CENTER TAPE327.02
RECORDINGS

All tape recordings shall be considered the property of the Los Angeles Police Department and
shall not be removed from the Metropolitan or Valley Communications Dispatch Centers without

the direct consent of the Commanding Officer or Divisional Custodian of Records. Restrictions
apply to the duplication and release of any of these records. Any requests for tape recordings

involving patrol activities, emergency field occurrences or unusual incidents may be made by

Sergeants and above, Detective personnel, and supervisors. Police officers may request with

supervisor approval or if they are assigned to Force Investigation Division (FID), Media
Relations, Legal Affairs Division (LAD) or they are the investigative officer in the Detective
unit, Collision Accident Investigation Follow-Up Unit (CIFU) or Officer Representation Section
(ORS).

Tape recordings of officer involved shooting incidents may only be released to the FID, RMG,

or the Office of the Inspector General. All other Department entities requesting information
require permission from the Commanding Officer, FID.

After receiving a written request, the Projects Unit will release copies of tape recordings,

printouts or computer searches to the City Attorney, District Attorney, outside police and

government entities. Public Defenders and private attorneys can only request information with a
signed subpoena. Private citizens/organizations in civil court cases can order tapes and printouts

through the LAPD Discovery Unit.

Failure to comply with these restrictions may result in disciplinary action.

PROCEDURE FOR LOSS OR THEFT OF COMMUNICATIONS328
EQUIPMENT

Loss or theft of Communications Division equipment shall be reported to the employee(s)
supervisor as soon as practicable. The supervisor shall conduct an investigation to determine if

79
Los Angeles Police Department - Communications Division Manual - 2015 Edition



Volume I-ADMINISTRATIVE

the loss or theft is a result of negligence or carelessness on the part of the Department employee.
The supervisor shall also ensure:

A Lost or Theft Investigation Report (IR) is completed and approved. The report will
include all missing item(s), and an explanation of the circumstances of the loss or theft.

1.

A Division of Records Number (DR number) must be obtained from the Records and
Identification (R & I) Unit before any item(s) can be replaced.

2.

Employees are responsible for all City owned equipment issued to them. If at any time during an
investigation a supervisor becomes aware of negligence or carelessness, appropriate action will
be taken.

329 RETIREMENT

The Los Angeles City Retirement System (LACERS) was established in 1937 under the
exclusive management and control of the Board of Administration. The Board manages,
administers and invests funds for retirement benefits of civilian City employees, with the
exception of the Department of Water and Power. It determines the health providers and
coverage for retired employees and approves service and disability retirement applications. Any
civilian employee seeking information or questions regarding service or disability retirement
should contact a LACERS counselor.

ROLL CALL330

Communications Division shall conduct a roll call period each day before the time established
for the watch to start its tour of duty. All personnel shall attend the roll call for their watch and
remain present during the entire roll call period. Each employee shall report for roll call dressed
in proper uniform or business attire and wearing the proper accessories (i.e., name tag, supervisor
or instructor bars). Roll call shall be conducted as follows:

> Roll call and assignment of duties of the employees of the watch. A notation shall be
made of those who are present, absent or tardy.

> Training period, issuance of instructions, dissemination of information and discussion of
problems and special duties.

> Dismissal of certain employees to perform specific duties.

>• Dismissal of the remainder of the watch to assume the assigned duties.

A supervisor conducting roll call may direct a deviation from this protocol in unusual
circumstances.
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TOUR OF DUTY331

The tours of duty shall be known as watches, the hours of which shall be set by respective

Commanding Officers in accordance with operational needs. Each full-time civilian employee
shall be on-duty for a minimum eight hours per watch, excluding lunch period, to constitute one
working day.

Employees regardless of their duty assignment, shall work the full time assigned for their tour of

duty, and shall not leave their assigned post until they are properly relieved. There are three
main watches and two mid-watches deployed by Communications Division:

Hours to Hours
Hours to Hours
Hours to Hours
Hours to Hours (Daylight savings time)
Hours to Hours
Hours to Hours
Hours to Hours (Daylight savings time)

AM Watch
DAY Watch
Mid-Day Watch
Mid-Day Watch
PM Watch
Mid-PM Watch
Mid-PM Watch

VACATIONS332

The scheduling of vacation periods for Communications Division personnel during any one
period is based on the percentage of total personnel. Assignment of employees to vacation
periods shall be made to maintain adequate deployment on all levels. The Commanding Officer
shall ensure that no more than 12 percent of Communications Division personnel are scheduled
for vacations during any of the designated deployment periods. PSRs who have completed one
to four years of City service are entitled to one vacation period per year (eleven vacation days).
PSRs who have completed five or more years of City service are entitled to split their vacation
period.

Vacation requests shall indicate annual vacation accrual only. Employees who take a vacation
period(s) they do not have sufficient benefits for could be subject to disciplinary action.

In accordance with the City Administrative Code, Division 4, Chapter 6, Article 1 Vacations, the

American Federation of State, County and Municipal Employees (AFSCME) and Memorandum
of Understanding the following guidelines for vacation request have been established.

SENIOR PSRII AND SWORN332.01

Assignment of the Senior PSRs II and sworn personnel to vacation periods shall be made to

maintain adequate deployment at all levels of rank. Commanding Officers shall ensure that no
more than 12 percent of the personnel under their command are scheduled for vacations during
any of the designated deployment periods. Military leave shall not be included in the 12 percent
allotted for vacations.
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Ranks and positions within the Department may be grouped together to ensure that no more than
a minimum number of essential employees are on vacation at a given time. Senior PSRs II
vacation periods shall be selected first by rank and then by seniority within each rank.

For the ranks of Lieutenant and below, vacation periods shall be selected by rank. Once ranks
are grouped, seniority will be based upon time as a sworn Department employee.

332.02 SENIOR PSRI AND PSRS I-III

Initial Vacation Request

Initial vacation request forms shall be distributed in the month of November to all
personnel upon receipt of the seniority list provided by the Projects Unit.

1.

Note: It shall be the responsibility of the Watch Commander to distribute and obtain
vacation requests from those employees who are on vacation or long term leave
during the time when vacation requests are required.

Completed vacation request forms shall include the employee’s seniority number
and the following information for each vacation period indicated:

The vacation period(s) listed by Deployment Period (DP) and week(s) A, B, C
and/or D.

a.

The total number of days an employee is requesting, including regular days off.b.

Any special notations (i.e., if willing to accept all or part of request.)c.

Note: It is the employee’s responsibility to indicate a sufficient number of
requests (up to 15) so that every opportunity is exercised to grant a desired
vacation period.

Personnel entitled to a split vacation period shall indicate their primary and secondary
request on the vacation request form. Seniority shall only be applied to primary vacation
requests. Reverse seniority shall be applied to secondary vacation requests.

2.

Note: Pre-approval of any vacation period more than 28 days must be obtained from the
Commanding Officer. Employees shall not be allowed to trade vacations with
other employees.

If an initial vacation request is not submitted or granted an arbitrary vacation period will
be assigned.

3.
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Subsequent Vacation Request

During each deployment period, a Vacation Period Availability Advertisement (VPAA) schedule
is composed that lists vacancies for the year. The VPAA schedule shall include the date the
advertisement will be published, the corresponding due date, and the involved DP(s). These
available periods are assigned by seniority.

Probationary Police Service Representative Vacation Request

As probationary personnel complete one year of service, they receive eleven vacation days.
Probationary employees shall submit their vacation request directly to their immediate supervisor
on an Employee’s Report, Form 15.7. The Employee Report shall then be forwarded to the
Projects Unit for processing. If there are no vacation periods available for the employee(s), a
request for a vacation period shall be submitted for the following calendar year.

MILITARY LEAVE AND COMPENSATION FOR VACATION TIME332.03

Department employees who take extended leave of absence for active service in the military may
accrue more than the maximum allowable number of vacation hours. Vacation time accrued
over the maximum allowance will be credited to the Catastrophic Illness Leave Donation
Program Bank. Therefore, employees should consider requesting a cash payment of their
accrued vacation time prior to the start of the leave. The following is required to receive
payment of accrued vacation time:

> Submit an Employee’s Report, Form 15.7, to the Commanding Officer, Fiscal Operations
Division (FOD), requesting such payment prior to the start of the leave.

> Request cash payment for a portion, or all accrued vacation time including the
proportionate part of the vacation time accrued during the year the leave is granted.

> Submit certified copies of orders, or certified forms provided by the City Controller, as
evidence of entry into the Armed Forces of the United States. Certification required by
this section may be made by any commissioned officer.

> Employees must have completed their qualifying year of service for the City and have
actually accrued vacation time.

WATCH COMMANDER LOANER HEADSETS333

In an effort to prevent the loss of loaner headsets issued by the Watch Commander,
Communications Division shall adhere to the following procedures:

> The Watch Commander Loaner Headset Log shall be filled out and signed by both the
employee borrowing and the employee providing the headset. Serial numbers of both
employees shall be listed. The employee providing the headset shall require acceptable
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identification (ID) from the employee borrowing the headset. Acceptable ID: California
Driver’s License/ID Card and Los Angeles Police Department ID.

> The loaner headsets are numbered 01-10. Each headset is in its corresponding numbered
box. When a headset is loaned out, the ID of the employee borrowing the headset shall
be placed in the corresponding headset box.

> The box shall be placed in a designated locked cabinet in the Watch Commander’s office.
The employee’s ID shall remain in the box inside the locked cabinet until the headset is
returned to the Watch Commander’s office.

> The watch that loaned the headset is responsible for documenting its return. If the loaned
headset is not returned by the end of the employee’s shift, the Watch Commander’s Aide
or supervisor who loaned the headset shall notify a Senior Police Service Representative
or the Watch Commander so that proper measures can be taken to ensure that the headset
is returned and properly documented.

334 WATCH PREFERENCE

An Employee Watch Preference Roster has been established and is used as a guide when
determining preference of watch assignment. When possible, an employee who is bumped will
be given his/her second choice of watch preference as long as no other employee is bumped from
that watch as a result. Employees requesting to change their watch preference shall submit an
Employee’s Report, Form 15.7, to the Commanding Officer, Communications Division.
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DISCIPLINARY PROCEDURES
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DISCIPLINARY PROCEDURES335

Employees shall be subject to disciplinary action for acts of misconduct. Misconduct defined is
the commission of a criminal offense, neglect of duty, violation of department policies, rules,
procedures and/or conduct that may tend to reflect unfavorably upon the employee or the
Department.

COMPLAINTS336

The definition of a complaint includes any public complaint, anonymous or third person,
regarding Department service, policy or procedure, claims for damages, or employee
misconduct, regardless of whether the complaint alleges misconduct as defined by Department
Manual Section 3/805.25, and any complaint or misconduct initiated by a Department employee.

337 INVESTIGATION OF COMPLAINTS

In addition to existing procedures set forth in both the Department Manual and the Professional
Standards Bureau (PSB), functional manual, Complaint Investigations: A Guide for Supervisors,
the following procedures shall apply to complaint investigations:

> Identifying all involved employees.

> Obtaining names, addresses, and telephone numbers of all witnesses, and a summary of
their statements. (Indicate the times, locations, and business and residence phone
numbers where witnesses will be available for re-interview).

> The interviews of all complainants, involved Department employees, and witnesses shall
be conducted individually (no group interviews) and shall be recorded. An attempt shall
be made to tape record any refusal to be interviewed or obtain a signed statement of
refusal.

338 ADMINISTERING DISCIPLINARY ACTION

Disciplinary action shall be administered by the Chief of Police, or the designee of the Chief of
Police, in cases other than those in which discipline is administered by the concerned employee’s
Commanding Officer.

339 SKELLY PROCEDURES

The California Supreme Court has determined that public employees have certain due process
protections on the job. In a landmark case, the Skelly case, the Court ruled that public
employees are entitled to a “pre-disciplinary hearing.”

This means that an employee must be given a written notice of proposed disciplinary action. The
notice must include:
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> A statement of the nature of the proposed discipline.
> The effective date of the proposed discipline.
> The reasons for the discipline.
> The specific policy or rule violated.

> A statement advising the employee of the right to respond orally or in writing.

The main purpose of the Skelly rule is to allow employees an opportunity to respond to the

charges and to request a reduction or elimination of the proposed discipline.

SUSPENSION PROCEDURES340

When directed by the Chief of Police, the Commanding Officer, PSB, shall cause a Notice of

Discharge or Suspension, Form General 77, to be prepared. After the Chief of Police signs the

Form General 77, it shall be forwarded via Professional Standards Bureau to the employee’s
Commanding Officer who shall:

> Execute the order.
> Complete the portion of the form entitled “Service of Notice.”
> Give one copy to the concerned employee.

There is no time limit on the period that a civilian employee may be suspended. Any suspension

in excess of five working days may be appealed to the Civil Service Commission.
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GENERAL APPEARANCE
UNIFORM STANDARDS
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GENERAL APPEARANCES/UNIFORM STANDARDS341

All fully qualified Police Service Representatives (PSRs) shall possess, at all times, a serviceable
uniform and equipment necessary to perform their duties. All PSR uniforms and equipment shall

meet the specifications outlined in the Department’s Uniform and Personal Equipment Manual.

GENERAL APPEARANCE341.01

All uniforms shall be kept in clean, serviceable condition and shall be ready for immediate use.
All employees shall have their Department issued identification card in their immediate
possession. Anytime a request is made to verify an employee’s status as a Department
employee, the employee shall present the identification card.

UNIFORM APPEARANCE STANDARDS341.02

The uniform specifications for Police Service Representatives (PSRs) were established in 1983
and are revised in accordance with MOU guidelines. All non-probationary employees regardless
of rank shall wear the prescribed uniform.

The basic (Class C) PSR uniform consists of a blazer/jacket, shirt, trousers/slacks or skirt.
Optional items have been included which allow for limited individual preferences.

The formal (Class A) uniform shall consist of the complete PSR uniform with a long-sleeve
shirt, tie and blazer/jacket. The formal uniform shall be worn at inspections, ceremonies,

funerals, and other appropriate formal events determined by the Commanding Officer,
Communications Division.

NOTE: Communications Division supervisors will ensure compliance with the uniform
appearance standards.

341.02.1 FEMALE UNIFORM

BLAZER/JACKET-The navy blue jacket made of a polyester-wool blend, open front v-neck

cardigan style, fully lined. The sleeves have 3 blue buttons wrist level on each sleeve, one inside

breast pocket and 2 outside lower pockets.

NAME PLATE-The name plate shall be the same style and size as worn by the Department’s
uniformed personnel and shall be worn on the right breast area of the blazer. The brass or bronze

nameplate will have engraved black lettering and contain the surname only.

SHIRT-The tailored white shirt, made from broadcloth or oxford fabric, has a buttoned down

collar and long or short sleeves. Unless dressed in formal uniform attire, the long sleeve shirt

may be worn without the uniform tie or as directed by the C/O of Communications Division.

TIE-The necktie made of polyester, is crossover or cascade style. The coloration is plain navy,

navy ground with red stripes & white pin dot stripes, or red ground with navy stripes & white pin
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dot stripes. The crossover style tie has a covered button snap allowing for adjustment in length
to accommodate the build of the individual. The cascade style has a “reditied” knot and bend-
ver metal clip, or self tie.

SLACKS-The navy blue slacks, made of a polyester-wool blend, has a straight leg style with
quarter top front pockets and two pleats on each front panel. A solid waistband supports belt
loops and a zipper fly front. Female employees may substitute the men’s trousers for the
women’s slacks above.

SKIRT — The navy blue skirt, made of a polyester-wool blend, is fully lined and has a slight A
line style. A solid waistband supports seam side-pockets and a zipper closure in the center of the
back.

NOTE: The skirt hemline shall be no higher than the top of the kneecap and no lower
than mid-calf.

BELT-The black belt and buckle shall be plain without design. The exposed end of the belt
shall have a shaped point and the opposite end shall be squared. The belt shall be 1-inch wide
and cut in a length that accommodates the individual.

HOSIERY/SOCKS-Socks shall be black or midnight blue and free of design or ornamentation.
Hosiery shall be an appropriate tone; as close to flesh color as possible, without pattern and full
length when worn with the uniform skirt.

FOOTWEAR-The shoes shall be black, lace or non-lace, open or closed toe, sling or closed
back and the heel shall not exceed three inches in height. Boots shall be zippered or pull on and
worn with the slacks only. No western-style or work/combat type boot shall be worn. The boot
or shoes shall be either leather or vinyl. Plain black athletic shoes with a crepe sole may also be
worn, free of ornamentation.

OPTIONAL ITEMS

SWEATER-The navy blue uniform sweater is made from acrylic fiber and is a unisex item.
The cardigan style, four or five-button, v-neck front sweater has two lower front pockets.

NOTE: The sweater may be worn in place of the uniform jacket except when formal
uniform is the uniform of the day or at the direction of the C/O,
Communications Division.

UNIFORM VEST-The sleeveless, navy-blue vest made of a polyester-wool blend is fully lined
and has 4 or 5 buttons with two set-in pockets. The vest is an optional uniform item and is not a
part of the basic or formal uniform.

SWEATER VEST-The sleeveless, navy-blue sweater vest made of acrylic fiber, cardigan style,
is v-neck or pullover with 5 buttons and two lower pockets. The sweater vest is an optional
uniform item and is not part of the basic or formal uniform.
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POLO SHIRTS and APPROVED T-SHIRTS-Optional divisional polo shirts, Baker to Vegas,

Picnic and Holiday T-Shirts shall be worn as designed and sold. The shirts shall not be modified

to change appearance in any fashion, i.e. cut to v-necks or sleeves removed. The shirts can only

be worn at the discretion of the Commanding Officer or designee.

MIXED CLOTHING-Employees shall wear only the uniform specified for their particular rank

and assignment. Civilian clothing shall not be worn with any distinguishable part of the uniform.

WEEKEND ATTIRE - Specific attire for male and female personnel has been designated for the

weekends (for AM watch personnel Friday night for Saturday night).

Approved Communications Division Polo shirts with embroidered lettering (Division
identification and employee’s name) and tan or black khakis pants may be worn. The Polo shirts

should be free of any other embellishments that are not consistent with the ornamentation

standards for uniformed employees. The polo shirts shall not be faded and shall be free from

tears or holes.

341.02.2 MALE UNIFORM

BLAZER/JACKET-The navy blue jacket, a traditional two button coat style, is fully lined and

made of a polyester wool blend. The lapels have 2 or 3 gold frost buttons depending on the size

of the jacket with two inside breast pockets and 2 lower patch pockets with flaps.

NAME PLATE-The nameplate shall be the same style and size as worn by the Department’s
uniformed personnel and shall be worn on the right breast area of the blazer. The brass or bronze

nameplate will have engraved black lettering and contain the surname only.

SHIRT-The tailored white shirt made from broadcloth or oxford fabric has a buttoned down

collar and long or short sleeves. Unless dressed in formal uniform attire, the long sleeve shirt

may be worn without the uniform tie or as directed by the C/O, Communications Division.

TIE-The necktie made of polyester, is a clip-on tie with buttonholes. The coloration is red or

navy ground with red, navy and/or white pin dot stripes. Pre-tied on a bend-over clip with a
black clasp, the tie is approximately 20 inches from the topknot to the tip of the tie.

TROUSERS-The navy blue trouser made of a polyester wool blend has a straight leg style with

quarter top front pockets and a plain or pleated front panel. A solid waistband supports belt

loops and a zipper with a hook-eye closure. The rear left hip pocket has a button and buttonhole.

BELT-The black belt and buckle shall be plain without design. The exposed end of the belt

shall have a shaped point and the opposite end shall be squared. The belt shall be 1-inch wide

and cut in lengths to accommodate the individual.

SOCKS-Socks shall be black or midnight blue and free of design or ornamentation.

FOOTWEAR-The shoes shall be black, lace or non-lace, leather or vinyl and have a plain tip

toe. Boots shall be zippered or pull on and free of ornamentation. No western-style, work or
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combat type boot shall be worn. Plain black athletic shoes with a crepe sole may also be worn,
free of ornamentation.

OPTIONAL ITEMS

SWEATERS-The navy blue uniform sweater is made from acrylic fiber and is a unisex item.
The cardigan style, four or five-button, v-neck front sweater has two lower front pockets.

NOTE: The sweater may be worn in place of the uniform jacket except when formal
uniform is the uniform of the day or as directed by the C/O, Communications
Division.

UNIFORM VEST-The sleeveless, navy-blue vest made of a polyester-wool blend is fully lined
and has 4 or 5 buttons with two set-in pockets. The vest is an optional item and is not a part of
the basic or formal uniform.

SWEATER VEST-The sleeveless, navy-blue sweater vest made of acrylic fiber, cardigan style,
is v-neck or pullover with 5 buttons and two lower pockets. The sweater vest is an optional item
and is not part of the basic or formal uniform.

POLO SHIRTS and APPROVED T-SHIRTS-Optional divisional polo shirts, Baker to Vegas,
Picnic and Holiday T-Shirts shall be worn as designed and sold. The shirts shall not be modified
to change appearance in any fashion, i.e. cut to v-necks or sleeves removed. The shirts can only
be worn at the discretion of the Commanding Officer or designee.

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

WEEKEND ATTIRE - Specific attire for male and female personnel has been designated for the
weekends (for AM watch personnel Friday night for Saturday night).

Approved Communications Division Polo shirts with embroidered lettering (Division
identification and employee’s name) and tan or black khakis pants may be worn. The Polo shirts
should be free of any other embellishments that are not consistent with the ornamentation
standards for uniformed employees. The polo shirts shall not be faded and shall be free from
tears or holes.

341.02.3 INSIGNIA/ORNAMENTATION

RANK AND ADVANCE PAYGRADE INSIGNIA-All civilians of a supervisory or advanced
pay grade rank shall wear the appropriate insignia as provided in this section.

SENIOR PSRII CHEVRON-The Senior PSRII Chevron Insignia shall be a three-bar rocker,
standard flat black military issue. The chevron insignia shall be worn on each side of the
uniform shirt collar with the centerline of the chevron placed directly on the bisector of the collar
1 lA inches above the point of the collar.
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SENIOR PSRI CHEVRON-The Senior PSRI Chevron Insignia shall be a three-bar, standard
flat black military issue. The chevron insignia shall be worn on each side of the uniform shirt
collar with the centerline of the chevron placed directly on the bisector of the collar 1!4 inches
above the point of the collar.

INSTRUCTOR CHEVRON-The Instructor Chevron Insignia shall be a two-bar, standard flat
black military issue. The chevron insignia shall be worn on each side of the uniform shirt collar
with the centerline of the chevron placed directly on the bisector of the collar 1!4 inches above
the point of the collar.

SERVICE STRIPES-(Optional)

Civilians. For each five years of sworn service under honorable conditions or service in
non-swom positions, civilian uniformed employees shall wear one service stripe on the uniform
shirt, e.g., an honorable retired officer who returns to employment with the Department as a
uniformed civilian employee shall be entitled to wear service stripes indicating his/her total
sworn and civilian service on his uniform shirt.

Service as war-emergency personnel with the Department shall be counted in computing length
of service. The service stripe may be worn six months prior to the five year period represented if
the wearer so desires.

LOCATION. Service stripes shall be sewn on the lower left sleeve of the uniform shirt with the
lower edge of the bottom stripe one-half inch above the top edge of the cuff. The complete stripe
shall be in front of the center Media of the sleeve.

ORNAMENTATION (APPROVED PINS WHERE WORN)

INSTRUCTOR PIN-The instructor pin shall be affixed on the left lapel of the uniform
blazer/jacket or the left breast area of the sweater.

COMMUNICATIONS DIVISION PIN-The Communications Division Pin shall be affixed to
the left lapel of the uniform blazer/jacket or the left breast area of the sweater.

SERVICE PIN-Personnel may wear their most current City of Los Angeles Service Pin on their

uniform or civilian attire. The City Service Pin shall be affixed to the right lapel of the uniform
blazer/jacket or the right side of the sweater. Employees dressed in civilian business attire may
wear the service pin on their jacket lapel.

DARE PIN-Department employees may wear Drug Abuse Resistance Education (DARE) pins.
The pin, when worn by on the uniform, shall be worn on the right lapel on the uniform
blazer/jacket or the right side of the sweater. Employees dressed in civilian business attire may
wear the DARE pin in an appropriate manner.
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AMERICAN FLAG PIN-Department personnel may wear a miniature enameled American flag
pin on their uniform or civilian attire. The pin is to be worn on the left lapel of the uniform
blazer/jacket or the right side of the sweater.

LAPEL PINS-All other award pins shall be worn on the lapel of the uniform blazer/jacket in
ascending order of occurrence.

IEWERLY-Unauthorized jewelry or personal ornamentation shall not be affixed to any parts of
the uniform.

342 NON-UNIFORMED APPEARANCE STANDARDS

BUSINESS ATTIRE

Due to Communications Division’s high visibility and professional standards, it is imperative
that business attire worn by on-duty Communications Division personnel project a professional
and appropriate appearance. Civilian clothing worn by an employee while on duty shall be
appropriate to his/her assignment.

FEMALE PERSONNEL

Appropriate attire for female personnel consists of business clothing, including dresses, blouses,
skirts, full-length pants, matching pantsuits, and conservative shoes. Consistent with the Police
Service Representative (PSR) uniform standards, shoes may be open or closed toe, with a sling
or closed back, and heels shall not exceed three inches in height. Hosiery (nylons or socks) shall
be worn, and must be appropriate to garments worn (i.e., full-length hose with skirts and
dresses).

MALE PERSONNEL

Appropriate attire for male personnel consists of business clothing including collared shirts,
sweaters, slacks, and conservative shoes. Socks shall be worn. Jackets and ties are optional.

INAPPROPRIATE ATTIRE

Inappropriate attire includes: halter tops, tank tops, camisole tops, midriff-baring tops, tops with
low-cut fronts, tee-shirts (short or long-sleeved), leggings or stretch pants, shorts, Capri pants,
Cargo pants, denim clothing of any color (including jeans), miniskirts or skirts with high slits,
sweat suits, work-out apparel, sandals of any kind, back-less shoes (commonly known as mules),
colored plastic shoes, and athletic or tennis shoes (with the exception of plain, black athletic
shoes). Revealing and/or tight clothing of any sort shall not be worn. Underclothing shall not be
visible. Any clothing that depicts violence, racial statements, profanity, vulgarity, or is otherwise
offensive shall not be worn. The Watch Commander shall have the final decision regarding
discrepancies.
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GROOMING STANDARDS AND PERSONAL APPEARANCE343

An employee shall be neat and clean at all times while on-duty. The Department Manual Section
3/605 defines Personal Appearance and Grooming Standards.

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 be provided his commanding
officer with the following:

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

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

GOATEES- A short, neatly trimmed goatee of a natural color may be worn. The goatee shall not
extend wider than the mouth or grow past the chin.

MUSTACHES-A short and neatly trimmed mustache of natural color may be worn. Mustaches
shall not extend below the vermilion of the upper lip or below the comers of the mouth and may
not extend to the side more than one-half inch beyond the comers of the mouth.

SIDEBURNS-Sideburns shall not extend beyond a point even with the bottom of the earlobe
and shall extend in a clean-shaven, horizontal line. The flare (terminal portion of the sidebum)

shall not exceed the width of the main portion of the sidebum by more than one fourth of the
unflared width. Sideburns shall be trimmed and neat in appearance.

HAIR STANDARDS-Employees both male and female shall maintain their hair in a neat,
clean, and well groomed manner to reflect a professional and businesslike appearance. Male
employees shall keep their hair properly trimmed, the hair shall be at least moderately tapered
and not extend below the top of the shirt collar or cover any portion of the ear.

Unacceptable hair styles for both male and females 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, e.g., a
tomahawk style. Dyeing or highlighting the hair is acceptable provided it is consistent with a
natural hair color, conservative, without obvious blocks, patterns or spots of color.

WIGS AND HAIRPIECES-Wigs and hairpieces may be worn. The wig or hairpiece and the
employee’s overall appearance must conform to the Department’s general hair standards.

JEWELRY-Employees both male and female shall adhere to the Department Manual Section
3/605.70- Ornamentation. Employees shall not wear any type of body ornamentation including
but not limited to; nose studs or rings, eyebrow studs or rings, tongue studs or rings, lip studs or
rings. Bracelets and necklaces may not be more than one strand or chain. Female earrings shall
not be more than one inch in length or width and the female shall wear a single pair, one earring
per ear.
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NOTE: While in uniform, weekend, business attire or attire designated as free-dress,
men shall not wear an earring, earrings or stud(s) in the ear of any type.

FINGERNAILS-Employee’s fingernails shall be neat, clean, and shall not display decals,
designs or ornamentation. Fingernails shall be a reasonable length and the length of the nail
should not interfere with the employee’s duty performance.

USE OF NAIL POLISH AND NAIL POLISH REMOVER344

Employees shall not use nail polish or nail polish remover while seated at console positions.

VISIBLE TATTOOS AND BRANDINGS345

Division uniformed and non-uniformed employees, while on-duty, shall not display tattoos
and/or branding. Employees who are on duty and in uniform, shall cover all tattoos/branding by
wearing an authorized long-sleeved uniform shirt. If the employee is in weekend, business attire,
or during free dress days, the designated attire shall cover all tattoos.

NOTE: On duty, in uniform is defined as: employees reporting for duty or representing
the Division, wearing the Police Service Representative (PSR) Uniform, business
attire, week-end attire, or designated free-dress.

If an employee has only one tattooed/branded area of a three-inch square or less to cover, the
employee may, instead of wearing a long-sleeved shirt, cover that area with one patch. The
patch should be of a color as close to the wearer’s skin color as is reasonably available; up to a
three inch square.

If the tattoo/branding area cannot be covered by a three-inch square skin patch, the employee
shall wear the long-sleeved uniform shirt or appropriate long-sleeved weekend, business or free
dress shirt.

NOTE:The intent is that no tattoo/branding shall be visible and that no more than one
three-inch square skin patch shall be visible.
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DEPARTMENT EQUIPMENT

97
Los Angeles Police Department — Communications Division Manual — 2015 Edition



Volume n-EQUIPMENT AND APPLICATIONS

101 USE OF DEPARTMENT EQUIPMENT

The Department’s communications system consists of the Emergency Command Control
Communications System (ECCCS) Division, radio, microwave, closed-circuit television,
telephone, mail, computer, and messenger service.

The communication system shall be used only for official police communications. Employees
shall not use the system for transmitting messages of a personal nature, disseminating
commercial advertising or for the purpose of promoting any commercial or business needs, as
directed by the Department Manual Section 4/105.10.

Communications Division personnel having access to confidential information shall complete an
Operator Security Statement, Form 1.58. Procedures governing the use of computer terminals
include, but are not limited to, Department Manual Section 3/788.20.

102 EVANS CONSOLES

The Evans Public Safety Console meets the demands of the Metropolitan and Valley
Communications Dispatch Centers and is the standard for most high intensity computer
environments.

The consoles are ergonomically engineered to address the unique requirements of our centers
and to ensure operator productivity. The desk layout consists of an equipment bay, a central
control unit and pedestal unit. The adjustable sit-to-stand work surface accommodates six (6)
flat screen Liquid Crystal Displays (LCD), a keyboard drawer Genovation Key Pad and mouse.
103 CONSOLE DESCRIPTION

> The Evans console has moving parts and contains electrical and heating equipment.
Pinch points and other safety hazards have been designed out of the console as much as
possible; however, they could not be entirely eliminated. To avoid injury or damage, it is
important to understand and heed the safety information contained in the user’s manual.

> The Equipment Bay contains a slide out height adjustable shelf with locking front and
rear access doors. It houses the computer processing unit (CPU) and has a ventilation
grill with a fan to exhaust heat from the processor. Only the Systems Maintenance
Operator (SMO) or other trained technician shall access the equipment bay and any areas
contained within.

> The Pedestal unit has three sliding drawers. The lower drawer may be used for files or
personal effects. The middle drawer was designed for the Electronic Business Set (EBS)
and the top drawer may be used for supplies.

> The adjustabie work surface has a turret with two slide-out writing surfaces, a keyboard
drawer, and provides a mounting point for the monitors.
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> The turret contains the control panel for the personal environment control unit. The three

sets of two-handed switches adjust the work surface, monitor height and angle positions.

The monitor arms move with the work surface and can be adjusted manually from front

to back.

> The personal environment control panel lets the operator adjust the heat, sound damping,
dimming for the task lights and airflow. It has dual air diffusers to direct controlled air
and a sensor control that shuts the system down when the console is left unattended for

20 minutes.

> The multiple headset jacks are located on both sides of the keyboard, mounted

underneath the work surface. A third headset jack is located in the rear, on the left side of

the console. Each headset jack has a mute button that illuminates when activated and a

volume control dial to increase/decrease volume in the headset.

PLANTROMCS NOISE CANCELING HEADSETS104

Police Service Representatives (PSRs) rely on effective communication with the public and field

officers. The Plantronics Encore Noise Canceling Headset provides every PSR a communication

device that is lightweight, durable and ergonomically designed to provide all day comfort. The

Sound Enhancement System (SES) allows the operator to select a preferred setting for a richer

sound quality and improved voice clarity. The Quick Disconnect feature allows the operator to

place an ongoing conversation on hold and walk away from the position.

VESTA DMS 100 TELEPHONE SYSTEM105

Vesta is an “intelligent” telephone interface that runs on a personal computer (PC) and is

Windows based. Used to access telephone information and perform other functions through a

graphical user interface (GUI), VESTA works in conjunction with the DMS-100 switch to

distribute calls among Emergency Board Operators (EBO), establish queues and allow for

Automatic Call Distribution (ACD).

The DMS-100 switch provides translation and prepares calls to be directed to one of five (5)

appropriate call queues. The Electronic Business Set (EBS) receives the call and communicates
with the VESTA software for audio to the headset and Automatic Number Identification (ANI)

translation. The EBS also serves as the back-up telephone in the event of VESTA failure.

VESTA is connected to and interacts with a server that holds pertinent user profile information.
User profiles include logon information.

MCC 7500 ELITE DISPATCH APPLICATION106

The Motorola MCC 7500 Elite Dispatch Application (MCC 7500) is a configurable Windows

based interface that allows the dispatcher to effectively communicate via digital radio with field

officers/Area stations and telephone resources, specifically VESTA’s Instant Recall Recorder
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(IRR) and Intercom systems. MCC 7500 is multi-functional and its graphical interface allows
for a complete overview of dispatch activity.

ORION VELA ADVANCED MAPPING APPLICATION107

The ORION VELA is a map display program that enables you to view the location of emergency
calls and manage incident and unit information. The ORION VELA application presents a
standard, easy-to-use interface that remains consistent, regardless of the configuration of a call
center.

ELECTRONIC BUSINESS SET (EBS) -BACK UP TELEPHONE108

The Electronic Business Set (EBS) serves as the back-up telephone system for VESTA ACD It
is located in the center drawer on the right hand side of each console.

PREMIER COMPUTER AIDED DISPATCH (CAD)109

Premier Computer Aided Dispatch (CAD) is used to track available resources, information, and
hazards, and to dispatch emergency personnel.

DISPATCHER USER INTERFACE (DUD110

Dispatcher User Interface (DUI) is a custom-built interface for MCC 7500 that allows an
operator to quickly select and de-select channels for broadcast. It provides for pre-configured
multi-select groups and addresses the need for priority transmit, request to transmit, and
automatic incident group creation.
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TELEPHONE SYSTEM AND EQUIPMENT
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202 VESTA DMS 100

VESTA is an “intelligent” telephone interface that runs on a personal computer. VESTA is
Windows based and used to access telephone information and, in conjunction with the DMS-100
Switch, distributes calls among Emergency Board Operators (EBOs), establishes queues and
allows for Automatic Call Distribution (ACD).

The following steps in the DMS System occur when a caller dials 9-1-1 or a seven-digit
emergency number:

1. The call is routed to the telephone exchange (a telephone company computer).

2. The telephone number the caller is dialing from is routed to a Tandem. (A Tandem is a
switching system used to route telephone traffic within a network.) There are 6 Tandems
that provide 68 incoming and outgoing trunk lines.

From the Tandem the caller is routed to the DMS-100 switch located at a central office.
Communications Division central office is located at 4th and Spring. (Today the caller
reaches the Meridian system in the switch-room located on the level).

3.

The DMS-100 will then translate what type of incoming call it has and prepares it for
ACD. Calls are then directed to the appropriate queue.

4.

There are five call queues:a.

> Primary
> Secondary
> ATO
> Spanish
> BCC

The Electronic Business Set (EBS) receives the call, communicates with VESTA
software, and translates to provide audio to the headset and Automatic Number
Identification (ANI) data to VESTA. The EBS set also serves as a back-up telephone in
the event of VESTA failure.

5.

LOGGING ON TO VESTA203

The purpose of logging on to VESTA Intelligent Work Station (IWS) is to be assigned to the
ACD queue.

An operator shall log on to one of the following five queues using his/her user name:

> Primary
> Secondary
> ATO

911
912
913
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> Spanish
> BCC

914
916

Note: The RTO queue should already be logged on to the system and should remain
logged on. If it is necessary to re-launch VESTA as an RTO, the operator should
log on as the specific RTO assigned to that position.

The user name is comprised of the employee’s last name, a space, first initial followed
immediately by the applicable queue.

Examples:

> SMITH J911 (John Smith logging into the Primary Queue)

> DOE J912 (John Doe logging into the Secondary Queue)

> WILLIAMS M913 (Mary Williams logging into the ATO Queue)

> SMITH J914 (John Smith logging into Spanish Queue)

Note: An operator must log into VESTA in order to have use of the Instant
Recall Recorder (IRR) and Master Volume.

204 LOGON SCREEN

The Logon screen, containing the Logon Dialog Box, will be displayed on Monitor No. 2.

Welcome to VESTA

09On OKI .
Caned

Utter Nome:

Utter Password:

——JQ-

PLANT EOWMEHT, IHC

The operator shall click in the User Name box on the Logon Dialog Box and type his/her user
name and click OK, or use the enter key. User names are not case sensitive and the password
field will not be used. Upon successful logon the operator will see all of the configured VESTA
modules on Monitor No. 2.
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In most instances the Logon Dialog Box will be visible on Monitor No. 2. If it is not visible, the
operator must launch VESTA.

To launch VESTA and cause the Logon Dialog Box to appear the operator must use the mouse
and click on the START button located on the taskbar, point to VESTA on the menu and click.
After a few seconds the Logon Dialog Box will appear.

The VESTA Titlebar reflects the user name.

VLSI A httetwr MERRlL K J' Jl I

He Options window Hofei Wednesday, -kiy 3i, 2002 iu:S6

205 LOGGING OFF VESTA

To log off VESTA, click FILE on the taskbar that is located at the top left side of the
screen. A drop down menu will be presented. The only option is LOG OFF, click on
this and the VESTA system will be logged off. All windows will be closed and the Logon
Dialog box will once again be accessible.

To completely shut down VESTA click on CANCEL in the Logon Dialog Box.

206 VESTA TITLEBAR

The purpose of the TITLEBAR is to perform basic functions of VESTA from a centralized
location. The TITLEBAR is always visible and is located at the top of your VESTA screen.
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206.01 COMPONENTS OF THE TITLEBAR

? 0
t

WST* rittrbqp MTHPir* mi

Ne Gpuun? window ne%? Wodnesoay, July 3i, 2JOG2

listen to this broadcast

i
The components of the TITLEBAR are as follows:

Caption-Identifies the name of the TITLEBAR and the user signed on to the
workstation

a.

b. Underscore symbol -Signifies a Window minimize button. This button will minimize
the VESTA screen to the Taskbar at the bottom of the page. Clicking the VESTA
TITLEBAR box in the Taskbar at the bottom of the screen will restore the VESTA
TITLEBAR.

Menu bar-Runs across the top of the screen and includes the selections File, Options,
Window, Help, etc.

c.

1. File-Logoff is the only option on this menu.

2. Options-Includes the Message Wizard and Message Viewer. (Password selection is
disabled.)

3. Window-Includes the option to Restore Window Settings and bring up any of the
VESTA modules by name.

4. Help-Allows the operator to access the VESTA Agent Guide and a technical
information screen.

5. Date and Time Display-Current date and time. Clicking on this option will
show/hide the seconds counter.

Message Display-Message text appears in this area.d.

IRR Attachment Indicator-Accesses the Instant Recall Recorder which allows the user
to replay specific calls or radio transmissions attached to the message.

e.

f. Command button- Indicates how many messages are currently waiting to be displayed.
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AGENT’S GUIDE207

Selecting Agent’s Guide from the Help menu starts the Acrobat Reader and opens a copy of the
guide. The Acrobat Reader includes its own toolbar and navigation section.

Q Acrobat Reader [AgentDMS 100.pdf J
Q File Edit Document Viet*? Window help

M fo Q E ^ H i N QQ A4I v

b bbbbbbbbbbbbbb
> Printer Icon-Prints selected page or pages

Note: The default option for printing from the Agent’s Guide is to print all 110
pages. PSRs shall not print from the Agent’s Guide without the supervisor
approval.

> Square Icon-Hides or displays document navigation
> Hand Icon-Moves the page on screen
> Magnifying Lens Icon-Enlarges text print
> Text Select-Highlights selected text
> Bar Left Arrow-Goes to the first page
> Left Arrow-Goes to previous page
> Right Arrow-Goes to next page
> Bar Right Arrow-Goes to last page
> Previous View
> Next View
> Turned Down Page-Actual size
> Turned Down Page/Window-Fits inside the window
> Turned Down Page 3D-Fits width of screen
> Binoculars-Find subject or word

Selection about VESTA on the drop down menu gives technical, copyright and licensing
information. The most common information an operator would use from this section is the
Console Identification Number. For example, this number would be needed if the console were
being reported for repairs.
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VESTA TOOLBAR208

The VESTA Toolbar allows the operator to access the various VESTA modules quickly and
easily.

“in

VESTA^ftlebar
TTY-Teletypewriter for communicating with the hearing and/or voice
impaired

mm
TV

IRR-Instant Recall Recorder

MASTER VOLUME-Adjusting various volume levels

CALL NOTES-To add notes to the call record of the most recently
received call

AUTO DIAL-To quickly dial out or transfer callers to destinations
ALI Display

VESTA TITLEBAR-Allows operator to perform basic functions and
monitor the system

Eli
Line Status

ALI DISPLAY-Allows operator to view and save a caller’s ANI and to
review some call record information

&
Call Control

LINE STATUS - Answer incoming calls and initiate calls

CALL CONTROL-Indicates Ready/Not Ready status, used to place a call
on hold or contact a supervisor

Mastei Volume

DCM- Data Content Module, used to obtain pictures and videos from callers
pertaining to a crime. This feature is currently not used.

DCH client
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MASTER VOLUME209

Master Volume adjusts the volume for conversation, ringing, and recording playbacks through

VESTA.

To launch the Master Volume window and adjust the volume for the console and headset,
perform the following steps:
On the VESTA Toolbar, click on Master Volume

MattwYokan

The Master Volume window appears:

From this window the operator can adjust the headset microphone and speaker volume.
On the Master Volume window, click to select the Headset 1. The Headset Volume dialog box

appears.

t

Close

Headset 1 *. . 1

GJ He Jtlsct 2 *
KHgyfrack >

| torifjLi

Restore
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Using the mouse, perform any of the following functions to change the volume:

> Click the + or-buttons to increase or decrease the volume respectively

> Click and drag the color bar up or down

> Click anywhere inside the color bar; the volume adjustment will be set to the position
of the mouse

After adjusting the volume, click close to apply the setting.

In order to mute the microphone for Headset 1, click to select Mute Mic in the Master Volume
window. The volume adjustment in the Headset Volume dialog box will be disabled.

To adjust the ringer volumes, use the Ringer Volume control window to adjust the volume of the
Zip Tone (tone heard through the headset when a call is presented), or the External Ringer
(ringing heard from an external speaker). Click Ringer and the Ringer Volume dialog box
appears. Adjust the volume to your personal preference as previously described in headset
microphone and speaker volumes.

An operator can select the playback devices that will play back recordings. The volume can also
be set for each device selected. In the Master Volume window click Playback.

When the Playback Volume dialog box appears, use the mouse to select one or more of the
following options:

> For recordings played back on Headset 1, click to select Headset 1.
> For recordings played back on Headset 2, click to select Headset 2.
> For recordings played back on a speaker, click to select Speaker.
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> For recordings played back to be audible to a caller, click to select Caller.

CALL CONTROL WINDOW210

The purpose of the Call Control Window is to allow the operator to be ready/not ready, place a
caller on hold, release a call, or get help from a supervisor with an emergency call. The Call
Control Window will automatically be presented when an operator logs on to VESTA.

Call C
'onlrol

r—
a®&

Ready EmergencyHold

The Call Control window contains four buttons:

Ready/Not Ready-Tells whether the operator is ready or not ready to receive an
Automatic Call Distribution (ACD) call. If an operator is on an active call,
clicking this button will not cause the operator to disconnect the call.

A.

Note: In order to receive an ACD call the Ready/Not Ready toggle button must
be green. VESTA has been configured for call forcing. Call forcing
allows automatic presentation of an ACD call to an available operator.

Hold-When the Hold button is clicked, it places the caller on hold. To return to
the caller, click the line the caller is on.

B.

Emergency-When the Emergency button is clicked, it advises the supervisor of
the operator’s ACD group that the operator is in need of immediate assistance.

C.

Note: This function SHALL NOT be used.

Release-When the Release button is clicked, it releases (disconnects) the active
call that the operator is on.

D.
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211 LINE STATUS WINDOW

The purpose of the Line Status Window is to enable the operator to answer and place calls,
monitor the status of a call, and to contact a supervisor. The Line Status Window will
automatically be presented when an operator logs onto VESTA.

Lmc Status

lUTSIDE CALL
Telephone
Display Active Call

Duration00:07

4 Call Supervisorin Call* ON 8349

Directory
Number

> The Telephone Display panel displays basic call information

> The Active Call Duration panel indicates the amount of time the operator has been on
line with the caller

> The In Calls button allows an operator to receive calls from the DMS in accordance with
the queue that they are logged into.

> The Directory Number (DN) button allows an operator to initiate outgoing calls and
receive internal (within the CDC) calls.

To place an outgoing call, click in the dial box in the Auto Dial Window and enter the
phone number. The operator can then either click on Dial or press Enter on the keyboard.

1.

To answer an internal call click on the DN button.2.

> The Call Supervisor button is used to alert a supervisor that assistance is needed for a
non-emergency issue. If the operator is on an active call the caller is placed on hold
automatically. It can also be used when there is no call active.

Note: If an operator is not on an active call the operator should be on Not Ready
status prior to using the Call Supervisor button. If the operator shows Ready
while on the line with a Supervisor, an ACD call may be presented. If the
operator does not answer the ACD call, after two rings the system will log
the operator out of the ACD queue and send an error message to the
operator, which requires the operator to logoff and re-logon to take more
calls.
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Color Codes denote the status of the telephone lines:

> Gray indicates an inactive telephone line.

> Red with a flashing arrow indicates an incoming call.

> Green with a solid arrow indicates an answered call.

> Yellow with a blinking arrow indicates a call is on hold.

AUTOMATIC LOCATION IDENTIFICATION (ALI) DISPLAY212
WINDOW

The ALI Display Window is where a caller’s Automated Location Identification (ALI-caller’s

address) and Automatic Number Identification (ANI-caller’s telephone number) will be

reflected. The ALI display Window will automatically be presented when an operator logs on to

VESTA.
Retransmit

Al 1 Dis<ilAYr j Option* |
i

| Calling Number (213) 928-8341 <

r History £0)ALI4 t>ALI Tab •I

I 13 It

is
(

% «
f ' A Of c t

1'pn JOS ,i
!K i

t
*

ii

r t-r
i

: :
i1PD rJH-1 ] •

! f
aJ .

Drop Down Box for
up to100 previous
callers

i

The contents of the ALI Display Window are as follows:

ALI Tab-The ALI tab contains a screen with the ANI/ALI of the current caller

or the last caller that the operator spoke with. The screen will also reflect the law

enforcement and fire department agencies responsible for servicing the caller’s

area.

A.

The current or last caller’s ALI will be identified by green lettering on the black

background. Right below the ALI Display window is a drop down box that will

also reflect “Current/Last ANI.”

112

Los Angeles Police Department - Communications Division Manual — 2015 Edition



Volume II -EQUIPMENT AND APPLICATIONS

B. Retransmit-If the first ANI/ALI is garbled, or if the operator receives a message
indicating that ALI is not downloading, he/she can request that the ALI be sent
again. Click Retransmit. VESTA then sends a new request to the ALI database.
An operator may recall the ANI/ALI information for up to the last 100 callers by
using the drop down box located below the ALI Display Window. To obtain
previous ANI/ALI information the operator should click on the down arrow
located on the right hand side of the drop down box and while holding down the
left mouse button drag the cursor to the ANI/ALI needed.

Note: Recalled ANI/ALI information will be identified by dark blue lettering on
a light blue background.

C. History Tab-The history tab provides the operator with additional call record
information related to a specific ANI. Clicking on the History Tab will bring the
History Tab forward and cause the ALI tab to move to the back.

ALI frMitey

r
t 1 |m

Calling Number (213) 928-8341
AU History (20)

1 P 1
:

r
!i 7/25/2002 11 39.22 Ah* NotesALI ri

7/24/2002 9:36 17 AM
7/2442002 936:06 AM
7/24/2002 9:35:46 AM
7/24/2002 9-3530 AM
7/23/2002 4 44 30 PM
7/23/2002 4 40:00 PM
7/23/2002 4-20:06 PM
7/23/2002 4 19:39 PM
7/2342002 4 19- 10 PM

PawAU
ji

139J

(213) 928*8341 09 41 07/24
100 N LOS ANGELES

CA 101 CN7X
(NO ML) LOS ANGELES POL DPT E911_

928-8000

ii
:

LA

PB911zlirwnnm no'io n5

* Current/Last ANIi'

The number in parenthesis following the word History is the number of calls
made from that ANI.

On the left hand side of the history tab is a listing, by date and time, of all calls
made from the telephone number within a pre-defined time frame. To access the
ANI, Teletypewriter For the Hearing Impaired (TTY), or call note information for
a particular day’s call, the operator must first click on the call in the left hand box
and then click the appropriate tab.

The sub-tabs under the main History tab are ALI, TTY and Notes.

> The ALI tab reflects the caller’s ANI/ALI information.
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> The TTY tab reflects any TTY information tied to that particular call.

> The Notes tab reflects any call notes entered by an operator for that particular
call or, at times, a system generated message.

Options-The options button on the ALI Display Window provides two ALI
related options for an operator and a supervisor. While other options may be
displayed/available, they will not be used.

D.

, /§Lt Drsplfiv

i fm I j Option*

] Catling Humben (213) 928-8: !
Manual
daarflUfrom the Display
Crwto Incorrect «1Report...

3 ALI

i .-. rv v-i i -ir. r,xx v~r' >*’&**#Cf
rSand ToN Li LfcS

t Prrt ttstory Report...
TftdStvte

iii us
,<LJ l ar

*

1 i-w
L .
Ilv

**a
JCurrent/Last ANI

> Manual-This feature is similar to a reverse telephone directory
(obtaining an address from a phone number.) The phone number is input
and after submission, the address is displayed on the ALI screen.

Note: To insure compliance with security mandates, this feature requires
the approval of a supervisor prior to access.

> Clear ALI from the Display-This feature will clear the ALI screen of the
last caller information.

> Create Incorrect ALI Report-This feature allows an operator to submit a
correction for incorrect ALI information received.
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IrKWfUl Al l Problem Rrpoft

AcWrest incorrect Changeto

3AMncorrect Change to

ESNncortect Changeto

-d
AUmorouted Route to

EMS Agency incorrect Change to

Fire Agency incorrect Change to

Potee Agency ix=orrect Change to

•I Other error n ALi (see Remarks for detailed explanation or error j

Remarks

-d
1 l I

The operator will fill in the applicable boxes with the correct information. If an
operator wishes to add additional comments or an explanation regarding the
incorrect ALI he/she must check the “Other error in ALI” box and enter the
comments/explanation in the large box.

An operator shall also use this form to report GEOfile problems. The “Other
error in ALT’ box must be checked and the appropriate information entered in the
text box.

In only very rare circumstances will an operator complete the following boxes:

EMS Agency incorrect
Fire Agency incorrect

a.
b.

Note: The operator shall never complete the ESN incorrect box.

After completing the form, the operator shall click the print key and give the
printed report to a supervisor.

CALL NOTES213

The Call Notes feature enables the operator to create notes for the most recent call received. The

operator can only create notes as long as current ALI data is visible. These notes may include
any special circumstances or details about the call, and will be automatically saved as part of the
call record. On some consoles the Call Notes window automatically appears when VESTA is
launched. To access this feature, click Call Notes on the VESTA Toolbar.
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In the text area of the Call Notes window, type the note(s) specific to that call. The text cannot
exceed 950 characters. VESTA will automatically save the call notes when the operator receives
another call or logs off from VESTA. Click the Clear button to erase and the Close button to
close the Call Notes window.

I *j
||Nti>es

•M'••< • «

fetfhi £jk*a
v
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214 AUTO DIAL WINDOW

The purpose of the Auto Dial Window is to enable an operator to quickly transfer calls (i.e., to
another agency or to another call queue within the center). Single-button transfers and lists of
Auto Dial numbers are also available. The Auto Dial Window will automatically be presented
when an operator logs on to VESTA.

At if ci Dial

r Last Number Dialed:
T.

& $ :
FIRE CHP 912

i

& ©
CONFERENCE INTERCOM... CANCEL

SPANISH ATO QUICK DIAL a*

SPANISH 912 ANI Callback... ASK LAPP

i

total'Dial Box

There are several components of the Auto Dial Window which will assist an operator:

A. The Last Number Dialed display located at the top center of the window allows an
operator to view the last number dialed whether it was done manually or selected from a
list.
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The Dial Box display allows an operator to manually enter a number and then click on
the dial button to process. An operator can also click on the drop-down list to view the
last 10 numbers dialed. The operator may then select a previously dialed number to dial.

B.

The Auto Dial Buttons allow an operator to dial a number using a single click.C.

Examples:

> Fire
> CHP
> 912 (secondary)

> Spanish
> ATO
> ASKLAPD

The Simple List button allows an operator to dial a number using a number selected from
a presented list. An Auto Dial button containing a list will have three dots following its

label. Clicking on the button will cause a secondary window, displaying a list of
numbers, to appear. An operator can either double click on the number selected or click
once on the number and then click on the dial button.

D.

Om •4 h
CONFERENCE INTERCOM... CANCEL

J

!I 'IV7CaULfckt;i 11
C*Mcer14 9933

8347
8331Catt*fcf>f2

Ca0Mcer21
CaNUkari

SPANISH 8348
8332
8334

•338Catttfcort
Cattafcer? 8338

8337

SPANISH 912

\i

The Tabbed List Buttons allow an operator to select and dial a number from a grouping
of related simple lists. An Auto Dial button containing lists will have its label followed
by three dots. Clicking on the auto dial button containing the list causes a secondary

E.
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window, displaying the tabbed lists, to appear. Click on the appropriate tab and a simple
list will appear. Select and dial the number as described above.

Note: Quick Dial is the only tabbed list configured at this time.

i

!
I
I

|TOWCOMPANIES
OPERATOR QUICK PMM.[ STATIONS

AM - CENTRAL DESK
AM - CENTRAL MSDE UHE
A*2- RAMPART DESK
At2 > RAMPART MSHE UHE
AM - SOUTHWEST DESK
AM- SOUTHWEST JHSUE UHE
AM- HOLLENBECK DESK
AM- HOLLENBECK MSfOE UHE
AM - HARBORDESK
AM - HARBORMSOE LINE
AM.HOLLYWOOD DESK
AM - HOLLYWOOD MS8IE LINE
AIT -YMLSHIRE DESK
AIT-WLSMRE MSDE UNE

FIRE CHP

ft *1

CONFERENCE INTERCOM
a neoni

LJELJLSBELI

SPANISH ATO QUICK DIAL...

The ANI Callback Button allows an operator to dial a number by selecting a caller’s ANT.
The ANI Callback Button lists the last 10 caller’s ANI info. Clicking on the ANI
callback button causes a secondary window with a list of previously received ANI’s to
appear.

F
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11 tuniipftii() <M u {2in,i *>?»- <)JTS

•*» (MJ)«2«-ilF4
MS (2U;92ft-tt33 11

iw tr n̂

ANI Callback...SPANISH 912

The Conference button allows an operator to conference and/or transfer a call. To

conference a call, click the conference button in the Auto Dial window. Type the number

in the Dial Box, or select an Auto Dial entry and click dial. The caller is placed on hold
while the number is dialed. An automatic three-way conference is established as soon as
the number has been dialed. An operator may then disconnect from the call by clicking

the Release button, the caller and receiving party will remain connected. The third party

can also be disconnected from the call by clicking on the Cancel button in the Auto Dial

window. The operator will still be connected to the caller.

G.

To transfer a call, click on the Conference button. Type the number in the Dial Box, or
select an Auto Dial entry and click Dial. An Automatic three-way conference is

established. Clicking on the Release button will complete the transfer.

The Cancel button allows an operator to disconnect a third party and still remain on the

line with the caller. It also allows an operator to terminate a conference in progress and

automatically return to the caller.

H.

The Intercom button allows an operator to contact another operator. In the Auto Dial
Window, click on the Intercom button. A list of logged on operators will appear. Click

on the operator you want to contact and then click Dial. Dial the number as described

above.

I.

VIEWING NUMBERS FOR AUTO DIAL BUTTONS215

The Auto Dial Buttons allow the operator to view the number to be dialed. After placing the

pointer on the Direct Number button, to view the number right-click. A list of line types such as

emergency, admin, or outgoing lines will appear. The corresponding numbers will be indicated.
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For the Simple List or Tabbed List Entry, click on the list button selected. For a Tabbed List,
click on the tab containing the entry needed. A list of entries will appear. Right-click on the
entry for viewing. A list of line types such as emergency, admin, or outgoing lines will
appear. Their corresponding numbers will be indicated.

L J j

FIRE CHP
FIRE
AyWW
aiffiOENCY
OUTGOWG

*18

fi
CONFEI

ir

216 MESSAGES

The purpose of the Message Display is to view messages from the VESTA system and other
VESTA users. The Message Display is located on the Titlebar.

216.01 READING MESSAGES

Command Button

W F n t l N M u t t P i l l

Fm T*mdoi» rwip wvjneto-iy, jjy 3i,zaa t> au

ft ESI[Listen to this broadcast

When an operator receives a new message the Command button blinks for two seconds. If there
are several messages waiting to be read, the Command button blinks and displays the number of
unread messages. If an unread message has an attached Instant Recall Recorder (IRR) recording,
a paper clip icon will appear beside the Command button.

The most recent message is displayed first. If it appears that the entire message is not displayed,
click in the white background of the message display to open the Message Viewer.

Click the Command button to display the next message. The previous message is replaced by the
next message and the number caption decreases by one.

The Message Viewer accesses additional message information. Clicking anywhere in the
Message Display causes the Message Viewer window to appear and the remainder of the
message is available.
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SENDING MESSAGES216.02

To send a message on the VESTA Titlebar, go to the Options menu and select Message Wizard.

The Send a Message window appears. In the Message to Send box, type the message. Once any

character is entered the Next button will darken, allowing you utilize it. Click the Next button.

t*4f*4 »*
ftw n*i4 *aifn i mt* bt

To Svcul

t» ^ £ nT A 1 IK*wit

Jt.

Kent v

The Send a Message window lists all of the operators who are currently logged on.

vmtcTtr^ v*Tf * j t?* WJW m* f .1g f
from'lift HO Mr* Lirlh* Hiy i *

bUe
muBfpw utflri

Cailtaiceri
Caift«ik8rt3 '

CalKdfcer14
CalttakeM4
CoIttokeriS
Cattakor17
CaffiakerlB
Cafltaker2
CaJltaker21
Ca1ltaker22

Sotact AU

Invert Soledkin |

Cancel |
i.

< Back Send

To send the message to users selected by an operator, the operator should press and hold the

CTRL key and click the appropriate user(s). Only highlighted users will receive the message.

To send the message to all users except the ones selected, press and hold the CTRL key and click

the appropriate user(s), then click the Invert Selection button. Again, only the highlighted users

will receive the message.
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To send the message to all available users, click the Select All button. All of the users are
highlighted. Click the Send button. The message will appear in the Message Display for the
selected users.

Note: The message will not appear in the sender’s message screen.

217 INSTANT RECALL RECORDER (IRR)

The purpose of Instant Recall Recorder (IRR) is to allow the operator to play back the last 30
minutes of each type of previously recorded transmissions (Radio/Phone/Transferred Call)
received at the workstation.

On the VESTA Toolbar, click the IRR button.

MS« >
9

IRR

The IRR window appears. Each item in the Call List indicates the date and time a call was
received, the length of the call, and the ANI/line number or radio type.

IRR
Type*: y phone ^ Radio y TXFRMU*..

Status: 17 Locked (7 Unlocked

4]|. Lengthj BesetgtlonTime
07/25/02 7.0252 AM 0:01 9 RADIO
07/24/02551 10 PM 002 0 RADIO
07/23/025:52 45 PM 001 9 RADIO
07/23/02 419:38 PM 0:09.6 (213) 928-8333
07/23/02 2 49:26 PM 0:181 (213) 928-8346
07/23/02 246.26 PM 0112 Line 8338
07/23/02 241 07 PM 3:52.6 (213/ 928-8346

— r-'«- v-
iLJ Iv—m*.r r>

fc*2JRADfO * (Stopp9<n
1M 1 • * I II

Radio Rec kSePhone Rec Ida |Locked Flea 0

PhoneTotat 29.232 :Radto Total 19130 TransferTotal 8142
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The operator may choose which types of recordings are visible. The operator may also sort the

recordings by the time they were received or group them by recording type.

An operator can specify how the recordings are listed. Select the Status by choosing Locked or

Unlocked recordings, or both, in addition to the recording type such as Radio, Phone or

Transferred. Clicking each option box will allow the operator to view all radio, phone and

transferred recordings. (Transmissions are listed in descending order, with the most recent call at

the top of the list).

To view the Call List organized by the time each call was received, click on the bar labeled

Time.

To view the Call List organized by the recording type, click on the bar labeled Description.
Phone recordings appear before radio recordings. Transferred recordings appear last.

By default, each recording is “recorded” over after 30 minutes of recording has been logged. To

avoid this, the IRR allows an operator to “lock” one or more IRR recordings on the workstation.

From the Call List, right-click the recording you want to lock, and then select Lock Recording

The lock icon (small key) appears in the Lock column (left side) of the Call List. The recording

remains in the current Call List until you unlock the recording.

To unlock an IRR recording, from the Call List, right-click the recording you want to unlock,

and select Unlock Recording. The lock icon (small key) is removed from the Lock column of

the Call List.

To close the IRR window, click the Close button.

PLAYING A RECORDING217.01

The operator may select which recording to play. Recordings are listed in chronological order,

with the most recent call at the top of the list. To play a recording do one of the following:

> On the IRR window, double-click the appropriate transmission in the Call List.

> On the IRR window, click once on the appropriate transmission in the call list, then click

the Play button.

> To jump the playback forward or backward by one-second intervals, click the arrow

buttons at either end of the browse bar.

> To jump the playback forward or backward by 10% intervals, click the browse bar itself.

> To jump the playback forward or backward to a selected location, drag the Browse Bar

Thumb button (the moveable square button in between arrow buttons) in the slide bar to

the left or right.
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> To return to the beginning of a recording click the Stop button (the 5th button), and then
click Play (the 3rd button).

> To play the next recording in the Call List click the Skip ahead button (the 2nd button).

> To play the previous recording in the Call List click the Skip Back button (the 1st button).
217.02 SENDING A RECORDING TO ANOTHER USER

On the VESTA Toolbar, click the IRR button, and the IRR window appears. After right-clicking
on the recording you want to transfer, a short menu appears.

[RR

Typo* P Phone ft? RMSO p TOTM W *

s? Ckmo
SMUK 17 Locked {7 Unlocked^4f

Time Description
fiMii 'o: i Ptoy recordnq
07/25/D2 1 Send recording to another user

Saw As
Lock recording

i t a

"! J
Jf iiCit-i-. ^ « T 1 •rl4J

MJ\A { ! LJ
[LockedFlee 0
>

Phone Total 13047 Radio Total 0374 iTransfer Total 0000

Phone Rec Ida Radio Rec Ids

Click Send recording to another user and the Send a Message window appears. In the Message
to Send box, type your message. Click the Next button. The Send a Message window lists all of
the available users. The operator shall send messages as described in the Message section.

217.03 LISTENING TO AN ATTACHED RECORDING

The operator shall launch the Message Viewer window. In the Message Viewer window, click
on the speaker. The IRR window will appear. The attached recording plays automatically and
the recording is saved to the IRR Playback list. The speaker button is then disabled for the
current message. After the transferred recording ends, click the Close button.

218 TELETYPEWRITER FOR THE HEARING IMPAIRED (TTY)

The Americans with Disabilities Act (ADA) requires that hearing/speech impaired persons
receive an equal level of service.

An operator may receive a TTY, a Voice Carry Over (VCO), or a Hearing Carry Over (HCO)
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call on the VESTA System. The usual TTY call involves a hearing-impaired caller who does not

speak. A VCO caller is one who is hearing-impaired and can speak. A HCO caller is one who is

speech-impaired and can hear.

The TTY window has three areas: the Button area, the Conversation area, and the Preset

Response area.

The Button area displays the current status of the TTY window and buttons for the

different functions you can perform.
A.

TTY Actove | Closedear

The Conversation area displays the text of your conversation with a TTY caller.B.

ri-T

ii*I

9-1 eiiiHrftenqr 3a
i HELP EA

jwaii u&Hronr nawnwUe* cj yst
SGMOHEMO mcm m THE

1
b

r

.

The Preset Response area displays pre-programmed messages that can be sent by

pressing a function key or double-clicking the message itself. The preset responses are

organized in tabs.

C.

GfMtnflGamrd PoBca

I [ I »1-1 do you d poSct qQa

J I whata do ywj noad pafcc q ya
jinrxon *onk IA • i ' M

i
1
1

ill

The TTY window is automatically launched if the caller is using a Baudot TTY device. The

TTY window will appear in Active mode. The TTY greeting message will automatically be sent

to the caller.
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Example: 911 emergency ga

Clear Close
944 emergency ga

Genetal Pofico Graebng

1 | 9-1-1 oweigenc? ga

<

The caller’s response will appear in the Conversation area. Continue the conversation by typing
a message or by selecting a pre-programmed message from the Preset Response area.

nvActtva|y Clear Close
v944 emergency ga

l NEED HELP GA
do you need police or paramedics q ga
POLICE SOMEONE IS BREAKING INTO MY CAR IN THE
DRIVEWAY GA
what does person look like q ga

6(moral GreetingPokes

3EH944 do you need polbi q ga
whe«e do yw need pegsa q ga

rtli.il tbft pi.Mon |auk

UU

The TTY module must be launched and activated upon receiving an open line. To launch and
activate the TTY window, click on the TTY button located in the VESTA Toolbar. The TTY
window will appear in Disabled mode. Click the TTY Disabled button. The TTY window will
now appear in Active mode and the TTY greeting message will automatically be sent to the
caller.

218.01 COMMUNICATING WITH A TTY CALLER

When processing a TTY call, the operator has three options for communicating with the caller.

> Double-clicking the appropriate response in the displayed tabs.
> Pressing the function key assigned to the appropriate message.
> Typing a manual response.

The caller’s messages as well as the operator’s messages appear in the Conversation area. A
scroll bar will automatically appear when the text exceeds the size of the window. A different
color is used to represent each speaker. The caller’s text is green and in upper case while the
operator’s text is blue and in lower case. Any third party that joins the conversation, (i.e., the
Fire Department or a supervisor) will be upper case green.
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An operator may receive a HCO/VCO caller. In order to communicate with the caller, the

operator will toggle the TTY Bisabled/TTY Active button when appropriate (to turn TTY
capabilities on and off).

HOW TO PROCESS TTY CALLS218.02

Once a connection is established with a TTY caller, the operator may perform call tasks as

he/she would with voice calls.

To place a TTY caller on hold, click the Hold button (Refer to Call Control panel). Placing a

TTY call on hold disables the TTY window, but retains the TTY conversation on the screen.

The TTY window is not automatically reactivated when the operator retrieves the held call. The

TTY window must be re-activated.

Conferencing or Transferring a TTY caller is accomplished as described about (refer to Auto

Dial Window). Conferencing a call disables the TTY window, but retains the TTY conversation

on the screen.

Note: When you conference or transfer a TTY caller, the TTY text is not transferred.

HOW TO PLACE A CALL TO A TTY USER218.03

The operator may manually enter a TTY user’s phone number in the Dial Box. While the

number is being dialed, the operator shall launch the TTY module and activate it. Continue the

conversation as above.

The operator may also place a call to a TTY user using the ANI Callback list.

CLEARING TTY CONVERSATIONS/CLOSING THE MODULE218.04

The TTY conversation area is automatically cleared whenever an operator takes a new TTY call

or logs off VESTA. To clear the TTY conversation area, click the Clear button on the TTY

window. All the text is removed from the TTY conversation area and saved to the call record.

Closing the TTY window does NOT release the line on which the TTY call was received. To

release an active TTY call, click the Release button in the Call Control window. Closing the

TTY window does not clear the text in the Conversation area until you receive another TTY call

or you clear the conversation area manually.

See Teletypewriter for the Hearing-Impaired (TTY), Manual Section 2/218 for additional

information on TTY calls.
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DISPATCHER USER INTERFACE (DUI)
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DISPATCHER USER INTERFACE-DUI219

DUI is a custom-built interface for MCC 7500 that allows an operator to quickly select and de-

select channels for broadcast. It provides for pre-configurcd multi-select groups and addresses

the need for priority transmit, request to transmit, and automatic incident group creation.

220 LAUNCHING DUI

Place the point of focus on the Premier CAD working screen and depress the ALT key on the

keyboard to display the Menu Bar. Click on the Communications tab, scroll to the Channel

Groups Icon and click to launch DUI.

The DUI will appear on screen 4 over the working format.A.

The DUI display remains on Monitor #4 and should be placed on the lower right

hand comer next to the lower command line area. It will work in conjunction

with MCC 7500 to allow the operator to quickly select and de-select channels for

broadcast.

B.

CHANNEL SELECT221

The Channel Select area has three tabs containing single or groups of channels:

Channels -An alphabetical listing of all channels available.A.

Groups-A numerical listing in predefined groups.B.

Geographic-A numerical listing of predefined group select, additional unit,

following/back-up and ASTRO ROVER selections. Selections from this tab
shall not be used.

C.

MULTI-SELECT TRANSMIT 1MSEL1222

The MSel is a configuration used to multi-select frequencies. The MSel option corresponds to

the MSel’s found in the MCC 7500 display. DUI allows for the use of MSel 3.

Note: It is recommended that MSel 3 be used for the DUI application.

CHANNELS IN GROUP22.3

Channels In Group display allows the operator to view what channels are being selected for use

in a multi-select broadcast.

To add a channel or group of channels the operator shall:
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Select the concerned channels from the “Channel Select” window. There are 4
ways to add channels:

A.

> Double-click in the selection
> Click and drag the entry
> Click to highlight and click “Add” button
> Click “Add All” to select all channels from the channels tab.

The operator may use a maximum of channels in the Channels in Group
window at one time. The operator will receive an error message indicating the
number of channels exceeds the limit when attempting to load more than
channels.

B.

Note: The “Add All” button may only be used with the channels tab.
224 CHANNEL STATUS

The status of each channel in the Channels In Group list will reflect an updated status. The
change occurs in MCC 7500

> White Background- the channel is idle and available for transmissions.
> Red Highlight- the channel is currently being used by the operator.
> Yellow Highlight- the channel is being used by another operator.
> Black Background with white diagonal lines — the channel is not available to the

particular operator/workstation.
> Black Background with white criss-cross lines-the channel is not valid with MCC 7500,

but the operator/workstation is attempting to use it.

225 REMOVING CHANNELS

Any channel or group of channels in the Channel Select window may be removed by
highlighting the entry and clicking the “Remove” button or by double-clicking on it. The
“Remove-All” button will remove all entries from the Channels in Group list.

226 LOAD MSEL

Once the desired channel(s) have been added to the Channels in Group list, the operator must
load them into the desired MSel.

Note: Adding channel(s) to the Channels In Group does not immediately make those channels
available for broadcast.

To load the channels, click on the “Load Msel.” This will cause the channel(s) to be reflected in
the MSel 3 window on the MCC 7500 display. Once the MSel has been loaded it is locked to the
operator and the “Load MSel” button will be disabled (grayed out).
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OPEN MSEL227

The “Open MSel” button will cause all the channels to become available for broadcast. Their
audio will be routed to the operator’s headset. The Channels in Group list will have a green
border indicating that the list has been loaded into an MSel and the channels selected.

Note: The operator may bypass the “Load MSel” step and cause the MSel to be loaded and
opened in a single step with the “Open MSel” button.

CLOSE MSEL228

The “Close MSel” button will allow the operator to close the MSel. This will de-select the audio

(of those channels) in the headset and re-select the channel(s) that had been selected prior to the

“Open Msel.” The list of channels within the MSel and “Channels in Group” remain intact.
They will not be active. The “Open MSel”, “Reset MSel” and “Chnl Grp Reset” button will then

be enabled.

RESET MSEL229

The “Reset Msel” button will issue a “Close MSel” and then clear the channels in the specified
MSel. This will de-select the audio of the channels, clear them from the MSel and re-select the
channel(s) that had been selected prior to the “Open Msel.” The “Load MSel” buttons will then
be enabled.

GENERAL TRANSMIT WITHIN DUI230

Once the channels have been loaded into the multi-select and opened, the operator may perform
a general transmit via the foot pedal or transmit button on the toolbar.

Upon activation of the general transmit, all available channels will be keyed immediately and the

operator will have the air. As busy channels become available, they will be added to the
broadcast. A green “Ready” button will indicate that all channels are available. An absent
“Ready” button indicates that at least one of the selected channels is being used by another
operator.

Note: As the channel(s) becomes available, they will be added to the operator’s transmission (in
mid-broadcast).

CHANNEL GROUP RESET (CHNL GRP RESET)231

The “Chnl Grp Reset” button will issue a “Reset MSel” and then clear the Channels in the Group
list. This will also de-select the audio (of those channels) in the headset and re-select the
channel(s) that were selected prior to the “MSel Open.” The “Load MSel” and “Open MSel”
buttons will then be enabled.
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PRIORITY TRANSMIT232

Priority Transmit allows the operator to preempt other operators currently transmitting in order
to make immediate/urgent broadcasts. When the operator clicks on the “Priority Transmit”
button, a broadcast data message will be sent to all workstations. If the selected channel is being
used at another workstation, a tone will sound in the headset of that operator.

The “Priority Xmit” button will change to a “Cancel” button. If the “Cancel” button is pressed,
the Priority Transmit sequence is aborted. When the priority transmit button is pressed, a five-
second timer is initiated. Once the timer expires, the DUI will automatically toggle to the APB
Transmit. The initiating operator will have all channels automatically made available and may
begin his/her broadcast. Once the broadcast is complete, the operator shall press the “APB End”
button. This will cause the button to change to “APB Xmit.” The operator may continue
broadcasting by toggling on/off the button.

Note: Using the APB Xmit button a second time causes all channels to be available (no
additional alert tones will be heard).

Should an operator desire to exit the Priority Transmit mode without closing or clearing the
multi-select, he/she need only to press the “End” button. This will return the operator to normal
channel group operation with the currently selected group open and ready to use (i.e., general
transmit).

Note: The initiating operator must remember to toggle the “APB Xmit” button on and off or
there will be open air.

CHANNEL REQUEST233

The Channel Request feature allows the operator to request a set of channels. When the operator
clicks on the “Channel Request” button a broadcast data message will be sent to all workstations.
If the selected channel(s) is being used at another workstation, a tone will sound in the headset of
that operator. At this point the signaled operator can opt to drop the air. Unlike the Priority
Transmit sequence, no channels will be taken away within a prescribed time frame. This
operation can be used with urgent field situations.

ADVISORY WINDOW234

The Advisory Window notifies the operator when a message has been sent from another operator
by displaying a red dot on the Advisory Window Toolbar, (i.e., another dispatcher issues a
Priority Transmit). Click on the red dot to view the Advisory Messages.
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MCC 7500 ELITE DISPATCH APPLICATION
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235 MCC 7500 ELITE DISPATCH APPLICATION

The MCC 7500 Elite Dispatch Application (MCC 7500) is a configurable
computer-based interface that allows a dispatcher to communicate with:

Radio resources-field officers and Area stations.1.

2. Telephone resources-intercom

The MCC 7500 configuration for Communications Division has been restricted to
radio and telephone resources only. There is a maximum of channels for
Multi-selection. The configuration also works in conjunction with the VESTA
Instant Recall Recorder (IRR) to instantly play back recorded radio transmissions.

236 LOGGING ON TO MCC 7500

An operator will log on as a Radio Telephone Operator (RTO), an
Emergency Board Operator (EBO), Bureau Communications Coordinator
(BCC) or an Auxiliary Telephone Operator (ATO).

1.

2. In the event that an RTO is working a tied frequency, the RTO shall log
on with the original RTO position for the assigned frequency.

Note: PSR’s will log on the Premier CAD system separately.
In most instances, the MCC 7500 interface will be visible on Monitor #5.
If it is not visible, the operator must launch MCC 7500.

3.

To launch MCC 7500, the operator will locate and click START
on the Taskbar on monitor #5. Then point and click on the ELITE
CONSOLE tab. The operator will then be presented with
configuration options on screen #5.

a.

¥ Elite Console ESIr COftSQlr

i s s iConsdeCADPro y ConsoJeCADPro y
•r f «'

*y* wordpad wordpad

jTTtj Programs gr Programs

j Shut DownShut Down...
Then select ‘Elite Console’
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.£1*3Upcn

3LJX* n [g*) confio - is o m-
>MRT013

,RT014
ARTOIS

RT016

^RT017
**lRT018_

RT019

* RT02Q

RT021

,RT024

^RT02S
<f RT034

RT035

ATO
{i

l^ EBO

^RTOl
3RT02

i^ RT03
• A

H) RT04

RT05
RT06 A

AART07 ~5

ARTO0
*-5

<‘|RT09
7 RT010

RTOll
RT0123

31 Open
File name

3|EKte Files ( '.olt) CancelFile: of type

Select the appropriate configuration and click on ‘Open’

The operator will then be presented with the login screen. The

user login name and password will be ‘operator’. The login and

password must be input by typing in each field and then click on
the OK tab.

b.

Upon successful logon the configured display will be visible on

Monitor #5. (Example below is RTOl)
c.

136

Los Angeles Police Department — Communications Division Manual - 2015 Edition



Volume II -EQUIPMENT AND APPLICATIONS

d. To change from one position to another, the operator will locate the
configuration button on the Menu Bar and point and click on “Open”,

the configuration option box will appear. The operator will have the
option to highlight the appropriate Radio position and click ‘open’, or
double-click.
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FRO - Mnlorota Mi l 7500 Lille Dispatdh

fconFmahon View Fwiur** Foiduc help

/illJ I rOiptsfi

7
i EK<

2 PTOJ
3 D:\data\.., \conftg*PT036
4 D:\data\.,.UNTEPOP\PT036

Last Configuration

VB TACTICAL |

WIA

V i t ID

1
/

Ctrh-L
WTU* . . ..

/Ev^ +I

-LJ *JOpen

3 :J OS o S’UCM in [.2j config

{fjRTOld

\'|RT014
j^RT015
j*}RT016

I^ RT017

j^ RT018

3RTOI9

^]RTO20
RT021

^
RT024

^RT025

3RT034
*!#1RT035

j'JATO
it BCC
i^ EBO
f r RTOl

RT02

RT03

RT04
RT05
RT06
RT07

it

{*1
3{»

A
\

RT08
RT09
RTOIO
RTOll
RT012vO

Open3rFite name

|ESte Fiesl .eltl ZJ CdfindFie:of type

e. The configuration option will display the sign-ons for

the console. The operator may also select one of these by clicking
and highlighting it, or double-clicking the selected configuration.
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237 LOGGING OFF FROM MCC 7500

1. To log off from MCC 7500, click the Configuration button on the Menu
Bar then click Exit.

KS33 BMotorola MCt J 50ft fri r* Ptsp-iti
Conngutaaon Vwv reeouros holders n«p

•4»n. ,

IE&>
2 PTOI
3 D:\data\.,,\config\RT036
4D:\dataL,.tfNTEP0P\PT036

Last Configuration

TACTICAL j
WLA
MttE
\' \ I ID/

Ctrkt
WTO
VD. ^ 4

Note: MCC 7500 shall not be closed if there is an active Emergency
Trigger Activation.

238 COMPONENTS OF THE TITLEBAR

PSR’s perform basic radio functions from a centralized screen with the use of the
Titlebar.

vEBII * Molvrnta MCC 7500 Elite Dispatch
Configuration View Feature Folders Help

MmMOTOROLA

1. The Caption identifies the name of the Titlebar and the operator logged on
to the workstation.

Configuration - this menu allows the operator to choose one of the
configurations set up by the system administrator. It also allows the
operator to close MCC 7500 completely.

2.

*100 Motorola MU ?5tm Elite Dispatch

'jjnfifluration Vtew Features Folders Help
Open., ari+o
1 ED:«

:PTOI
3 D:\data\..,\config^PTC« 36
4 0,\data\...UNTEPC<PT|PTM3I5

Last Configurabon

TACTICAL
WLA
MOi; I
PIT If)

/
/

OrtR
WTD4£'it VDE i men;
ri i IU mM/
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Open - opens a form listing all the configurations available.a.

b. Numbered listing - the numbered menu choices listed below Open
are the last four desktop configuration files loaded on the console.
Users can quickly load one of these configurations by clicking it.

Last Configuration - reloads the most recently used
configuration.

c.

d. Exit - exits the Dispatch program.

View-allows an operator to display the dialogs for the Activity Log.3.

EBO - Motorola MCC 7500 Elite Dispatcl

Configuration j view Features Folders Help

v 1 Activity Log

OCB-PSB 1 OVB-QWB

Features - this menu lists miscellaneous items that are enabled in the
loaded configuration.

4.

I? \ m I Motorola Ml I /MIU Elite Dispatch
Configuration View j Features Folders Help

All Mute
System Status...

OCB-OSB Secure Operations...
End Emergency Tones

dear Status Line

All Mute - Silences all audio from unselected channels.a.

b. System status-Shows the status of the radio system.

Secure operations-Configuration of encrypted (secure) radio
transmissions (not currently used).

c.

d. End emergency-Silences the audible tones generated during an
Emergency Trigger activation.

Clear status line-Clearse.
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Folders menu-another way to switch between desktop folders.5.
mi MolOf oJa *1CC 75WI Fllte Dispatch

Zonttguration View Features : Folders «e*P
1OCB-CSB

Z OVB-OWB

B TACTICAL
4 TMTFP*

'iP

a
ftCB-OSB 1clto

VNYK
VUC 4nn
WVAL "i

/ VE)I in
PI 1 Ib M

Help menu - Accesses MCC 7500’s help files.6.

Contents - lists all Help topics.a.

f BO Motorola'ICl /500 Hilp Dispatd

Configuration View Features Polders j Help

Elite Dispatch Help
MOTOROLA

L'CB-OSB j OV&^WHr
About Motorola MCC 7500 Elite... i

Using Help describes how to use the help files.b.

|||? MfC 7 n̂n Elite Dispatch

33 <1= =v
Hide Bad. Forward Punt

£orten»;| |Search[ fiton âry } Welcome
Foreword
EliteDispatch Basics
Getting Started
Working with Configurations
Communicating with Radios
Advanced SignalingFeatures
Using The Stack
Working with Aiwios
Resource Groups

Troubleshooting

u Welcome to MCC7500 Elite Dispatch Application Online Help.
Use the tabs on the left to navigate to topics:

• Select the Contents tab to view the Table of Contents. Double-click a bo>

view the topic pages contained inside. Click on a topic to open the page i

• Select the Index tab to view an alphabetical list of all the topics included
Help. Double-click on the topic to open the page in this pane.

» Select the Search tab to search the Online Help topics by keyword. Typ
phrase in the text box and click the List Topics button to view a list of the
topics which contain your keyword.

• Select the Glossary tab to view an alphabetical list of terms and their def

mmssa
mS3m&m
r \

S3m

About Motorola MCC 7500 Elite Dispatch displays MCC 7500
copyright information and software version number.

c.
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*1AHpuK Motorola MCC 7500 tUlr Dh.41.1ith

OY |Motorola MCC 75G0 Elite Dispatch

Version V2ELITE_R06 01 15

Copynght Motorola Inc C010 All nghts resented

Warning Use otthis computer program is governed by the
terms and conditions otvour license agreement with Motorola
Inc In addition this computer program is protected by copyright
law and international treaties
Unauthorized repioduction or drstnbution otthis progiam or any
portion ot it may result in severe civil and criminal penalties
and will be prosecuted to the maximum e-tent possible under
the lew U S and international patents pending

239 TOOLBAR

The toolbar provides quick access to the most frequently used menu items.

1y I_ INR MuiuroLi vii i / .sou Llirr i )is|Mi <[h
'Configuration View Features Folders Help

m m uMOTOROLA IXJ
1. General Transmit Button

The General Transmit button allows the operator to transmit and is
equivalent to pressing the foot pedal.

r\ Alert Tones Buttonz,.

EMi A
V

! *
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The Alert button allows the operator to send an audible tone to field
officers prior to making a broadcast. These tones are used for Priority I
calls, and retones.

3. Activity Log:

TOlHIjmA

£
H !

1
1

[ wn

SOW
DEV

^"

NEWT
Mission
Mission
SOW
HARB
DEV
WVAL
Topanga
Olympic
CENT
SOE
CENT
WTD
CENT
WTD
CENT
Mission
VTD
NHWD
PAC
VNYS
HOBK

< r

_ . ..J.
i

! ' i

4
i

’ wn
( !

.1
i.

I

T

1
I

. _ L. . .

The Activity log is a window that reflects a chronological record of
system-wide radio activity.

d.

An operator will respond to any of the transmissions by scrolling
through the list, highlighting the desired transmission and
transmitting as normal. This allows the operator to respond to a
broadcast without first selecting or multi-selecting that officer’s
channel.

e.

Note: This is the first place an operator should look upon
notification of an emergency trigger activation, as the involved
unit’s ID will be reflected (in red).

End Emergency Tones Button4.
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Emergency tones are activated when a rover is activated. The
Emergency Tone button allows an operator to silence the tones at
their console. It does not change the status of the emergency.
The BCC’s or supervisor’s have the ability to silence the tones at
all positions.

a.

System Status5.

x|System Statu*

Peripherals

Status

^ Trunl.mg Systems Status

Status System Name

i

// SVSTEMlGPEWS
1
%

Conventional System Status

Status

/ wide Mode

Close

6. All Mute-Allows an operator to mute the external speaker for 30 seconds
at a time, silencing unselected audio. Depress the ‘All Mute’ tab on the
title bar:
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RADIO CHANNEL FOLDERS240

All radio channels available to an operator have been divided into folders.
Folder Tabs, located right below the Toolbar, reflect all the folders in the

current configuration.

1.

I H1U1 Hotorul/i HU /5EJ0 [ fate Ddcpafcd

•^jnfiguraaon view heacures rddejs Help
-T|j • — •

l : iT

ON I INTEPCiSOWB 1;OSB ]cjnjoye |RTOI

CENT
39275
PTT ID

/y
r • mv &

PTT ID
PTT ID

I
1

CTD

PT r ID> Bs
EMERGENCYCTACZI <AMP

Vl)L y

NOE . *

Mor rn
: P!1 ID mm

NT:WT
Ml 'C t
n i ID>
HOF1 K

PI I ID>

Radio channels are sorted into folders by bureau, Citywide and Interop.
BCC, ATO and EBO configurations are slightly different. Operators can
click on any folder tab to access the channels assigned to that folder.
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IBfl - Motorola MIT 7.S00 Elite Dispatcl
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METRO>mum
CHANNEL DISPLAY240.01

CENT
MDC OP80
PTTID

UJ5C

[PTT ID
000
000

[PTTID
[PTTID
PTT ID
IPTT ED

i0000
SCS

IPTT id1000

The RTO’s base channel appears in extended mode in the upper-left hand

comer of the MCC 7500 display.
1.

146
Los Angeles Police Department - Communications Division Manual - 2015 Edition



Volume n-EQUIPMENT AND APPLICATIONS

2. All other available channels will be displayed in compressed mode. To
display the extended mode for channels other than base, click on the down
arrow in the channel box. The channel’s name and current volume are
always displayed within the box.

After log on, the RTO’s base will appear dark blue. In order to transmit
on the channel click anywhere in the dark blue area. This will cause the
box to turn white with a green border. This indicates that the operator
may broadcast on the channel.

3.

240.02 CHANNEL DISPLAY COMPONENTS

1. Instant Transmit

This feature allows an operator to immediately begin transmitting,
overriding all other broadcasts. No warning is given to other operators.

Note: The Instant Transmit feature should be used with discretion and/or
at the direction of a supervisor for officer emergencies only.

Volume control2.

io 3

Channels can be viewed selected or de-selected. The Channel’s volume
ranges from 0 to 7. All de-selected channels are preset at zero. When de-
selecting a base channel the volume range is preset to 5. When selecting
channels the volume range is preset to 7. To adjust the range, drag the
volume slider from left (decreases) to right (increases).

3. Stack

The Stack (streamer) consists of two columns and displays radio
transmission information on a channel. The information is listed in
chronological order with the newest entry at the top.

a.
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1) The left column displays the ASTRO radio ID# of the unit
that is broadcasting.

2) The right column displays the type of broadcast (i.e.
Emergency Alarm, Push to Talk ID) and the time it was
received. To view the time click in the right hand column
and toggle between type and time.

An active emergency in the stack remains at the top of the stack
until it is acknowledged.

b.

Duplicate entries are placed at the top of the stack. The oldest entry
is deleted.

c.

BROADCASTING AND RECEIVING RADIO TRANSMISSIONS241

An operator can broadcast and receive transmissions from field officers in
one of four ways:

1.

General Transmit allows the operator to talk on the selected
channel or channels using the lightning bolt on the toolbar or foot
pedal.

a.

Instant Transmit allows the operator to talk on a single channel,
whether that channel is selected or not. It will override the current
transmission on the channel.

b.

Note: The Instant Transmit feature should be used with discretion
and/or at the direction of a supervisor for officer emergencies only.

Multi-select Transmit allows an operator to transmit on multiple
channels simultaneously.

c.
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d. Patch Transmit joins separate frequencies allowing officers &
operators from different channels to temporarily communicate with
each other (BCC or Supervisor use only).

The lightning bolt in the channel box will change colors indicating the
status of the involved channel.

2.

Grey - the channel is not in use.a.

b. Yellow - the channel is busy.

Red - the operator has the channel and is broadcasting.c.

General Transmit3.

CENT
MD
PTTIDi

0000 PTT ID
PTT ID
PTTID
PTT ID
PTTID

IPTT IP

000
000
000
000
00

To general transmit on a single channel, click anywhere within the
blue background of the channel box. A green border surrounding
the channel box indicates the channel is ready for broadcast. The
operator can use the toolbar button or foot pedal to transmit.

a.

Note: A channel remains selected until the operator deselects it or
selects another channel.

Instant Transmit4.

Instant transmit is the lightning bolt located inside the channel box.
Instant transmit does not alert other operators with an alert tone
and should be used with discretion and/or at the direction of a
supervisor for Officer Emergencies only.

a.
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Multi-select Transmit5.

MSel (multi-select) allows the operator to use three individual
folders to group channels to broadcast.

a.

Building a multi-select group (RTO)b.

| Msel 2| Msel 3 |

Select a multi-select folder1)

Click on the Msel Edit Button (the 3 boxes). The Multi-
select window will then be highlighted green, indicating an
active grouping. First, select your base frequency by
clicking anywhere in the white area. Click anywhere in the
dark blue background of the additional channels you wish
to add to the group selection. The operator will notice that
the channel names will appear in the multi-select box.
Then, the operator is able to broadcast on all channels via
general transmission (i.e. foot pedal or lightening bolt on
the toolbar).

2)

To remove/deselect a channel(s) from the multi-select
group, click anywhere in the white background of the
channel box. It is recommended that the RTO not remove
their base channel from the initial multi-select folder tab.

3)

To deactivate the grouping and allow it to remain in the
folder tab(s), click the Msel Edit button.

4)

It is also recommended that the RTO utilizes Msel 1 for
area group selection, Msel 2 for base & traffic and Msel 3
for DUI (DUI will be taught in a later lesson).

5)
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6. Patch Transmit

Patch grouping allows the BCC to group channels together so that
field officers & operators can all communicate. This will cause any
other operator to broadcast on multiple channels as well, whether
or not all were selected. BCCs or Supervisors are authorized and
configured to perform this function.

a.

Note: If an operator "patches” two or more channels, those
channels remain “patched” until an operator removes the patch
from the originating console.

b. To build a patch group, follow the same steps as outlined above for
building a MSEL except of use the Patch folder tab instead of the
multiselect folder tab.

Officers broadcasting while not on their Base Channel7 .

Any transmission originating from the field on any unselected
channel (i.e. Simplex/Fallback, TAC channels which are not being
actively monitored, etc.) will not be heard by Communications
Division personnel.

a.

PROCESSING EMERGENCY TRIGGERS USING MCC 7500242

Field personnel who are in a emergent situation may utilize an “Emergency
Button” on their handheld or mobile radio. When the button is depressed, the
radio automatically opens the microphone and transmits for 10 seconds, allowing
Communications Division personnel to assess the situation and take appropriate
action.

MCC 7500 enables a field unit to notify all radio users, via an audible tone
and visual indication, of an emergency. Once an emergency trigger is
activated, the ROVER will automatically switch over to the emergency
channel (channel 50) enabling two-way communication between the
officer and the BCC.

1.

2. MCC 7500 allows the emergency tones to be heard via the speaker or in
the headset of an RTO or BCC.
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MCC 7500 will initiate the emergency tones alerting all logged on
RTO/BCC operators. The border on the emergency trigger button will
flash red (on all consoles) and the unit’s name/ID or ROVER number will
appear in red at the top of the RTO’s stack and Activity Log. The stack
will also reflect “Emerg Alarm” next to the unit’s name/ID or ROVER
number, if the ROVER is unassigned.

3.

An operator may silence the emergency tones for their position by
clicking on the End Emergency Tones button on the toolbar. A BCC or
supervisor can silence the tones on all consoles by clicking on the
Acknowledge Emergency button.

4.

5. BCC Responsibility:

000 jEmerg Call A

000 Emerg Call“

000 PTT ID
000 Emerg Alar
0001 Emerg Alar
6000 :Emwg Ahur

©fa
Cfcm

4
Upon notification of the emergency trigger activation, all operators
should display the emergency trigger channel box in extended
mode by clicking on the down arrow.

a.

The BCC shall silence alert tones on all consoles by clicking on
the Acknowledge Emergency button. A green check mark will
appear next to the Unit ID entry in the QuickList and green check
marks will appear next to the corresponding entries in the Stack
and Activity Log.

b.

Note: Active Emergency calls in the stack remain at the top of the
stack until they are acknowledged.

The emergency channel will automatically be selected in the
BCC’s headset at maximum volume (7). BCC three will be

c.
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responsible for putting out the initial broadcast if the ASTRO
ROVER is unassigned.

Note: The RTO will take over the broadcasting when an
emergency exists.

d. At the conclusion of the emergency, the BCC shall click on the
Emergency Knockdown button. This button will only be activated
when there is an emergency trigger activation. The Emergency
Knockdown button will terminate and clear the emergency at all
operator positions. All entries from the Emergency QuickList will
be removed. The channel box will no longer be highlighted in red.
The status line of the Emergency QuickList will go blank and the
corresponding entry in the Stack will change from red to black.
The Activity Log entry color does not change.

Note: If the operator switches dispatch configurations or exits the
current configuration while an Emergency is unacknowledged,
then the Emergency will be knocked down.

6. RTO Responsibility

Upon notification of an Emergency Trigger activation, the
involved RTO should immediately extend the Emergency Trigger
channel box and launch the activity log if not already launched.
The Activity Log stack will allow the operator to ascertain the
involved unit’s ID or unassigned ROVER number.

a.

b. If the ASTRO ROVER is logged on, the RTO shall make the
initial broadcast and handle any subsequent emergency according
to established policies and procedures.

Upon conclusion of the emergency situation, the RTO shall advise
the BCC, who in turn will “knockdown” the emergency.

c.

243 PRIVATE CALL (PVTCALL1 FUNCTION

1. Private Call Button

The Private Call button allows direct contact between two operators at
either Dispatch Center.
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To send a Private Call to a selected user:a.

The operator must not be multi-selected with radio
frequencies. Click on the Private Call drop down arrow
and click the radio button (2 walkie talkies). The operator
will be presented with MDC/VDC console numbers. Upon
selecting the appropriate operator number, the operator
shall click ‘send’.

1)

Note: Operators will continue to receive in-coming calls if
they remain on ‘Ready’ status on Vesta.

rVTCAl i
->

Click on radio tab display:

MDC ,
MDC
(S' Maitoi
C c uftum

1 j1- icnd9

b. To receive a Private Call:

The receiving operator will be alerted to the Private Call
request by an audible beep. The receiving operator will
click the drop down arrow and see a green light on top of
the radio. Click the 2-way radio button to connect and step

on your pedal or general transmit button to talk.

1)
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To terminate a selected Private Call:c.

To terminate a Private Call, click the “2-way radio” button.
To close the Private Call menu click on “close”.

1)

Note: If a Private Call is not opened, it will come through the
external speaker while keeping the radio in the headset
When Private Call is selected, the caller will be in your
headset and radio frequencies will be monitored via the
external speaker.
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ORION VELA ADVANCED MAPPING APPLICATION
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244 INTRODUCING ORION VELA

ORION Vela is designed for use in emergency response dispatch centers. The primary purpose
of this software is to provide emergency dispatchers with important information, such as the
location of an incident and unit location.

Tools included in ORION Vela allow an operator to perform the following tasks:

• Look up streets, addresses and locations on the map
• View information about difference features on the map
• Perform standard map manipulations, such as zooming and panning
• Measure features on the map
• Generate driving directions between two points on the map
• Locate Wireless Phase I and Phase II calls on the map

A complete Agent Manual is available in the “Help” drop-down menu of ORION Vela.

244.01 LAUNCHING ORION VELA AND LOGGING ON

1. Launching ORION Vela

When the operator logs on to VESTA it will launch VELA
automatically.

a.

If the map is not displayed after logging on to VESTA, the operator must
launch Vela.

b.

D To launch Vela, left click on the START button located on the
Task Bar, highlight & click Vela 2.0. After a few seconds the
Logon box will be displayed.

2. Logging On

On the Login dialog box, in the Username text box, type
Agent.

a.
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No Password is required1).

2). Click Login

3. Logging Off

When the operator logs off of VESTA it will automatically log off Vela
simultaneously.

a.

If Vela does not log off automatically, there are two ways to
log off:

b.

1) Click on the X in the upper right hand comer of the window.

Click on File in the Menu bar, highlight & click ‘Exit’ (this will
rarely be used).

2)

ORION VELA INTERFACE AND MENU BAR244.02

The ORION Vela interface layout is divided into different sections. Each section or window
consolidates information in a unique manner to facilitate easy navigation. Various tools allow
for accessing particular mapping functionality.
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The ORION Vela Menu bar contains numerous options that allow you to print, export, exit the
application, toggle the visibility of specific features, retrieve on-line Help, and so on. The Menu
bar also provides access to various tools.

1. The Menu bar runs across the top left hand side of the screen and includes the
following options:

File-Displays 4 optionsa.

Print - Print a map view1)

2) Export Map as-Export your map

3) Export Data as-Export your map data as a text file

4) Exit-Close the ORION Vela application

b. View-Displays 11 options

1) Fixed Zoom In- Increase the current zoom level by a set amount.

2) Fixed Zoom Out-Decrease the current zoom level by a set
amount.

3) Full Extent-Provide a full extent view of the map

4) Previous Extent-Return to the previous map view

5) Next Extent-Move forward to the most recent map view

6) Legend-Show or hide the Legend

7) Incidents-Show or hide the Incidents List

8) Overview Map-Show or hide the Overview Map

9) Hyperlink Results-Show or hide Hyperlink Results

10) Status Bar-Show or hide the status bar

11) Scroll Bars-Show or hide scroll bars for your active map
window.

Tools-Displays 6 optionsC.
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1) Connections-Connect or disconnect a server connection.

2) Buffer-Locate data within a specific radius of a map feature.

3) Go to X, Y-Zoom to specific GPS coordinates.

4) Show Output Window-Shows the output window.

5) Discrepancy Reviewer-View a discrepancy log for incidents not
matching the map data with a high degree of certainty.

6) Reset Window Layout-Reset the window layout to the last saved
layout.

d. Help — Displays 2 options

1) ORION Vela Help-Open the applicable online help for the
ORION Vela 2.0 application.

2) About ORION Vela-View the ORION Vela About box.

WORKING WITH THE OVERVIEW MAP244.03

The Overview Map provides you with a better understanding of what portion of the jurisdiction
is visible in the active map display. It allows you to quickly zoom to a general area of the map,
and it displays the area of the active map window that is visible in a red box. By default, the
Overview Map appears on the left side of the window. This behavior, however, can be modified.
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1. Components of the Overview Map

Hide the Overview Mapa.

From the View menu, select the Overview Map
option

1)

Note: The check box is cleared next to the Overview
Map option and the Overview Map is removed from
the left side of the window.

2) (Conditional) If the Overview Map is set to Auto Hide,
from the left side of the window, move the mouse
pointer off the Overview Map or the Overview tab.
The Overview Map is hidden.

b. Show the Overview Map if hidden

1) From the View menu, select the Overview Map
option

Note: A check box appears next to the Overview Map
option and the Overview Map appears on the left side
of the window.

2) (Conditional) If the Overview Map is set to Auto Hide,
from the left side of the window, move the mouse pointer
over the Overview tab.

Note: The Overview Map appears on the left side of
the window, and remains open as long as the mouse
pointer is over either the Overview tab or the
Overview Map itself/

3) (Conditional) If the Overview Map is set to Auto Hide,
from the left side of the window, move the mouse pointer
off the Overview Map or the Overview tab. The Overview
Map is hidden.

To activate or deactivate Auto Hidec.

1) If you want to permanently show the Overview Map,

click the Auto Hide icon.

Note: This assumes the Overview Map is currently
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set to show automatically. The Push Pin icon points
down and the Overview Map remains visible, no
matter where the mouse pointer is located.

If you want to auto hide the Overview Map, click the
Auto Hide icon, and then move the mouse pointer away
from the Overview Map.

2)

Note: This assumes the Overview Map is currently
set to show automatically.

To zoom the active map using the Overview Mapd.

On the Overview map, click an area. The active map
window zooms to that area.

1)

On the Overview Map, press and hold the mouse
button anywhere on the map, draw a box of any size around
the target area, and then release the mouse button. The
active map zooms to that extent.

2)

MAP WINDOWS244.04

There are three different maps that will enable the operator to view the location of a specific

caller, assisting the public and units with directions, and to look up addresses and common
places.

NOTE: When a WIRELESS call is received, it will display on the map as Phase 1.5, or
Phase 2. Operators should continue to retransmit periodically to determine the current

and accurate location of the caller.

PHASE 1.5: The address of the Cell Phone Tower, direction and approximate dispatch
the caller is from the tower, and the caller’s phone number are provided. Phase 1.5 does
not provide the actual location of the caller. The address of the Cell Phone Tower is

plotted on the Vela map.

PHASE 2: The address of the Cell Phone Tower, caller’s phone number, and
approximate GPS coordinates of the caller are provided. The caller’s approximate
location is plotted and displayed on the map.

1 . Functions of the Map window

As the calls are being received, Vela will plot each call with a
different icon and color depending on the type of call it is.

a.
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1) Red telephone icon-when the call received is from a
landline

2) Yellow cell phone icon - when the call is received from a
Phase 1.5 wireless call

3) Green cell phone icon-when the call is received from a
Phase 2 wireless call

244.05 WORKING WITH THE LEGEND

The Legend is a graphical representation of all the map layers. In ORION Vela, you can
change the order in the drawing process for layers, and turn the layers and themes on or
off.

The active layer is designated with a black background behind its name. A layer must be
active in order to identify information for that layer. By default, the Legend appears on the
left side of the window. This behavior, however, can be modified.

1. The legend contains the following visibility controls:

a. Visible in map
b. Visible in map, but not within scale view
c. Not visible in map
d. Disabled in Legend

2. To hide the Legend (3 ways)

a. From the Main toolbar, click the Legend tool.
b. From the View menu, select the Legend option.
c. If the Legend is set to Auto Hide, from the left side of the window, move the

mouse pointer off the Legend or tab.

3. To activate Auto Hide on Legend

a. From the right comer on the Legend, click (push pin icon) Auto Hide icon.

4. To deactivate the Auto Hide on Legend

a. From the top right comer of the Legend, click (push pin icon) Auto Hide
icon, and then move the mouse away from the Legend.

5. To expand Legend entries

a. To the left of the layer name, click +
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6. To collapse Legend entries

a. To the left of the layer name, click -
7. To show a layer in the Legend

a. To the left of the layer, select the check box.

8. To hide a layer in the Legend

b. To the left of the layer name, clear the check box.

244.06 ORION VELA TOOLBARS

The ORION Vela interface includes map-related toolbars that perform various functions within
the map view.

I. MAIN TOOLBAR

A. Magnifier

The Magnifier tool magnifies an area of the map where the mouse is placed. The
degree of magnification can be set from 50% to 1000%.

1. Using the Magnifier

a. From the Main toolbar, click the Magnifier tool.
b. Move the mouse over the area of the map to magnify.

2. To change the degree of magnification

a. Click the mouse anywhere inside the Magnifier dialog box.
b. Type in the value.
c. Click OK.

B. Scale Tool

The Scale tool allows the user to change the relationship between the distance on the
map and the distance on the ground. The first number represents the map distance
and always is (1) and the second number represents the ground distance.

1. To change the scale of the map.

a. On the Main toolbar, from the Scale tool drop-down list, select a scale ratio.
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n. SELECTION TOOLS TOOLBAR

A. Rectangle Tool

A tool to select a collection of map features.

1. To select map features

a. In the Legend, select the map layers that contain features to be viewed.
b. From the Selection Tools toolbar, click the Select By Rectangle tool and

then draw a rectangle over the features you want to select (highlighted).
c. To add additional features to the selection set, press the SHIFT key and

draw addition rectangles over the additional features.

B. Clear Selected Features Tool

A tool to clear all selected map features.

1. To clear selected features
a. In the Legend, select the layer of layers that contain features you want to

clear.
b. From the Selection Tools toolbar, click the Clear Selected Features tool.

III. MAP TOOLS TOOLBAR

A. Map Zoom Functions

This section discusses several map functions that widen, narrow, and move the map
view within ORION Vela. When working with a map it may be necessary to zoom in
to view an area in more detail or zoom out to see a larger area of the map.

1. To zoom in

a. From the Map Tools toolbar, click the Zoom In tool.
b. Move the mouse pointer over the map; use one of the following methods to

zoom in.
1) Single-click a point on the map to zoom in around that point.
2) Press and hold the mouse button to drag a box around the area to zoom

into, then release the mouse button.

2. To zoom in by a fixed amount

a. From the Map Tools toolbar, click the Fixed Zoom In tool.

3. To zoom out
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a. From the Map Tools toolbar, click the Zoom Out tool.

4. To zoom out by a fixed amount

a. From the Map Tools toolbar, click the Fixed Zoom Out tool.

5. To zoom to the full extent of the map

a. From the Map Tools toolbar, click the Full Extent tool.

B. Pan Tool

The pan tool moves the map display around to show areas around the current viewing
area without changing the scale of the map.

1. To pan the map

a. From the Map Tools toolbar, click the Pan tool.
b. Move the mouse to the map and press and hold the left mouse button.
c. While you press and hold right mouse button, move the mouse pointer.
d. Release the left mouse button to complete the pan.

2. To pan the map without using the Pan tool

a. Move the mouse pointer to the map and press and hold the right mouse button.
b. While you press and hold the right mouse button, move the mouse pointer.
c. Release the right mouse button to complete pan.

C. Creating a Hot Spot

Hot Spot allows the user to return to a previously created map view at a later time.

1. To create a Hot Spot

a. Navigate to the area of the map where the Hot Spot is desired.
b. From the Map Tool Toolbar, click the Hot Spots tool.
c. From the drop-down list, click Add Hot Spot.
d. In the New Hot Spot dialog box, type a name of the Hot Spot you want to add.
e. Click OK.

2. To rename a Hot Spot

a. From the Map Tools toolbar, click the Hot Spots tool.
b. From the drop-down list, click Manage Hot Spots.
c. In the Current Hot Spots list, select the Hot Spot to rename.
d. Click Rename.
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e. In the Renaming of Hot Spot dialog box, type the new name and then click
OK.

f. Close the Hot Spots window.

3. To remove a Hot Spot

a. From the Map Tool toolbar, click the Hot Spots tool.
b. From the drop-down list, click Manage Hot Spots.

c. In the Current Hot Spots list, select the Hot Spot you want to remove.
d. Click Remove.

e. In the Confirmation dialog box, click Yes.

f. Close the Hot Spots window.

4. To set a Hot Spot as the full extent

a. Navigate to the area on the map where the Hot Spots is desired.
b. From the Map Tools toolbar, click the Hot Spot tool.
c. From the drop-down list, click Manage Hot Spots.

d. In the Current Hot Spots list, select the Hot Spot to set as your full extent
view.

e. Select the Use full extent check box.
f. Close the Hot Spots window.

D. Selecting previous map views

The Next Extent and the Previous Extent tools are used to step forward and backward
through previous map views.

1. To step forward

a. To move forward to next map view, click the Next Extent tool.

2. To step backward

a. To return to the previous map view, click the Previous Extent tool.

E. Identifying map features

The identify tool displays detailed attribute information about map objects.

1. To identify a feature on the map

a. Ensure the feature that you want to identify is one the active layers.
b. From the Map Tools toolbar, click the Identify tool.
c. Move the mouse pointer over the map and click a feature you want to identify.
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d. If more than one feature was found, on the Feature list, click each feature to
view attribute data.

F. Identify Dialog Box

The identify box displays detailed attribute information about map objects.

1. To zoom to the feature selected in the Features list

a. From the Map Tools toolbar, click the Identify tool.
b. Move your mouse pointer over the map and click a feature you want to

identify.
c. From the Features list, select a feature you want to zoom to.
d. From the Options drop-down list, select Zoom To Selected Identified

feature.

2. To set the identify dialog box as top most window

a. From the Map Tools toolbar, click the Identify tool.
b. Move your mouse pointer over the map and feature you want to identify.
c. From the Options drop-down list, select Top Most.

3. To clear the information in the identify dialog box

a. From the Map Tools toolbar, click the Identify tool.
b. Move your mouse pointer over map and click a feature you want to identify.
c. From the Options drop-down list, select Clear.

G. Measuring Tools

There are two measuring tools, one for measuring distance and one for measuring
area. The result of any measurement appears in the Distance/Area finder window.

1. Using the Measure by line tool — length of a line

a. From the Map Tools toolbar, click the Measure by Line tool.
b. Select the Options tab to select the layers to snap to (optional).
c. Click a location on the map to place the start point of the line.
d. Point to the next position of the line, and click to create another point in the

line.
e. Repeat step 4 until you have drawn the full path to measure.

f. Double-click to set the end point of the line.

2. To use the area measuring feature-calculate the area of a user-defined polygon

a. From the Map Tools toolbar, click the Measure by Area tool.
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b. Click the Options tab to select the layers to snap to.
C. Point to the next section of the area, and click to create another point in the

polygon.
d. Repeat step 4 until the polygon is drawn around the area to measure..
e. Double-click to set the end point of the polygon.

H. Viewing previous measurements

When a user wants to perform multiple measurements while the Distance/Area Finder
window remains Open, a history of all previous measurements results is available.

1. To recall a previous measurement

a. In the Distance/Area Finder window, select either the Distance or the Area
tab.

b. In the Previous Measurements area, click a measurement.

I. Clearing map graphics

Map graphics are temporary graphics that are drawn on the top of the map. Each time
a call is Mapped or a search is completed, map graphics are created.

1. To clear map graphics

a. From the Map Tools toolbar, click the Clear Map tool.

244.07 SEARCHING BY ADDRESS. INTERSECTION. POINTS OF INTEREST
AND GPS

There are several ways to search for a location in the ORION Vela Advanced Mapping
application. When a valid location is located via one of the search tools, the operator has the
option of displaying the location on the Vela map. Each of the available methods for searching
for a location are available in the Search Tools toolbar.

A. Addresses

1. To perform an address search

a. From the Search Tools toolbar, click the Addresses tool.
b. Use one of the following methods to perform an address search.

2. Free-form Search (default)

a. In the text book, type the address for which the user wants to search
(must provide house number and street name at the very least; when
using city, use comma to separate it from the rest of criteria).
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b. Select the Use Soundex check box for search for street names that sound
alike.

c. Click Find.
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3. Component search

a. In the available search text boxes, type your search criteria.
b. To begin your search again, click Clear to clear all text boxes (optional).
c. Once you have typed a house number, perform the following to view a list of

available streets.

1) Click the (info icon) tool.
2) From the list, click the applicable street.

d. Select the Use Soundex check box to search for street names that sound alike.
e. Click Find.

B. Working with Address Search results

Address search displays all possible matches to your address search, in order of the
match score. It also plots the location of each result on a map within the window.
The user can navigate the results map using the map tools located below the result
list.

1. To zoom to a result on the Address Search results map

a. In the result list, click on address.

2. To plot a result on the map

a. On the right side of the search result, click the Plot and zoom on the active
map tool.

3. To create a new incident from a search result
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a. Click the search result for which the user would like to create an incident
b. Click New Incident.

C. Street Tools

The Street tool provides a simple way to look up streets, intersections, and if
configured by your system administrator, addresses on a given street.

1. To perform a street search

a. From the Search Tools toolbar, click the Streets tool.
b. From the Street List area, in the Look For text box, type the first few letters

of the street name for your search.
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c. To zoom the map to the entire length of the street you have selected, select

the Zoom check box (optional).
d. Click the desired street name.
e. To locate a particular address on the selected street, perform the following:

1) Use one of the following to locate the address:
a. Scroll through the Matching Address list.
b. From the Matching Address Area, in the Look For text box, type the

house number for the search.

2) Once you locate the address, select it to zoom to it on the map.

3) To create a new incident for the address, click New Incident (optional).

f. To locate a particular intersection with another street, perform the following

1) Use one of the following to locate intersection:

a. Scroll through the Matching Intersections list

b. From the Matching Intersections area; in the Look for text box, type

the name of the intersection for the search.
1) Once you located the intersection, select it to zoom to on the

map.
2) To create a new incident for the intersection, click New

Incident.
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D. Points of Interest Tool

The Points of Interest tool allows the user to find specific, pre-configured data on
the map.

1. To perform a Points of Interest search

a. From the Search Tools toolbar, click the Points of Interest tool.
b. To located a particular point of interest, perform the following:

1) Scroll through the list.
2) In the Look For text box, type the name of the point of interest for

search,

c. To zoom the map to the point of interest the user has selected, select Zoom
check box.

d. Once you locate the point of interest and you have selected the Zoom check
box, select it to zoom to on the map.
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E. Lat/Long Tool

The Lat/Long tool searches the latitude and longitude coordinates of a location.
This feature provides three Coordinate type options.

a. Degrees, Minutes, Seconds
b. Degrees and Decimals Minutes
C. Decimal Degrees

1. To perform a latitude/longitude search

a. From the Search Tools toolbar, click Lat/Long tool.
b. In the coordinate type area of your choice, in the text boxes, type valid

latitude and longitude coordinates.
c. To plot and zoom to these coordinates on the map, perform the following:

1) Select the Zoom check box.

2) To the right of the coordinate type area you are using, click Find.
3) To create a new incident at the selected coordinates, click New Incident.
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244.08 PREPLAN TOOLS

The preplan tool provides a simple way to search for documents associated with a specific map
location. The Vela Preplan File contains a number of useful documents for PSRs including
Reporting District and Basic Car maps for each Area and the Communications Division Manual.

1. To perform a Preplan search

a. From the Search Tools toolbar, click the Preplans tool.
b. To limit the list of preplans, perform one of both of the following:

1) In the Look for (Name) text box, type the name of the preplan search.
2) In the Look for (Address) text box, type the address of the preplan

search.

c. To view the preplan location on the map, select the Zoom check box.
d. Select a preplan item in the list.
e. From the Preplan Document area, select a document and perform one of the

following:

1) Click View.
2) Double-click the item in the list
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ROUTING TOOL244.09

The Routing tool generates tum-by-tum driving directions between two points on the map.

1. To generate a driving route

a. From the Search Tools toolbar, click the Routing tool.
b. hi the Form Location and To Location areas, select the following options:

1) Current call

a. Click Find

2) Predefined Location

a. From the drop-down list, select a predefined location
b. Click Find

3) Interactive Location

a. Click Select, and move the mouse pointer to an area on the map.
b. Use the crosshair to click a location on the map to use as the start or end

point for the route.
b. Click Find
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After the route is generated, the Routing Directions window appears,
providing tum-by-tum directions, as well as a cut-out of the map area on
which the route is shown.
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PREMIER COMPUTER AIDED DISPATCH (CAD)

.178
Los Angeles Police Department -Communications Division Manual -2015 Edition



Volume n-EQUIPMENT AND APPLICATIONS

245 PREMIER COMPUTER AIDED DISPATCH (CAD) DEVELOPMENT
COMMANDS

Communications Division personnel are required to enter, retrieve, update and display
information from within the Computer Aided Dispatch (CAD) system. This is accomplished
through the use of various commands and/or command statements.

A command is a combination of two alphabetic characters, which is recognized by the computer
as an instruction to perform a specific CAD function. Commands may be entered on the
command line by pressing the appropriate two-keys and the <FI0> function key located on the
keyboard or by depressing the corresponding function key for the specific command.

In most instances the two-character command without additional data is sufficient. In these
instances a command statement is required.

Command StatementI.

A command statement consists of a command and one or more items of data (i.e., Unit
ID, incident/event number) separated by specific punctuation and entered in a predefined
order. (Command Default Order)

Command Line ElementsII.

Three types of elements are used on the command line to initiate a command.A.

Command IDs-Command IDs are two-character identifiers or
abbreviations. For example, US is the command identifier for the Unit
Status command.

1.

Identifiers-Identifiers are one or two predefined character abbreviations
that identify the type of information in a command statement. For
example, in many commands, L is an identifier for location information.
By using command identifiers, you can type commands out of Command
Default Order. Command Identifiers also allow CAD to retrieve specific
information.

2.

User-Supplied Values-User supplied values are incident/event-specific
pieces of information supplied by the operator. For example, Unit ID,
status, and location.

3.
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Command PunctuationIII.

Specific command line punctuation separates each element of a CAD command.
The punctuation used for command statements depends on two things:

A.

1. Command Entry Order

2. System Configuration

Command Line Punctuation DescriptionsIV.

A. Period (.)-Use a period to separate each element of information in a command
statement.

Semicolon (;)-Use a semicolon to separate an identifier from its corresponding
user-supplied value.

B.

Comma (,) — Use a comma to separate multiple entries for one command
identifier.

C.

Ampersand (&) or Forward slash (/)-Use an ampersand or forward slash to
separate streets in an intersection.

D.

Command Entry OrderV.

Each CAD command has a predefined default order of entry. You can enter them
out of order if you use identifiers. Unused elements of a command statement can
be ignored.

A.

If you want to skip any elements of the default command statement, you must use
a period to represent the missing information if you continue with the default
order.

B.

If you type a command out of the command default order, you must use command
identifiers for each element that is out of order. The identifier lets the system
know what type of information you are entering. You must use a period before
each identifier, and use a semicolon to separate the identifier from its
corresponding information.

C.

VI. Submitting Information to CAD

After entering information on a command line or in a form field, you must submit
the information to the system. Use the Command key <F10> if you are sending
the information from the command line. Use the Submit Form key <F12> if you
are sending information from a form.

A.
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Example: Default order:

US.U.S.D.L
US.(UNIT).(STATUS).(DISPO).(LOCATION)
US.1A12-W2.AS.ARR.100 N LOS ANGELES ST

In this example, the command is entered in the correct order. Command identifiers are
not needed.

US.1A12-W2.AS.L;100 N LOS ANGELES STExample:

In this example, the disposition element was skipped. The “L” with a semicolon (;) is
used to identify the information that is out of order.

Skipping Elements when Entering Commandsvn.

To skip any elements of the default command statement, you must use a period to
represent each piece of missing information.

A.

US.1A12-W2.AS..100 N LOS ANGELES STExample:

In this example, the disposition element was skipped. A period is typed in its
place.

In general, data items in a command statement are entered in a predefined order,
however, by using identifiers or periods, command statements can be entered out
of command default order. Only one command can be entered at a time on a
command line.

VIII. Organization of CAD Commands

The CAD commands are available to the Auxiliary Telephone Operator (ATO),
Emergency Board Operator (EBO), Radio Telephone Operator (RTO), Bureau Command
Coordinator (BCC), and supervisor positions.
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SIGN ON FORM/SIGN OFF (SF1 COMMAND245.01

General Function of the Sign On CommandI.

Signing on allows the operator to send information to the Motorola Premier CAD server
using forms and commands.

General Function of the Sign Off CommandII.

Signing off disables access to the Motorola Premier CAD system. The operator must
sign off at the end of each shift and when the operator leaves the workstation.

Understanding Security and Personnel RecordsIII.

The operator must have a record in the CAD Personnel database before they can sign on
to Motorola Premier CAD. The system administrator or other designee creates each
user’s record. The operator’s personnel record includes their user ID and password. The
operator’s user ID is their serial number. The password is their last name up to eight
alphanumeric characters.

Signing On to Motorola Premier CADIV .

From the Start menu, select Motorola Premier CAD if CAD is not already
running. Note: If CAD is running and sign on form is not displaying, <F12> will
display the sign on form.

A.

The Security Sign on Form appears. The security Sign On form permits
authorized users to access Motorola Premier CAD.

B.
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245.02 SIGN ON FORM

SIGN ON FORM
Type RTO orType PD
BCC

al Security: Signor

Dospafet;

f
Group Route ID r Ajjenc»;/Areai

&3V Area AQV Area APT Area Agy Area AQV Arear J iName

% rr
Personnel Mo. Position fr|cj J

*Passmwd

r
w Password

K Cancel* jUf .

D for RTO and BCC, C ft r
ATO and EBOOperator’s Last

Name up to 8
Characters Operator’s Serial

Number Type EBO or
ATO

C. Type Field Descriptors in fields on the Security Sign On form.

Agency ID (Required)-Enter the ID for the agency to which the
operator belongs. This ID becomes the default agency for this session.
The agency will always be PD.

1.

Dispatch Group-Used by BCC’s and RTO’s. Type the area/areas that
are being worked.

2.

3. Route ID — The operator will type the ID for the service route for which
he/she is responsible. (Not routinely used).

4. Name-Enter the user name (user ID) exactly as it appears in the
personnel record. This field is required only if the Personnel No. field is
left blank. (Not routinely used).

Personnel No-Enter the personnel number exactly as it appears in the
personnel record. Enter your serial number. (Example A1234)

5.
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6. Position (Required)-Specifies security and access level.

C- Call Taker. (Default value) Has access to monitor. ATOs
and EBOs will log on with C.

a.

b. D- Dispatcher. Monitors all incidents in all areas or the PCW
area. ACCs, BCCs, and RTOs will log on with D.

S-Supervisor. A supervisor has the same access as a dispatcher.
When a supervisor views personnel records, the actual password
appears instead of asterisks. A supervisor security level also
enables the Workload Transfer (WT) command.

c.

d. M-Master. Has same access as a supervisor, but if it is a cross
agency center, a user with master access can view records for all
agencies.

Password-Enter password exactly as it appears in the personnel record.
Asterisks will appear as the password is being typed instead of the actual
letters or numbers to protect password secrecy. Enter the first eight
characters of operator’s last name.

7

8. Train? — Specifies whether the CAD session is a training session. Check
mark (V) indicates session is a training session. The training system is a
mirror image of the live system and used from training operations. If the
field is left blank, it indicates the session is live. The production system is
accessed for operations.

9. New Password — To change a password, type a new password to replace
the current one. As the password is entered, asterisks appear instead of the
actual letters or numbers to protect password secrecy. (Not routinely
used).

Note: Passwords are not retrievable. If a password is lost, it will be reset
to the original password.

10. Verify Password-Retype the new password exactly as it was typed in
the New Password field. Asterisks will appear instead of the actual letters
or numbers to protect password secrecy. This field is required only if a
new password is typed in the New Password field. (Not routinely used).

11. Area-Enter Areas to monitor during the Motorola Premier CAD session.
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Radio Telephone Operators (RTOs) will type in their specific
Areas. For example Central RTO will log on as 01 and R01.

a.

EBOs will type in EBO in the area field.b.

BCCs will type in additional Areas not covered by the BCC
dispatch group.

c.

d. ATOs will type in ATO in the area field.

Click OK, Enter, or press the <F12> function key to submit the form.12.

Cancel-Clicking this button will cancel the operator’s request to sign on
and erase the fields that have been filled.

13.

EXIT CAD-This button is clicked when the console is to be turned off.
A confirmation box appears. Click OK, Enter, or press the <F12>
function key to submit the form. This will be used at the direction of a
supervisor.

14.

Note: The following fields are required to complete the Security Sign On
Form: Agency, personnel number, position, password, and area(s).

V. Error Messages

Not Covered For New Plan-A specified area ID is incorrect for the
corresponding agency and plan.

A.

Invalid Password-The specified password is incorrect. To type the password
again, use the spacebar to clear the entire field, move the cursor to the beginning
of the field, and type the password again.

B.

Personnel Number Not On File-The user name or agency ID was typed
incorrectly.

C.

Personnel ID On, CC OFF Con:B8-The specified user ID is signed on at
another console or another person has signed on with the same user ID.

D.

Required Field is Missing-A required field does not contain an entry.E.

New Password field does not match the Verify Password Field-The New
Password and Verify Password fields must be exactly the same.

F.

Agency Does Not Exist-The specified agency is invalid.G.
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SIGN OFF FORM245.03

The Sign Off form is displayed by typing the command (SF) and pressing <F10>. The form

displays the information of the person logged onto the Console, Name, Position, Agency ED, and

SW Agency field.

SIGN OFF FORM

Personnel’s
Name

Position Agency IDConsole No.

Portion {DISPATCHER . Agency ID ] Bl* SW Agency IFDComow|L5t

Tranker Wort load to Console

Console|
y QK

3r PD01
PD02
PD03
PD04
PD05
PD06
PD07
PD08
tjrino

X Eancel j
, Tramie* Vtpftload To Operator

Name j Portion[j
Agency I

zi Perronnal No j

New Paiword|

Pa::w

Verty P*::word

Used to transfer assigned
area to another operator

Used to log on over the
previous operator

Areas covered
by Dispatcher

A. Areas

Displays the ID of each Area the operator is monitoring. Motorola
Premier CAD performs a check to verify that the Areas the workstation is

covering will be monitored by another workstation. An asterisk will
indicate the specific Area(s) being covered. The operator may need to

scroll up or down the list to view all the areas.

1.

If any Areas are left uncovered they are highlighted in red and the operator

must transfer those areas to another console or to another operator who
will be using the console.

2.

Transfer Workload to ConsoleB.

1. Console-Enter in the console ID that is picking up the area coverage. For
example consoles of the MCDC will be a letter then a number. Consoles at the

VCDC will be a number then a letter.
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C. Transfer Workload to Operator

This field allows for another operator to log on over the current operator by typing
their information.

Agency ID-The new operator will enter the ID of the agency to which
that operator is signing on.

1.

2. Name-The new operator at the console types his or her user name
exactly as it appears in the personnel record. (Not routinely used).

Position (Required)-The new operator enter his or her security level.3.

C-Call Taker (default)a.

b. D-Dispatcher

S-Supervisorc.

d. M-Master

Personnel No.-The new operator at the console types his or her
personnel number exactly as it appears in the personnel record.

4.

5. Password-(Required)-The new operator at the console will type his or
her password. As the operator types his or her password, asterisks appear
instead of the actual letters or numbers to protect password secrecy.

6. New Password-This field is used when the password is being changed.
(Not routinely used)

Verify Password- If changing the password, retype the new password in
this field. (Not routinely used)

7.

8. OK-Clicking this button submits the log off information and displays the
Security Sign On form. If another operator has logged on over the current
operator the sign off form disappears and the new operator can continue.

Cancel-Clicking this button erases the log off information that was
submitted. The operator will have to re-enter the SF command to re-enter
the log off information if desired.

9.
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CONSOLE SCREEN DISPLAYS246

WORKING SCREEN246.01
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ALERT MONITOR246.03

General Function of Alert MonitorI.

This program allows for the notifications of felony Database responses.A.

This function integrated with the Open Query system will provide the operator

with a readily available display of the corresponding return.
B.

Logging on to the Alert Monitorn.

From the Windows Start menu on the status screen, select Alert Monitor.A.

Elite Console

AWW

Open Query

Premier ATMc
L
O

Premier CAD dent
i

AfcllMlpftttt£
CL

£} Shortcut to wortfcariCL i

*
* pff] Programs0
c
£

Shut Down...
I' - Start B Advanced W... ( »

5

The Alert Monitor screen display consists of a Menu Bar with dropdown

menu tabs, Recall and Areas. It allows for quick access to Areas, C6C

Alerts, Minimize Screen and Clear Screen button options. Quick access
buttons with their corresponding function key are listed below the drop-
down menu: Areas (FI), C6C Alert (F2), Minimize Screen (F3), and Clear
Screen (F4).

1 .
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The Recall tab appears in the following manner:

The Alerts-list selection allows the returns to be viewed in a listed form.2.
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H!UI

W»ust CLEAR»
ITS SCREES
2 H13GMQUOUM

H
AQY Area Aqy Aqy Area Aqy Area MV Area

mb;“'i =!

4

HI9/11/05 1: 52
9/11/08 1,52
9/11/05 152
9/11/05 1,52
.*/1.1/1» .1.*?

09/11/08 01.52:26 C6C ALERT FOR UNIT 2A16-W7 FELONY I
09/11/08 01’52:25 C6C wLERT FOR UNIT 2A18 .̂7 FELONY |
09/11/08 01 52;25 C6C ALERT FOR UNIT 2A18-̂ 7 FELONY |
09/11/08 01:52:24 C6C ALERT FOR UNIT 2A18'*7 NCIC-WS Kftam /W. m *7' 7A nr *t «rr mi <WTT >4ra-*7 * nwynv in

ii

L.

The Hide list selection will hide the display of saved returns.3.
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The Clear Queues selection will prompt a warning screen advising the
operator that all messages will be deleted with this selection.

4.

MNKZI GB*aCRTO* i 9CR»
QCfiC

AIBUBmaa
n F*F2

WARNING!
*iTI DELE^TE a uwssaoto.

CLICK TO* TO OW

— J•lift iWfAtf 1
t.c iar.r-

The Areas tab provides an Area selection format that may also be
accessed by depressing the AREAS button or the FI key when the point
of focus is directly on the Alert Monitor Screen.

5.

The Areas tab provides an Area selection format that may also be
accessed by depressing the AREAS button or the FI key when the
point of focus is directly on the Alert Monitor Screen. The
operator must identify the Agy field with PD and the Area field
with the area/s they wish to have monitored

a.

WSE
ocac

MKT* BCRSt gnatFI a F3 H

Aay Arm. Aov Arm <Hptv *raa ftat t£MA Aav Ar«a

I p 0 2 ' - l

.j—•; I

-Trip maxnsnoasSTMT novnuftxao.
3r

‘ I

i

Once the areas have been selected, the operator must select the
start monitoring tab. The window will minimize and be
accessible on the status bar.

b.

The Alert Monitor screen display quick access buttons which allow the
operator to access the AREAS, C6C ALERTS, MLNTMT&E SCREEN
and CLEAR SCREEN options with a single click.

6.

The C6C ALERTS button selection may also be accessed by
depressing the F2 key when the point of focus is directly on the

a.
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Alert Monitor Screen will prompt a display of an unread return
pending.

Note: In the event there are various unread returns, they will
display in the order received.

,33
' Raid

PRESS cmMM2
ttRBHTO VIEW

7 ALWTS
AREA&

FI n HF2
-*- | *-•-

L
_

1ijj
1 FELONY HIT
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M H BLK BRO S07 140 000
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4Q508A/VC M 21453D/VC I UM4 031595 $273 186667919420
N H H BLK BRO 506 140

12TH ST LA CA

116028(A)/VC I 23103/VC K LHU $10000 LAH8HU342301
N Z H H BRO BRO 504 150 112767

233 47TH LA CA

W508A/VC K 12500A/VC M (More charges) LB 4 $1162 A7S631319410
N H H BLK XXX 506 140

840 CHESTNUT 2 LF CA

i;

HJ

The MINIMIZE SCREEN button selection may also be accessed
by depressing the F3 key when the point of focus is directly on the
Alert Monitor Screen which will prompt the window to minimize
and be accessed from the status bar at the bottom of the page.

b.

Note: It is recommended that operators only use this options and
the START MONITORING tab to minimize the format as an
attempt to minimize the screen from the top left comer. This may
cause the operator to select X and log off the system in error.

The CLEAR SCREEN button selection may also be accessed by
depressing the F4 key when the point of focus is directly on the
Alert Monitor Screen, which will prompt the format to clear,
allowing new area entries to be selected for monitoring.

c.

Logging off the Alert MonitorB.

To log off the Alert monitor, simply maximize the window by selecting
the Alert Monitor TAB on the title bar display and select the X at the top

1.

left.
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CONTROL COMMAND (CC)247

The Control Command (CC) allows an operator to add and remove areas from a Radio
Telephone Operator (RTO) position. Up to five areas can be added or removed at a time. Due to
its potential for misuse and threat to officer safety, the use of this command should be limited to

BCCs, supervision or at the direction of either entity.

Default OrderI.

CC.TC.FC.Area

Identifiers and DescriptionsII.

A. CC-Command.

TC-To Console. Enter the number of the console to which the specified work
load is to be transferred.

B.

FC-From Console. Enter the number of the console from which the specified
workload is to be removed.

C.

Area -Enter the IDs of up to five Areas, separated by commas.D.

ExamplesIII.

CC.A1..11,R11 adds Northeast to console Al.A.

For example, if Rampart and Northeast are being worked untied but the relief has
them tied, the relief RTO would have to add Northeast to his/her console using
this command.

CC..A1.11,R11 removes Northeast from console Al.B.

This command would remove Northeast from the console once the regular
operator returned to his/her position.

CALL TALK fCD247.01

The Call Talk (CT) command is used to enable the streamer to a console. Communications
Division operators can also use the CT command to display a list of activity on channels that are
currently being monitored from a specific console.

Operators shall ensure accurate radio frequencies are selected and monitored appropriately at all
times. When used in conjunction with the MCC 7500 Radio System, the CT command will
provided a display of the Unit designation or ASTRO ROVER number when the “talk” button is
depressed on the ASTRO ROVER.
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Default OrderI.

CT.TG.TY

Identifiers and DescriptionsII.

A. CT-Command.

TG-Talk Group. Type up to five talk group ID’s separated by commas.B.

C. TY-Type. Select type of action to perform.

1. Activate the talk group or channel.

2. Deactivate the talk group or channel.

IE. Examples

CT - Displays the list of talk groups (CT format).A.

B. CT.CENT.A - Activates Central talk group channel.

C. CT.CENT.D - Deactivates Central talk group channel.

D. CT.CENT,CTD.A - Activates Central and CTD talk group channels.

E. CT.CENT,CTD.D - Deactivates Central and CTD talk group channels.

Note: An operator may enable the streamer from the command line directly by
indicating the frequencies desired separated by commas on the command line or
access the CT format. Upon accessing the CT format the operator may page
through the available screens to (A) or deselect (D) the frequencies desired. The
frequencies will highlight in yellow once the submission has been accepted.

248 WHO COMMAND fWH)

The Who (WH) command is used to retrieve personnel information. The WH command helps
you locate personnel logged on to Premier CAD by console number or by personnel serial
number. Information regarding officers can be retrieved by using a field unit designation, a
vehicle number, or an officer’s personnel serial number. When using the WH command with
identifiers, you can retrieve personnel information for a single person, a single vehicle, a single
unit, or all active consoles and all active units.

When the WH command is used without identifiers, it retrieves only information for all active
consoles on Communications Division’s operations floor.
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Default OrderI.

WH.PN.V.U.IU

Identifiers and Descriptionsn.

WH-Command.A.

PN-Personnel Number. When using personnel numbers.B.

V-Vehicle Number.C.

U-Unit Number. If using a field unit number, the watch number must be added.D.

IU- Include Units-Specify whether to include all active units.E.

Y-Include all active consoles and all active units.1.

N-Include only active consoles. Do not list active units. (Using this

parameter is the same as entering the WH command with no identifiers.
2.

II. WHO List Display

The Who List displays the personnel information requested with the WH

command. You can sort a column by clicking its header. You can also adjust the

column sizes by dragging the column margin with the mouse.

A.

Personnel # — Displays the personnel number of each person retrieved.1.

Name-Displays the name of each person retrieved.2.

Position/Unit-Displays the assigned dispatcher position or officer unit of

each person retrieved.
3.

Console/Vehicle-Displays the dispatcher console number or officer

unit/vehicle number of each person retrieved.
4.

Area -Displays the first Area for the user on for the session.5.

.196

Los Angeles Police Department - Communications Division Manual — 2015 Edition



Volume H-EQUIPMENT AND APPLICATIONS
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WH.V;86543 Displays serial number, officer’s name, vehicle number
and Area for the specified vehicle.

WH.IU;Y Displays information for all active consoles and all active
units.

WH.U;2A21-W2 Displays serial number, officer’s name, vehicle shop
number and Area for the specified vehicle.

WH...6A49-W3 Displays serial number, officer’s name, vehicle shop
number and Area for the specified vehicle.

Note: Notice the use of dots and identifiers in the different examples.

249 MESSAGE HANDLING COMMANDS

249.01 SEND MAIL (SM)

The Send Mail (SM or function key <F10>) command allows the operator to send messages to
other CAD users and MDC users. Messages sent using this command are sent to the INBOX
mailbox of the specified CAD recipient(s) or MDC mailbox.

Default OrderI.

SM.S.C.U.P.PN.A.G.AC.AU.PR.CE.AK.SO.T.I
n. Identifiers and Descriptions

S-Subject. Enter the subject of the message.A.

C-Console. Enter up to five console IDs to receive the message. Separate
multiple console IDs with commas.

B.
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U-Unit. Enter up to five Unit IDs to receive the message. Separate multiple IDs

with commas.
C.

P-Personnel. Enter up to four personnel names to receive the message.

Separate multiple names with commas (Not routinely used).D.

PN-Personnel Number. Enter up to five personnel numbers to receive the

message. Separate multiple numbers with commas.
E.

A-Area. Enter up to four Area IDs to receive the message. Separate multiple

IDs with commas. To type to a specific RTO, type “R ” and the two-digit Area

No. (i.e., SM.MESSAGE.A;R02).

F.

G-Group. Enter up to 3 group IDs to receive the message. Separate multiple

IDs with commands.
G.

AC-All Consoles. Specify whether the message is sent to all consoles.H.

Will send the message to all CAD consoles.1. Y

Will send the message to specified consoles.2. N

AU - All Units. Specify whether the message is sent to all units.I.

Will send the message to all active units Citywide.1. Y

Will send the message to specified units only.2. N

PR-Priority. When sending a message the system will always default to 5.

Priority 2 is the highest (equivalent to our Code 2).
J.

CE-Certified. Specify whether the message should be sent certified.K.

Sending a certified message causes the system to reply to the originator

with a short notification message as soon as the recipient views the

message for the first time. The reply is sent to the personal mailbox of the

originator.

1.

This function applies to only console and personnel messages, not

messages to MDCs.
2.

Send the message certified.Ya.

Send the message without certification.v.
V/• N
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AK-Acknowledge. Specify whether to require an acknowledgement for the
message.

L.

Sending a message as acknowledged forces the recipients to manually
reply with an acknowledgement message before the message can be
deleted or moved. The acknowledgement message is sent to the
originator’s personal mailbox.

1.

Y Message requires acknowledgement.a.

b. N No acknowledgement is necessary.

SO-Signed On. Specify whether to only send the message to consoles that are
signed on.

M.

Y Send the message to only consoles that are signed ona.

b. N Send the message to both signed on and signed off
consoles. If sent to signed off consoles, when that console
is signed on, the operator will receive the e-mail.

N. Template-Template 0 will be the only one used.

O. I-Incident/Event. Enter the incident/event number that is associated with the
message. The audit trail of the incident/event will include the message that is
being sent.

Examples: SM.What break do you have.A4.AK;y

Will send an acknowledged message to console A4, asking to
acknowledge the message before it can be deleted.
SM.Are you end of watch.U;lA15-W2

Will send a message to 1A15-W2, asking if they are end of watch.
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Sending Mail Using the Send Mail Envelope FormIII.
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The Send Mail Envelope form is displayed when the SM command is used
without any identifiers.

A.

Example: SM <F10>

Field DescriptionsB.

Page 1 of the Send Mail envelope form1.

Subject-Enter the subject of the message.a.

Incident/Event-Enter the incident/event number that is
associated with the message, if the audit trail of the incident/event
should include the message that is being sent.

b.

Priority-When sending a message, the system will always
default to 5. Priority 2 is the highest (equivalent to our Code 2).

c.

Certify-Specify whether the message should be sent certified.d.

> Y Send the message certified.

> N Send the message without certification.

Acknowledge-Specify whether to require an acknowledgement
from the recipient.

e.

An acknowledgement is required.> Y

> No acknowledgement is required.N
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f. All Consoles-Specify whether the message will be sent to all
consoles.

> Y Send the message to all consoles.

> N Send the message to specific consoles.

All Units-Specify whether the message will be sent to all units.g-
> Y Send the message to all units

> N Send the message to specific units only.

h. Signed On-Specify whether to only send the message to consoles
that are signed on.

> Y Send the message to only consoles that are
signed on.

> N Send the message to both signed on and signed off
consoles.

Console-Enter up to five console IDs to receive the message.1.

Unit-Enter up to five Unit IDs to receive the message.J -

k. Name-Enter up to four personnel names to receive the message.

1. Template ID-Will default to 0. (Not routinely used).

External E-mail - (Not routinely used).m.

Number-Enter up to five serial numbers to receive the message.n.

Area-Enter up to four Areas to receive the message.o.

Group-Select the group ID to receive the message.P-
E-mail - (Not routinely used)q-
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Page two of the Send Mail Envelope form2.

3332 Sen 'l .V.oil tuvelom

Cnnwijfn? ;! |SM 3
I'AtiJ /lurktorf «Subject

3

1

-Ji

Page two of the Send Mail Envelope form is displayed when the Page
Down key or Shift + F8 is pressed. This is where a lengthier message may
be typed.

Subject-Displays the text that was entered in the subject field
from page one of the Send Mail Envelope form.

a.

Incident/Event-Displays the incident/event number from page
one of the form.

b.

Text Lines-Enter the message text.c.

MAIL READ (MR)249.02

The Mail Read (MR) command will display the contents of the INBOX mailbox, such as TASK
or TRASH. The message counters on the Status bar indicate the number of mail messages
currently waiting to be read.

Default OrderI.

MR.M.T.E

Identifiers and DescriptionsH.

M-MAILBOX. Select the mailbox to view.A.

Personal and console messages are received. This is the
default setting.

1. INBOX

Database responses are received as console messages.2. QUERY

(Not routinely used).3. OUTBOX

202
Los Angeles Police Department — Communications Division Manual — 2015 Edition



Volume II-EQUIPMENT AND APPLICATIONS

4. TASK ATO requests are received as console messages.

5. TRASH Deleted personal and console messages.

T - Type. Select the type of message to view.B.

1. C Console (Default)-Messages sent by console number.

2. P Personal-Messages sent by personnel number or personnel name

E-External. Select the type of mailboxC.

1 . I Displays the Internal Mailbox (default).

2. E Displays the External Mailbox. (Not routinely used).

Examplesm.

MR.TASK Displays console mail in the TASK mailbox.

MR..P Displays personal mail in the INBOX mail box.

MR Displays the console messages in the INBOX mailbox.

Reading Mail using the Function KeysIV.

The Email key <F6> can be used as a shortcut to the MR command to display the
mail in the INBOX mailbox.

A.

B. The Query key <F2> can be used as a shortcut to the MR command to display the
mail in the QUERY mailbox.
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Read Messages FormV.
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The Read Messages form displays a summary of the messages currently in a
specified mailbox.

A.

Field DescriptionsB.

Mailbox-Indicates the mailbox name associated with the list.1.

New Mailbox-Enter the name of a different mailbox, other than the
Inbox, to be viewed.

2.

This field is also used when moving a message to a different
mailbox.

a.

View Msgs for-Specify which type of messages will be viewed by using
the drop down arrow.

3.

Console-Any system generated message or messages sent to the
console number.

a.

Person-Messages addressed to individual personnel names or
personnel numbers. Certified and acknowledged replies will be
sent as personal messages.

b.

Note: Personal mail is only received via the INBOX.

Type-Specify the type of messages to view.4.

Internal-Messages that are initiated from within the CAD
system.

a.

External - (Not routinely used).b.
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5 . Printer-Enter the printer name.

6. Action-Enter the action to be taken on a message.

V-Will display the message.a.

b. D-Deletes the message. If the message was sent acknowledged,
this option will not appear.

P-Prints the message at the default printer location displayed or
user may type the name of the printer location.

c.

d. M-Moves the message to the specified mailbox that is indicated
in the New mailbox field.

Type-Indicates the type of message received. New messages have a
green background. Messages that have been read have a gray
background.

7.

Normal (Norm)-Normal messages.a.

b. Forwarded (Frwd)-Messages forwarded by other users.

Reply (Rply)-Messages that are a reply to another message.c.

d. Certified (Cert)-Messages that are automatically generated by
the system and sent to the originator, when the recipient views the
message.

Acknowledgement (Ackn)-Messages stating that the recipient
has manually acknowledged the message.

e.

f. Task (Task)-Messages that are sent by an Individual Group(s)
when using the Send Mail (SM) command.

Query (Qery)-Response messages to Open Query inquiries sent
to local, state, and/or national information systems.

g-

h. Automatic (Auto) - (Not routinely used).

System (Syst) CAD generated messages.l.

Cancelled (Cans)-Messages that are canceled by the originator.
The recipient still receives the message but the message does not
contain any text.

1-
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Notifications (TNFY)-Service requests that are sent by ATO

group when using the Notification (NT) command.
k.

Originator Indicates the personnel number of the person who sent the

message.
8 .

Subject-Indicates the subject of the message. Curly brackets ({})

indicate there is additional information on Page two of the form.
9.

Pri- Indicates the priority of the message. Priority 2 is equivalent to Code

Two and Priority 5 is equivalent to Non-coded. Priority 5 is the

default for this field. This will only be used when sending ATO

requests using the NT command.

10.

Date/Time-Indicates the date and time the message was delivered.11.

View Message by Person or Console FormVI.
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The form is displayed when entering V in the ACTION field of the message,

selected from the list in the Read Message form, of any specific mailbox.
A.
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This form allows the operator to take an action on an individual console or
personnel message.

B.

C. Field Descriptions

Type-Indicates what time of message it is.1.

Norm-Normal messagea.

b. Frwd-Forwarded message

Rply-Reply to messagec.

Cert-Certification messaged.

Ackn - Acknowledgement messagee.

Task-Task group messages; sent using the SM commandf.

Query-Open Query replyg-

h. Auto- (Not routinely used).

Syst-CAD generated message1.

Cans-Canceled messageJ -
k. TNFY-Notification message; messages are sent using the NT

command

2. Priority-Indicates the priority of the message. Messages with the
highest priority are displayed first.

2 is equivalent to Code Twoa.

b. 5 is equivalent to Non-coded

Action-Enter the action to be taken on the message. The action options
that are displayed depend on the type of message that is being viewed.

3.

R (Reply)-Allows operator to reply to the messagea.

b. D (Del)-Deletes the message. If the message requires
acknowledgement, this option does not appear.

F (Fwd)-Forwards the messagec.
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I (Inc) -Attaches an incident/event number to the messaged.

P (Print)-Prints the messagee.

S (Summary)-Displays the list of messages receivedf.

A (Ackn)-Required for the operator to manually acknowledge a

message that was sent.
g-

C (Complete)-Allows the operator to complete and enter

comments for notification messages (service requests).
h.

Subject-Indicates the message. Curly brackets ({}) indicate there is

additional information on page two of the form.
4.

Incident/Event-Indicates the incident number associated with the

message or the notification (TNFY) message.
5.

Originated By-Indicates the personnel number or Unit ID of system

identifier of the originator of the message.
6.

Mailbox- Indicates the current mailbox being viewed.7.

Reply From-Indicates the personnel number of the user who replied to

the message.
8.

Today-Indicates the current date and time.9.

Forwarded By-Indicates the personnel number of the user who

forwarded the message.
10.

Date Sent- Indicates the date and time the message was sent.11.

Certified By-Indicates the personnel number of the person who certified

the message.
12.

Date Expires - (Not routinely used).13.

Acknowledged By- Indicates the personnel number of the person who

acknowledged the message.
14.

Printer-Allows the operator to type the printer name.15 .
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View Message by Person: Enter Comments FormVII.

This form is displayed when entering V in the Action field of a notification
(TNFY) message listed in the Read Message display, when viewing the TASK
mailbox.

A.

B. The ATO can enter comments regarding the service request by typing C
(complete) in the Action field, in the View Message by person form. A TNFY
message cannot be deleted unless the service request is completed.

Note: A TNFY message must have an incident/event attached or the system will
not give the option to C (complete) the service request.

If the TNFY message is not viewed and completed it will remain in the TASK
mailbox until it has been completed.

C.

If the TNFY message is viewed and not completed it will remain in the INBOX
mailbox as personal mail of the user who first viewed the message.

D.

Field DescriptionsE.

Action-Enter the action to be takenI.

E (Exit)-will go back to the previous View Message by Person
form.

a.

Note: By exiting the ATO operator has the option to go back to
the Summary list of TASK mailbox.

Subject-Indicates the service requestb.

Incident/Event-Indicates the incident/event number attached to
the notification message (service request).

c.

Note: If there is no incident/event number attached to the
notification message, the ATO will have to notify the
sender (RTO or Unit, etc.) to resubmit the NT message
with an incident/event number. If the incident/event
number is not attached to the notification message, the
request will not be recorded in the Audit Trail of the
incident/event.
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NOTIFICATION TASK (NT)249.03

The Notification Task (NT) Command will allow users to send service requests to the ATOs.
The Notification requests sent by operators and officers via MDC are sent as TNFY messages to

the TASK mailbox for ATOs that are logged on. There shall always be an ATO position logged
on.

E Notification Create
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Default OrderI.

NT.S.C.U.P.PN.A.G.AC.AU.PR.CE.AK.SO.T.I.R

Identifiers and DescriptionsII.

S-Subject. Type the corresponding Bureau ID (Bl, B2, B3, or B4), Unit ID,
location, and the request.

A.

C-Console. Type up to five console IDs to receive the message. Not routinely
used.

B.

U-Unit. Type up to five Unit IDs to receive the message. Separate multiple IDs
with commas. Not routinely used.

C.

P-Personnel. Type up to four personnel names to receive the message.
Separate multiple names with commas. Not routinely used.

D.

PN - Personnel Number. Type up to five personnel numbers to receive the
message. Separate multiple numbers with commas. Not routinely used.

E.

A Area. Type up to four areas IDs to receive the message. Separate multiple
IDs with commas. Not routinely used.

F.
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G-Group. Type ATO, this will be the only group ID that will be used. THIS IS
A REQUIRED FIELD.

G.

AC - All Consoles. Specify whether the message is sent to all consoles. Not
routinely used.

H.

1. Y Will send the message to all CAD consoles.

N Will send the message to specified consoles.

AU - All Units. Specify whether the message is sent to all units. Not routinely
used.

I.

Will send the message to all units citywide.1. Y

2. N Will send the message to specified units only.

PR-Priority. Type the priority of the message 0 or 1. Priorities 2-9 will not be
used. Not routinely used.

J.

Priority 01. is equivalent to Code 2 requests.

Priority 12. is equivalent to non-coded requests.

3. Priority 5 is the form default but will not be used.

CE-Certified. Specify whether the message should be sent certified. Not
routinely used.

K.

Sending a certified message causes the system to reply to the originator
with a short notification message as soon as the recipient views the
message for the first time. The reply is sent to the personal mailbox of the
originator.

1.

This function applies to only console and personnel messages, not
messages to MDT’s.

a.

> Y Send the message certified.

> N Send the message without certification.

AK-Acknowledge. Specify whether to require an acknowledgement for the
mail message. Not routinely used.

L.
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Note: Sending a message as acknowledged forces the recipients to manually

reply with an acknowledgement message before the message can be

deleted or moved. The acknowledgement message is sent to the

originator’s personal mailbox.

Message requires acknowledgement.1. Y

No acknowledgement is necessary.2. N

SO - Signed On. Specify whether to only send the message to consoles that are

signed on. Not routinely used.
M.

Send the message to only consoles that are signed on.1. Y

Send the message to both signed on and signed off consoles. If

sent to signed-off consoles, when that console is signed on, the

operator will receive the e-mail.

2. N

Template-Specify the template to use for the message. Template will default to

0. Not routinely used.
N.

I — Incident. Type the incident number that is associated with the message. The

audit trail of the incident will include the message (service request) that is being

sent.

O.

Note: This is a required field. If a service request is received without an incident

number, the service request will need to be resent by the RTO.

R -Response. Type a response type code or a predefined notification message

number for the specified incident number. Not routinely used.
P.

Sending a Service Request Using the Notification Task Create FormHI.

The Notification Task Create form is displayed when the NT command is entered

without any identifiers. Example: NT <F10>
A.

Field Descriptions1.

Page One of the Notification Task Create forma.

Subject-Type the corresponding Bureau ID (Bl , B2, B3

or B4), Unit ID, location, and the request.
(1)

Incident-Type the incident number associated with the
message. The audit trail of the incident will display the

message (service request) that is being sent.

(2)
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Note: This is a required field. If a service request is
received without an incident number, die incident
number must be attached by the ATO.

Priority-Type priority 0 or 1. Priorities 2-9 will not be
used.

(3)

is equivalent to Code 2 priority(a) 0

(b) 1 is equivalent to non-coded priority, this is
the default

(4) Certify - Specify whether the message should be sent
certified. (Not routinely used).

(a) Y Send the message certified.

(b) N Send the message without certification.

(5) Acknowledge-Specify whether to require an
acknowledgement from the recipient. (Not routinely used).

(a) Y An acknowledgement is required.

(b) N No acknowledgement is necessary.

(6) All Consoles-Specify whether the message will be sent
to all consoles. (Not routinely used).

(a) Y Send the message to all consoles.
(b) N Send the message to specific consoles

only.

All Units -Specify whether the message will be sent
to all the units. (Not routinely used).

(7)

(a) Y Send the message to all units.
(b) N Send the message to specific units only.

Signed On-Specify whether to only send the message to
consoles that are signed on. This should always be N.

(8)
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Send the message to only consoles that are
signed on.

(a) Y

Send the message to both signed on and
signed off consoles.

(b) N

Console-Type up to five console ID’s to receive the

message. (Not routinely used).
(9)

Unit-Type up to five Unit ID’s to receive the message.
(Not routinely used).

(10)

Name-Type up to four personnel names to receive the

message. (Not routinely used).
(11)

Template ID-Specify the template that will be used for

the message. (Not routinely used).
(12)

External E-mail - (Not routinely used).(13)

Number-Type the serial number of the person to receive

the message. (Not routinely used).
(14)

Area-Type up to four areas that you want to receive the

message. (Not routinely used).
(15)

Group-This is a required field. The only group that will

be used when sending a TNFY message is ATO.
(16)

E-mail - (Not routinely used).(17)

S Notit lotion (. iefitt •r-H'
i

3Command ||NT t

£ub|ectjB3 3A31 REQ T0¥ VERNON/VERMONT ABC123

griwilacfs -y| Certify?) N •*) Aclnowtedoe (Nyl A1Carole:? [H "4 Al Unt?|N_3 Signed On? IY
) 0 028

~

PAGI I ItF ?
Incrier*

TTrr i r i M T
Hamocj |
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i rr ExternalEmd
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1 From PeiconneJ
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Page Two of the Notification Task Create formb.

'EM BBEMotWttiiion Cretin

3Command NT
— ts-

Incrderf J
Subject I

Catty? jN *J Ackrotfedgei' IN^ All Console?? pT*] AIUnfc? jN^ $[gnedOn?|Y^J
I ; lCtm*otej ]

*~rr"
i • i

•

External Email

^' FromConvoleTemplate 12):|QjJVT
< From Personnel

' r i i riHumber j

IT rr nr ; ipyrgroup-|PD3j|
Enai

Page Two of the Notification Task Create form is displayed when
the Page Down key [Shift <F8>] is pressed. This is where a
lengthier message may be typed.

Subject-Displays the text that was entered in the subject
field from page 1 of the Notification Task Create form.

(1)

(2) Incident-Displays the incident number from page lof the
form.

(3) Text Lines-Up to 250 characters may be typed in this
area.

Procedures to Process a TNFY Message/Service RequestIV.

I -- S ( uhinuirid l 1 nr

Jf09:36:19 >. -j*' j. jir i i.i

09/03/24
oQuery

Console
Personnel
Tasl* - Console 1
Tasl - Personnel 0

i-*

0

Console o
Personnel (E*t) 0

T fcjwn ontoo
Command U* Adiy*Window « 2 Q«OC=CP«OT=1 CE=0 PE«0 ‘ 09 3620 C8

' •-r- rr '
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Displaying TNFY Messages/Service RequestA.

E Read Messages Lai I Prtgt

Command jlMR.TASK

View Mig: For 1Console Type /Internal jjj (MDCPRT 2
Naw Mailbox j

Onghobsr

IBHaiJ PERSON# TO

Maiibon liTASK
Action fVtnw

Tyne Pn C'ale/Ttme
09 0TT2 A 09 35

Suttee*
\iBi Ual RE'j TOP VE>; {*

When a service request is sent, it appears in the TASK mailbox.1.

There are 2 ways to display the service request:2.

MR command: MR.TASKa.

b. Function Key: <F6>

Note: When using the function key you will need to

enter TASK in the New Mailbox field in order to

view the TASK mailbox.

Field Descriptions3.

Mailbox- Indicates the name of the mailbox, which will be TASK

mailbox.
a.

New Mailbox- Allows the operator to type the name of a different

mailbox to be viewed.
b.

View Msgs for- Select which type of messages to be viewed by

using the drop down arrow.
c.

Console- These are system generated messages or

messages sent by console number. Service rcquests/TNFY

are considered Console messages.

(1)

Person- These are messages addressed to individual

personnel names or personnel numbers.
(2)
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d. Type- This field will always default to Internal

(1) Internal- These are messages that are initiated from
within the CAD system.

(2) External - (Not routinely used).

Printer-Type the printer name.e.

f. Action-Type the action to be taken on service request.

(1) V- Will display the TNFY/service request.

Note: Once a service request is viewed, the system will
consider the request as personnel mail and systematically
put it in the ATO’s INBOX mailbox.

(2) D-Delete. TNFY/service request cannot be deleted until
it has been viewed and completed.

P-Prints the message at the default printer location
displayed or user may type the name of the printer location.

(3)

M-Moves the message to the specified mailbox indicated
in the New Mailbox field. The system will not allow TNFY
messages to be moved. (Not routinely used).

(4)

(5) Type-The only type of messages that will be received
will be TNFY messages, since they are sent using the NT
command or form.

Note: If a service request is received without an incident
number attached, it will be received as a TASK
instead of TNFY.

(a) New requests have a green background.

(b) Requests that have been viewed have a gray
background, in the INBOX mailbox as personnel
mail.

Originator- Indicates the personnel number of the person
who sent the message.

(6)
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Subject-Indicates the request for service (message).
Curly brackets ( {} ) indicate there is additional
information to the request.

(7)

Pri- Indicates the priority of the request 0 or 1.
Priorities 2-9 will not be used.

(8)

(a) Priority 0 is equivalent to Code 2 priority.

Priority 1 is equivalent to non-coded. A
service request task will default to Priority 1.

(b)

Date/Time-Indicates the date and time the message

was delivered.
(9)

View Message by Person FormB.

I Vi*w Mossajv-** By P'-nso

3, Command MR.TASK

Acton j [f]wrd lA|ttmp» iCfcnj# |P&n caiNM fSftiiy

TyptjTm
"

Ph 5
'

i Sub(8c( [B3 34.31 REQ TOB TEBHOH VERMONT ABCliJ. VEE HEEM

A
"

FLAf~
BED.

"

DUE TO BROKEN AXLE

Port* ]XDCPRT2 0&XII3S
incident

PA£.E l

0^0324000028

-i

This form allows the operator to take a specific action on a TNFY

message/service request.
2.

Field Descriptions3.

Type- the only type of messages that will be viewed is TNFY,

since that is the only type of message received in the TASK

mailbox.

a.

TNFY-Notification Task messages are sent using the

NT command or NT form.
(1)

Note: TASK messages are received if the incident number

is not attached.

(2) Priority-indicates the priority of the message. Messages
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with the highest priority are displayed first. Priorities 2-9
will not be used.

(a) 0 is equivalent to code 2

(b) 1 is equivalent to non-coded

(3) Action-Type the action to be taken on the message.

R (Reply)- Will be required to complete service
request received as TASK. The incident number
must first be attached.

(a)

(b) F (Fwd)- Forwards the message. Not routinely
used.

A (Attempt)-Allows the operator to enter
comments without deleting the TNFY
message/service request from the operator.

(c)

I (Inc)-Allows for an incident number to be
attached to the TASK message/service request.

(d)

Note: This action will only appear when there is no
incident number attached to the TNFY
message/service request.

P (Print) -Prints the message.(e)

C (Complete)-Allows the operator to enter
comments and complete the service request.

(f)

Note: This action will not appear if there is no
incident attached to the TNFY
message/service request.

(g) N (Cancel)-Reassigns the TNFY message/service
request from the specific ATO and returns it to the
TASK mailbox.

Note: It will be date/time stamped in the Audit Trail
of the incident when a request was reassigned.

00 S (Summary)-Will display the personnel mail, in
the INBOX of the specific ATO operator.
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Note: Uncompleted TNFY message/service
requests appear as personnel mail in the INBOX of

the specific ATO operator.

Subject-Indicates the request. Curly brackets ( {} )

indicate there is additional information to the request.
(4)

Incident-Indicates the incident number associated with

the service request for the notification task (TNFY)

message.

(5)

If there is no incident number attached to the
notification message, the ATO will have to obtain
the incident number and attach it to the NT
message.

(a)

(b) An incident number is then attached by entering

I in the Action field along with the incident number.

Originated by-Indicates the personnel number or Unit
ID of who sent the message/service request.

(6)

Mailbox- Indicates the current mailbox being viewed.(7)

Reply Form-Indicates the personnel number of the user

who replied to the message. (Not routinely used).
(8)

Today-Indicates the current date and time.(9)

Forwarded By-Indicates the personnel number of the

user who forwarded the message. (Not routinely used).
(10)

Date Sent-Indicates the date and time the message was
sent.

(11)

Certified By-Indicates the personnel number of the
person who certified the message. (Not routinely used).

(12)

Date Expires - (Not routinely used).(13)

Acknowledged By- Indicates the personnel number of

the person who acknowledged the message. (Not routinely

used).

(14)

Printer-Allows operator to type the printer name.(15)
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C. View Message by Person: Enter Comments Form

IBS! Jn|x|Nt Thtfhhr. ] t m:milM A l l

Command |MR.TASK
m B £

If
PAE!CONFUTE SOTIFiaTIOH COMMEHTS Action f Action Command: lEi*

Subiecf B3 H31 REC« TO VERNOH VERMONT AKi:3 VEH HEEDS Inodert 090324000028 J
CommenUjSUANNEY MAC (BUI) 10-15 MIH ETA

This form is displayed when entering C in the Action field of a specific service
request, when viewing the View Message by Person form of the request. The
ATO operator then is able to enter comments regarding the service request. A
service request/TNFY message cannot be deleted unless the service request is
completed.

Note: A TNFY message must have an incident attached. If a request is
received as TASK, the ( C ) Complete option will not be given. (R)
Reply will be used to complete request.

If the TNFY message is not viewed it will remain in the TASK mailbox until it
has been viewed. If the TNFY message is viewed and not completed it will
remain in the INBOX mailbox as a personnel mail of the ATO operator who last
viewed the message.

Field Descriptions1.

Action- Type the action to be taken.a.

b. E (Exit)-will go back to the previous Form, View Message by
Person

Note: When exiting a not completed service request it will move the
request from the TASK mailbox and place it in the INBOX
mailbox as personnel mail.
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Subject-Indicates the service request.c.

Incident- Indicates the incident number attached to the
notification message (service request).

d.

Note: If the incident number is not attached to the notification
message the request will not be recorded in the Audit Trail of the
incident.

Comments-Allows the operator to enter the information needed

in order to complete the service request.
e.

INCIDENT ENTRY COMMANDS250

CODE SIX AND TRAFFIC STOP (KT)250.01

A Code Six is an officer-initiated action, which indicates a field unit is at a specified location

conducting a field investigation and no assistance is anticipated. The field unit can enter this

information via MDC or broadcast to the RTO for entry into the system.

Purpose of Code Six or Traffic StopI.

One of the responsibilities of a Radio Telephone Operator (RTO) is to maintain the status

and location of field units. All situations encountered by an officer may not be directly

related to an assigned incident/event. Officers on patrol may come upon a group of
juveniles causing a disturbance, gang activity, or simply stop a traffic violator. To keep

the operator apprised of what they are doing, the officers) may state they are Code Six or

on Traffic Stop.

Code Six Terminology Proceduresn.

Upon receipt of any voiced Code Six location from a field unit, the operator shall:A.

Immediately repeat the information which shall serve as an
acknowledgement to the unit, and enter the information into the CAD

system.

1.

The terminology shall include the unit designation, location, and pertinent

information provided by the unit (i.e., license plate number,

vehicle/suspect descriptions).

2.

Operators shall not run the license plate provided by the unit unless

specifically requested to do so. However, the license plate number shall
be entered as part of the location. Since space is limited to 30 characters,

license plates can be entered on the location line using the Unit Status
(US) command (covered in a separate manual section).

3.
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All Code Six locations shall be repeated, including for supervisory units.4.

5. This information shall be broadcast on the appropriate Area base
frequency.

Example:

Unit: “11L30, SHOW ME CODE SK, YORK AND FIGUEROA.

RTO: “11L30, CODE SIX, YORK AND FIGUEROA.

UNIT: “11A1, WE ARE CODE SEX, FLETCHER AND RIVERSIDE
DR, LICENSE 123ABC.”

RTO: “11Al, CODE SEX, FLETCHER AND RIVERSIDE DR,
123ABC.”

UNIT: 11A1, PED STOP, 1ST STREET AND MAIN.

11A1, CODE SIX, IST STREET AND MAIN.RTO:

If a field unit reports “Code Six on a Traffic Stop or Ped Stop,” the RTO
shall use the Field Initiate (KT) command and the terminology appropriate
for Code Six. “Traffic Stop or Ped Stop” shall be entered into the
comments.

6.

The first unit advising Code Six or at scene on a Priority I incident/event
shall always be repeated. Additional units advising they are Code Six on
the same incident/event shall be acknowledged with a “Roger.”

7.

8. Units advising they are Code Six on established Priority II and III calls
shall be acknowledged with a “Roger.”

Note: Units may use “Code Six” with “At Scene” interchangeably.

Whenever a Code Six is voice broadcast, it is the RTO’s responsibility to
enter the information into the CAD system.

9.

223
Los Angeles Police Department — Communications Division Manual — 2015 Edition



Volume II -EQUIPMENT AND APPLICATIONS

Code Six PoliciesIE.

Units on Code Six status are available for reassignment to priority calls (i.e.,

Priority I or II) by monitoring their radio frequencies. Units on Code Six status

may indicate circumstances which will make them unavailable for assignment to a

priority call. These circumstances may include but are not limited to:

A.

Suspect in custody;1.

Primary unit on a crime scene; or,2.

At scene of a back-up, help or other emergency.3.

Units are to notify the RTO when they are available for radio calls.B.

When a field unit reports they are Code Six the operator shall make sure the unit

is not referring to an already established incident.
C.

If an incident/event has already been created (i.e., the unit has been dispatched,
acknowledged, en route or pending in their call stack) the status shall be changed

to At Scene. (Unit Status will be covered in a separate section).

D.

An operator shall not make a field unit available and assign non-priority calls

while the unit is on Code Six status.
E.

IV, The KT (Field Initiate) Command

The Code Six, also known as Field Initiate, (KT) command or equivalent

command/function key (F7) enters an incident/event into the system on the basis of an

officer’s/operator’s input and is similar to the Incident Initiate (II) command except

address verification, duplicate incidents/events or premise information checks are not

performed. The system will accept any information entered in the location field as being

accurate. Operators must ensure that locations entered are accurate and spelled correctly.

Identifiers and DescriptionsV .

Default OrderA.

KT.U.L.PN.ST.T.CM.PT.S

Identifiers and DescriptionsB.

1. KT-Command.

U-Unit. (Include * if using a Temporary Unit)2.
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L-Location.3.

PN-Plate Number.4.

ST-State. (Two-letter state, State abbreviation). Defaults to California5.

T-Incident Type, (i.e., 902, 620N, 991, 999, 415F, etc.)6.

CM-Comments. (Additional information provided by officer)7.

8. PT-Plate Type (i.e., C-Commercial, S-Handicap)

S-Status. (Two-letter code, i.e., AA, AS, TS, ER, HB, HF,
HH, HP, ST etc.) Refer to Unit Status-Status Codes section.

9.

Note: Cannot be used with C7

VI. Using the Field Initiate (KT) Command

A. Type the appropriate Field Initiate identifiers on the command line and press
<F10>.

If no T (type) or S (status) identifier is typed, the computer defaults to 006
(incident/event type) and C6 (status).

1.

Note: If an incident/event type code is used, it will appear on the
AWW/USD screen within the incident type field (between the
status time and incident/event number). If a status code is used, it
will appear on the AWW/USD screen within the status field
(between the Status Hag and Status Time).

2. Example (Without using <F7> function key):

KT.2A45-W2.100 N LOS ANGELES 123ABC <F10>a.

This will show 2A45 Code Six at 100 N Los Angeles on license
plate 123ABC. Premier CAD will set a 60-minute alert on this
unit.

Example (Using the <F7> function key):3.

Press <F7>. CAD inserts the KT command at the beginning of the
command line and submits the form.

a.

b. 2A45-W2.100 N LOS ANGELES 123ABC <F7>
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This will show 2A45 Code Six at 100 N Los Angeles, on license

plate 123ABC. Premier CAD will set a 60-minute alert on this

unit.

After the command statement or command/function key <F7> is entered,

an incident/event is created with an assigned, computer generated

incident/event number. The last 6 digits of the 12-digit incident/event

number will appear on the AWW/USD screen in the sixth column to the

left of the incident/event address.

4.

After the incident/event number is assigned the incident/event type will be

006, and the unit’s status will be C6 and not available indicated by the red

lettering.

5.

The time the unit is at scene is automatically monitored by the CAD

system. CAD will highlight the involved unit’s line on the AWW in gray

when the prescribed time limit has been exceeded.

6.

If the unit is active on an incident/event when the Code Six (KT)

command statement is entered, CAD system will automatically interrupt

the active incident/event and move that incident/event to the unit’s call

stack while generating a new incident that will appear in the AWW/USD.

If comments are entered in the Code Six (KT) command statement, they

will appear in the incident/event history data as a part of the comment

section.

7.

The Unit Status monitor in the AWW/USD is configured to show the last

known Beat/Zone (RD). If the unit being dispatched was previously

assigned to an incident/event, the Beat/Zone (RD) of the previous

incident/event displays in the Last Known Beat/Zone (RD) field until the

unit goes active on the new incident/event.

8.

VII. Station/Citizen Call

A. Station Call

The Area Watch Commander assigns station calls to units. These calls usually

require the unit to respond to a specific location to conduct an investigation.
Examples of these calls are welfare checks, warrant service investigations, and

timed out calls.

Station calls shall be repeated for all units. This includes units reporting

“Code Six” on a station call.
1.
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Station Calls are not considered safe locations (LAPD facilities, Court,
Hospitals, jails, other Police Departments). The RTO shall check on the
status of the unit after the sixty-minute alert is received.

2.

The KT command/function key <F7> shall be used for units reporting a
station call.

3.

Example:

1A11, STATION CALL, 1ST AND MAIN, ON A 484
INVESTIGATION.

1A11, STATION CALL, 1ST AND MAIN.

Unit:

RTO:

Command:

KT.1A11-W2.1ST/MAIN.T; 484I.CM;STATION CALL

B. Citizen Call

Units report out to citizen calls when a person flags them down. The
incident/event may or may not be related to an established radio call.

Citizen Calls shall be repeated for all units.1.

Example:

“1X89, CITIZEN FLAGDOWN, 5th AND BROADWAY.”
“1X89, CITIZEN’S CALL, 5 AND BROADWAY.”

Unit:

RTO:

Command:

KT.1X89-W3.5ra/BR0ADWAY.CM; CITIZEN CALL

C. Code Six Adam (C6A), Code Six George (C6G), and Code Six Mary (C6M)

Code Six Adam indicates an officer is conducting an investigation and
may need assistance.

1.

Code Six George indicates a field unit may need assistance while
conducting an investigation involving possible gang activity.

2.

3. Code Six Mary indicates a field unit may need assistance while
conducting an investigation involving possible militant activity.
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For officer safety, a ten-minute time parameter should be used to check on the
unit. If after ten minutes, a Code Four is not received, the operator shall
broadcast, “Unit No., Unit No., is there a Code Four?” If the unit does not
acknowledge or comes in but does not provide a Code Four, the operator shall
dispatch a two-officer or two one-officer units to the location, Code Two.

Code Six Charles is covered in a separate Manual Section.

Examples:

Unit: “6A15, WE ARE CODE SIX ADAM, SUNSET AND VINE.”

RTO: “6A15, CODE SIX ADAM, SUNSET AND VINE.”

Command: KT.6A15-W2.C6A SUNSET/VINE
U0.6A15-W2.100

Unit: “6A15, WE ARE CODE SIX ON 415 GANG ACTIVITY, SUNSET
AND VINE.”

RTO: “6A15, CODE SEX GEORGE, SUNSET AND VINE.”

Command: KT.6A15-W2.C6G SUNSET/VINE
U0.6A15-W2.100

D. Traffic Stop

A Traffic stop is an officer-initiated action indicating a field unit’s designated
location for the purpose of a traffic violation investigation (citation).

The traffic stop command statement will only be used when a field unit
reports they are on a traffic or citation stop. Units reporting Code Six on a
Traffic Stop will be shown Code Six and the terminology appropriate for Code
Six will be used; Traffic Stop will be indicated in the comment section. The
location and any other pertinent information provided during the broadcast can be
entered by the unit via the MDC or broadcast to the RTO for entry into the
system.

The KT command or command/function key <F7> is similar to the II command
except address verification; duplicate incidents/events or premise info checks are
not performed.

Traffic Stop broadcasts will be repeated for all units. The broadcast will
include:

1.

> Unit designation;
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> Location;
> License plate (if given by unit); and,
> Vehicle description or any other pertinent information given by unit;

If a field unit provides a license plate number with their broadcast the
operator will not run the license plate unless specifically requested to do
so. However, the license plate number will be entered on the location line
of the command statement. If the license plate does not fit due to system
constraints, the US command can be used to add the license plate to the
location field.

Examples:

UNIT: “18X32, SHOW US ON A TRAFFIC STOP, SAN PEDRO AND
IMPERIAL.”

RTO: “18X32, TRAFFIC STOP, SAN PEDRO AND IMPERIAL.”

With License Plate:

“12L75, SHOW ME ON A TRAFFIC STOP, 7191 HAAS, ON
LICENSE .”

UNIT:

RTO: “12L75, TRAFFIC STOP, 7191 HAAS, .”

The system automatically monitors the units at scene time on a traffic
stop, for a 10-minute period. The unit will be highlighted in gray after the
unit has been at scene on a traffic stop for 10 minutes.

E. Traffic Stop using the Field Initiate Command (KT)

Type the appropriate Field Initiate identifiers on the command line and
press <F10>.

1.

2. The T (Type) and S (Status) identifiers shall be used in the command
statement to show a field unit on a Traffic Stop and set the 10-minute time
parameter. Note: T:902.S;TS must be included in the command
statement, or the following alternate command statement may be used:

KT.21A73-W2.FALLBROOK/VANOWEN SAM123...902...TS <F10>

Note: If an incident/event type code is used, it will appear on the
AWW/USD screen within the incident/event type field (between
the status time and incident/event number). The type code is used
to accurately reflect the unit’s incident/event type.
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Example (With function key):

15A1-W1.SHERMAN WAY/TUJUNGA.T;902.S;TS <F7> or

15A1-W1.SHERMAN WAY/TUJUNGA...902...TS <F7>

This will show 15A1-W1 on a Traffic Stop at Sherman Way and Tujunga.

This will set a 10-minute alert on this unit once entered.

Example (Without function key):

KT.15A1-W1.SHERMAN WAY/TUJUNGA.T;902.S;TS <F10> or

KT.15A1-W1.SHERMAN WAY/TUJUNGA...902...TS <F10>

This will show 15A1-W1 on a Traffic Stop at Sherman Way and Tujunga.
Premier CAD will set a 10-minute alert on this unit once entered.

Examples:

KT.18A3-W2.103RD/GRAPE.T;902.S;TS

KT.2A21-W1.TEMPLE/GRAND.CM;NO PLATES 52 FORD.T;902.S;TS

KT.6A15-W4.HOLLYWOOD/VINE MYCAR.T;902.S;TS

KT.3XL35-W2.W/B 10 FY/CRENSHAW .T;902.S;TS

KT.9FB21-W1.VAN NUYS CT REAR.T;902.S;TS

KT.8XLLWLAVENUE OF THE STARS/SANTA MONICA.T;902.S;TS

US.8XL1-W1.L;3 . This command will put the license plate and state

on 8XL1-W1 location field.

KT.16A89-W2.E/W ALLEY S/O POLK E/O PHILIPPI.T;902.S;TS. This

command will show 16A89-W2 on a traffic stop.

The command or command function key when entered creates an incident/event

with an assigned incident/event number. The incident/event type 902 will reflect

on the AWW/USD and will be in green lettering because the unit’s status will be

available. If the unit had an active incident/event, that incident/event will drop to

the unit’s call stack.

Querying license plates using the Field Initiate (KT) CommandF.

Type the appropriate Field Initiate identifiers on the command line and

press <F1G>.

i
A •
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When creating a Code Six location no identifiers are needed when
following the default order.

2.

Example (With out the function key):

KT.1A27-W2.MAIN/2Nr)

<F10>

This will show 1A27-W2 Code Six at Main and 2nd and query

Example (With the function key):

1A27-W2. MAIN^ <F7>

This will show 1A27-W2 Code Six at Main and 2nd and query

The command or command function key <F7> when entered creates an
incident/event with an assigned incident/event number and will query the
license plate for Wants (SVS), Warrants (CWS) and Registration (DMV).
Querying of license plates using the command or command function key
<F7> defaults to A-automobile for type of vehicle and CA-Califomia for
the State. Identifiers shall be used for querying all other types of vehicles
and states.

Note: The querying of license plates may also be used when using the
identifiers for a Traffic stop.

G. Checking Status of Units

As soon as an operator receives an alert, it is the RTO’s responsibility to check on
the status of that unit using the following broadcast:

Example: RTO: “1A11, 1A11 ARE YOU CLEAR?”

If the unit advises they are clear, the broadcast will be, “Unit No., Clear.” The
unit will be responsible for clearing their MDC. The RTO is responsible for
clearing non-MDC equipped units. If the unit advises they are not clear, the RTO
shall acknowledge by broadcasting “Unit No., Roger”.

“1A11, ROGER” or “1A11, CLEAR.”

The Unit Overdue (UO) command statement shall be used for this purpose which
is covered in a separate lesson plan.

Example: U0.1A11-W2
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INCIDENT INITIATE (II)250.02

In order to perform their duties, personnel are often required to create incidents/events. The II

command or equivalent command function key <F8> displays a blank incident/event entry form.

This form is one of several methods available for entering new incidents/events into the CAD

system.

Incident Initiate FormI.

The Incident Initiate form is the first display associated with an incident/event and is the

foundation for the Incident Display and Incident Recall.

Each blank II Form contains the following computer-supplied information:

A. Date

TimeB.

II. Default Order

n.L.T.U.CM.BI.CA.CN.CP.P.DA.TI.SM.SC.VN.PN.ST.AP.FA.CO.PT.BE.IV.CT.SP.

MC.D.ET.SS.RT.IP

Identifiers and Descriptions:B.

L-Location. Enter the incident/event address. The address information

can be any of the following: street address, common place name or

intersection name. When using the command line to create a

incident/event L-Location will be the address of occurrence.

1.

T-Type. Enter the basic incident/event type and detail type (if required).2.

U-Unit. Enter the Unit ID - watch of unit to be dispatched.3.

CM-Comments. Enter pertinent comments in this field.4.

BI-Building Identification. Enter the building name or number.5

CA-Caller Address. Enter the address of the caller reporting the

incident/event.
6.

CN-Caller Name. Enter the name of the caller reporting the

incident/event.
7.

232

Los Angeles Police Department — Communications Division Manual - 2015 Edition



Volume II -EQUIPMENT AND APPLICATIONS

CP-Caller Phone. Enter the telephone number of the caller reporting the
incident/event. Use numbers only, no special characters
(i.e., 2135551212).

8 .

9. P-Priority. Enter the code of the incident/event.

DA-Date of Occurrence. Enter the time when the incident/event
occurred. (Not routinely used).

10.

11. TI-Time of Occurrence. Enter the time when the incident/event
occurred. (Not routinely used).

12. SM-Special Message. Enter a short comment to add to the audit trail.

SC-Source Code. Specify a source code for the incident. (Not routinely
used).

13.

14. VN-Victim Name. (Not routinely used).

15. PN-Plate Number. Enter the plate number of the vehicle involved in the
incident/event. (Not routinely used).

16. ST-State of License Plate. (Not routinely used).

17. AP-Apartment Number.

18. FA-Fire/Ambulance. Specify whether to send fire/ambulance to the
incident. (Not routinely used).

CO-Contact. Specify whether officer can contact the complainant.19.

> Y-The officer can contact the complainant.

> N-The office cannot contact the complainant.

20. PT-Plate Type. (Not routinely used).

BE-Bulletin. Enter the bulletin information (Not routinely used).21.

TV-Information Vehicle. Specify whether to display the Vehicle/Subject
information form. (Not routinely used).

22.

CT-City. Enter the name of the city where the incident/event is
occurring. (Not routinely used).

23.
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SP-Sub-priority. Enter a sub-priority character between A and Z, or

zero. (Not routinely used).
24.

MC-Modifying Circumstances. Enter a valid modifying circumstance

code to override priority, sub-priority, and response code settings for the

incident/event type. (Only used for calls at City facilities and

stakeholder locations).

25.

D-Disposition. Enter the incident/event disposition code. When using

this identifier, the system will create and close out the incident/event

simultaneously.

26.

ET-Estimated Time. Enter the Estimated Time of Arrival (ETA) or

update the existing ETA for the unit or equipment. (Not routinely used).27.

SS-Single Shot. Defaults to Y. Specify whether to use single shot

dispatch. (Not routinely used).
28.

> Y-Use single shot dispatch.

> N or blank-Do not use single shot dispatch.

RT-Route ID. Type the IDs of up to five Service Routes separated by

commas (Not routinely used).
29.

IP-Incident Phone Number. Used to document the phone number of the

Command Post (CP) or Incident Commander (IC).
30.

HI. Initiating Incidents Using the <F8> Function Key

One of the methods to display the II form is to use the function key. An operator

can use the <F8> function key to save keystrokes and time, in one of two ways:
A.

From a blank command line, pressing the <F8> key will force the II form

to appear.
1.

On the command line, type the command statement and include

incident/event information to create an incident/event, omitting the II, and

press the <F8> key.

2.

IV. Initiating Incidents Using the Incident Initiate Form

The Incident Initiate form contains the required and optional fields used to initiate an

incident/event. The operator can use this form rather than type the command syntax on

the command line.
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Field Descriptions:A.

Address-Type the address of the incident/event. The system verifies if
the address is within LAPD jurisdiction by accessing the Geographic
Database (GEOFTLE) and determining the validity of the address. The
address information can be any of the following: street address (partial or
whole), place name, and intersection name. Address consists of numbers,
including fractions, direction, street name and roadway type. Outside
jurisdiction is indicated when the address is within 1500 yards of city
limits.

1.

2. Number -Numeric portion of address

3. Fractions-Follow numeric portion proceeded by a space. Fractions are
separated by a slash (i.e., 3626Vi). (Apartment, suite and building
numbers can also be entered in the “Apt” or “Bldg” field).

Direction-Direction will precede the street name or intersections:4.

Example: (N, S, E, W, NE, NW, SE, SW). Note: Omit direction if
difficulty verifying the address.

5. Street Name-Alphanumeric characters. May contain a space within a
name.

Example: Van Ness

6. Roadway Type-Two characters. Must be one of the specific
abbreviations.

Example: Av, St, PI, Wk
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Intersections-Two street names separated by a forward slash.

Intersections may be reversed and re-entered to avoid possible Beat/Zone

(RD) conflicts.

7.

Manchester/Broadway
Broadway/Manchester

Example:

Place Name-Names of specific locations are accepted by the system in

lieu of an address or intersection.
8 .

Staples Center
Dodger Stadium
Communications Division

Example:

City-Once the address is verified, the city will auto-populate.B.

Type-Enter a valid and complete detail type. A complete incident/event type

consists of a three-digit basic incident/event type and detailed incident/event type.
Combined, the basic incident/event and the detailed incident/event cannot exceed

six characters. To assist newer RTO’s not familiar with all complete detailed

types, a basic type display can be presented on an additional command line by

using the [BB.**] which contains primary crime types available in CAD. The

following basic types do not require detailed types:

C.

Note: A list of basic/detailed types can be viewed from the Orion VELA screen

using the PrePlan option.

1. 006 Code Six

2. 100 Other

3. 374 Illegal Dumping

4. 900 Unknown Trouble

5. 902 Traffic Stop

Suspicious Activity6. 997

To display a list of incident/event types and descriptions, click the arrow to the

right of the ‘Type” field.

Mod. Circum-Type a valid modifying circumstance code to override the

priority, sub-priority, and response code settings for the incident/event

type. (Only used for calls at City facilities and stakeholder locations).

1.
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2. Location-Type additional details regarding incident/event location (i.e.,
Rear Alley, McDonald’s Parking Lot, Freeway On-ramp, two-story gray
house, etc.).

Contact Complainant-Specify whether the officer can contact the
complainant.

3.

> Y-Contact the complainant.

> N-Do not contact the complainant. (Default)

3. SS-Single Shot. This flags the incident making the EBO aware that the
RTO will be dispatching the Hot Shot. Specify whether to issue single
shot dispatch. (Not routinely used).

> Y-Use single shot dispatch.

> N or blank — Do not use single shot dispatch.

5. FAS-Fire/Ambulance. Specify whether to send Fire/Ambulance. (Not
routinely used).

6. Priority-Priority will auto-populate once the address is verified. This
priority can be overridden during the initial entry process or can be
updated after the incident is created.

The system pre-assigns a code after the detail type is entered. If
multiple detail types are used, the system assigns the highest code
associated with the detail types selected.

a.

b. Operators may override the system-generated code selections by
entering the new code in the “Priority” field.

Bldg-Building. Enter the building letter or number.7.

8. Apt-Apartment. Enter the apartment number.

Inc Phn - Incident Phone. Enter the phone number for the Command Post
(CP) or Incident Commander (IC) if applicable.

9.

Call Add-Caller Address. Enter the address of the caller reporting the
incident/event. If this is an emergency (911) call, this information appears
automatically when the II form is displayed on the operators screen or by
pressing the Display 911 Key (SHIFT + Fll).

10.
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Caller-Enter the name of the caller reporting the incident/event (first and

last name). If this is an emergency (911) call this information appears

automatically when the II form is displayed or by pressing the Display 911

key (SHIFT + FI1).

11.

Operators receiving calls from a Spanish-speaking caller shall

input S/S in front of the caller’s name. This information will assist

other operators in identifying calls that need to be forwarded to a

Spanish-speaking EBO for further information.

a.

Cphone-Caller phone. Enter the telephone number of the caller

reporting the incident/event, including the area code.
12.

Dispo-Disposition. Enter the disposition of the incident/event. Entering

a disposition code will simultaneously initiate and close the call.
13.

Source-Source uses two fields. The first is for the agency code (PD)

represented by **; the second is for the call source code. The following

are the default call codes:
> 0-phone
> 1-911
> 2-MDC initiated
> 3-Field initiated

> 4-Alarm
> A-Z-Agency-defined (CAD Administrator)

14.

ESN-Displays the emergency service number for the emergency call.15.

Service-Displays the type of telephone service (such as coin, residence,

or business) for the emergency call.
16.

Next Screen-Displays the default value established for the user’s logon

agency. (Not routinely used).
17.

Now?-Specify whether to immediately create a pending incident.

(Defaults to Y). This will not be used with the scheduling function. (Not

routinely used).

18.

Date-Automatically inserts the date, this will not be used with the

scheduling function. (Not routinely used).
19.

Time-Automatically inserts the time, this will not be used with the

scheduling function. (Not routinely used).
20.

Cmnts-Comments.21.
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Operators may enter pertinent information into the comment section of the
II format. Comments are retained in the Incident Display. Comments
should be entered as free-form narrative statements up to the capacity of
73 characters. You can also enter identifiers in this field.

The importance of the comment section cannot be overstated, as it is the
first service provided by Communications Division. It is the
responsibility of Communications Division personnel to ensure an
adequate amount of information is entered into the comment section of an
incident/event. This information must be concise and pertinent.
The operator entering the information into an incident/event must balance
pertinent information with the length of the comments.

Comments appear on a field unit’s Mobile Data Computer (MDC)
by date and time in descending order (oldest common/information
first). Since only the first few lines of comments initially appear
on the MDC (the remaining comments have to be viewed by
scrolling), those lines should be used to briefly detail specific
suspect location and description, vehicle used, weapon used,
direction taken and when the crime occurred. This information
can be kept shorter by using Department approved abbreviations.

a.

Units responding to a call need to know what they are responding
to beyond a general crime type. This need stems from an officer
safety concern and a timely response to the location of occurrence.
Upon arrival, and with an idea of what is needed from the police,
officers will not have to take time interviewing individuals for
information that could have been obtained over the telephone. The
comments need not be lengthy. Statements such as ‘dispute over
monies owed’, or ‘dispute over on-going loud noise’, tells officers
they are needed to keep the peace. A 415 man, woman or group
has to be 415 for a reason. This can be easily detailed with
statements such as ‘6 M/A in the rear yard yelling, harassing
tenants,’ or ‘M/W panhandling, refusing to leave.’ Include a brief
clothing description. This small effort on the part of the EBO can
save an RTO the work of processing a voiced request for further
and an ATO the work of calling the PR back.

b.

Appropriatenessc.

Operators entering comments into an incident/event must restrict
themselves to pertinent information. Due to the wide variety of
calls for police service, it is impossible to provide examples for all
of them; therefore, common sense must be the operator’s main
guide.
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V. Initiating Incidents Using the Display 911 Key (SHIFT+F11)

When the operator presses the Display 911 Key (Shift+Fl1), Premier CAD

automatically inserts the Caller Line Identification (CLI) information for the

current emergency call into the appropriate fields of the II form. If the II form is

clear, the CLI will automatically display when the call is received. The CLI

information includes the following fields:

A.

1. Caller Address

Caller Phone Number2.

Caller Name (Non-Business only)3.

Location (Business Name, if applicable)4.

Note: An operator may toggle between the current and last caller by pressing

[Shift + FI1]. CURRENT and PREVIOUS appear on the II form to

indicate which CLI information is appearing.

To initiate an incident/event using the Display 911 Key (Shift+Fl1), bring up an

II form using the function key or II command
B.

The form appears with the cursor in the Address field.1.

2. Press (Shift+Fl1) to fill in the CLI information field.

Press <F12> to submit the form.3.

Address Verification and Forcing Beat/Zone (RDs)VI.

The Address Verification screen displays possible matches for the partial address,

common place name, or intersection name. The Address Verification screen

appears after the operator has processed one of the following:

A.

Initiate an incident/event from the command line.1.

Entering an address, intersection or place name on the Incident Initiate

Form in the Address Field and then pressing TAB twice or clicking in

another field of the form. The address must be verified before moving to

the next step of the II process.

2.

If more than one page of possible matches is displayed, a flag stating “More

Matches” appears with a red background on the first page of the form.
B.

> Press (Shift+F8) to view the next page
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> Press (Shift+F9) to view a previous page

If a matching address is not found, the operator will be presented with a screen
displaying the following message error, “Address Verification Error: Address Not
Found (Re-enter address).” The operator has to re-enter a valid address.

C.

The operator may elect to override a Beat/Zone (RD) and specify a particular
Beat/Zone (RD) for the incident/event. This override process does not use
GEOFILE; therefore, the location cannot be searched for using the location in
conjunction with the Location Detail (LD) command (discussed in further detail
in a separate lesson plan). The following are some of the reasons why this
process is used:

D.

1 . Crime occurred in Rampart but victim is now is Hollenbeck. The
Beat/Zone (RD) should match the address of occurrence in Rampart.
Hollenbeck address is entered in the address field, where the victim is now
and where officers need to respond to with the corresponding Beat/Zone
(RD) of Rampart. The exception to this is if the original and current
location is more than two divisions away. In this case, Hollenbeck would
respond and there will be no need to force the Beat/Zone (RD), all
pertinent information must still be added to comments.

2. An operator may choose to force the Beat/Zone (RD) if the GEOFILE
does not contain acceptable address verification. This often occurs with
new streets from new housing tracts or when the street names are changed.
If the exact Beat/Zone (RD) within the Area of occurrence is not known,
the operator must utilize Vela to estimate the closest Beat/Zone (RD),
asking the PR to confirm the closest cross streets, etc.

Field DescriptionsE.

#-Displays the reference number for the street match. This is a number
that is entered in the Enter # or Addr field, when selecting a street match.

1.

Dir Street-Displays the possible street matches for street addresses or
street name for intersections or the possible common place names for
common places.

2.

City-Displays the city.3.

Low # High #-Displays the possible low and high address numbers of
the corresponding street for street addresses.

4.

Enter # or Addr-Enter the number of the match and submit the form.5.
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Note: When forcing a Beat/Zone (RD), it is required to enter [0] in this

field.

Location Detail-Clicking this button will bring up the Location Detail

form, which displays location information.
6.

Cancel ?-Enter Y to cancel and exit the form and return to the Incident

Initiate form without a selection. Default will be N to continue with

verifying the address.

7.

Sounds Like? -Not routinely used.8.

Bypass Agency-This field is used when forcing an RD. Enter [PD] in

this field.
9.

Area-This field is used when forcing a Beat/Zone RD. Enter the Area

that the incident/event is being forced to (i.e., [04] for Hollenbeck).10.

Beat/Zone-This field is used when forcing an RD. Enter a verified RD

(i.e., 0423 as an RD).
11.

City-(optional) Enter the City that the incident is being forced to.12.

Note: The four fields required to be filled within the form when forcing a

RD are:

> Enter # or Addr: [0]

> Bypass Agency: [PD]

> Area: [19] (i.e.)
> Beat/Zone: [1904] (i.e.)

VII. Common Place Verification Form

Motorola Premier CAD searches the common place file. A list will be displayed

of common places that are an exact match for the address that was specified. If

no common place match exists, the form does not display. This search is only

completed for street address entries. The operator can make the following

selections on the Common Place Verification form.

A.

To select one of the common places, type the number that corresponds to

that selection and submit the form. If the location field in the Incident

Initiate form already contains information, the common place name is

placed in the Location field and the previous location text will be inserted

into the audit trail as Original Location Information.

1.
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If the Common Place is different than what is displayed, a zero shall be
typed to override the recommended Common Place.

Location Detail-Clicking this button will bring up the Location Detail
Form.

2.

Cancel?-Enter Y to cancel and exit the form and return to the Incident
Initiate form without a selection. Default is N, which continues with
address verification.

3.

Verify-Displays the address that was input when the incident/event was
initiated.

4.

VIII. Invalid Incident Type Form

The Invalid Incident form appears if the operator enters a partial or invalid incident/event
type. This form lists potential matches for the incident/event type.

Field DescriptionsA.

1. Type-Displays the valid incident/event types that match the characters
entered on the command line or in the Type field.

2. Description-Displays the description of the incident/event type if a
description is defined.

Category-Displays one of the following:3.

> Real-The listed incident/event type is not an alias.
> Alias-The listed incident/event type is an alias.

4. Real -displays the actual incident/event type if the category is an alias.

Enter #-Enter the number associated with the correct incident/event
type.

5.

6. Search New Type-Enter characters relating to a new incident/event type
if the incident/event types listed are not appropriate and an additional
search is required.

Exit-Enter E in the field to exit the incident/event types selection list.7.

Verify-Displays the incident/event type entered on the command line or
in the Type field.

8.
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Potential Duplicate Events Exist FormIX.

Motorola Premier CAD will check for duplicate incidents/events during the

address verification portion of the Initiate Incident process. The Potential

Duplicate Events Exist form, will display any active, stacked, or pending

incident/event(s) that already exists in the area or at the same address. CAD also

checks closed incidents/events during incident/event creation and/or update.

A.

This form will give the operator the choice of creating a new incident/event,

exiting the incident initiating process or updating/duplicating an existing

incident/event that is listed on the form. Any of these columns in the form can be

sorted by clicking the column headers.

B.

Field Descriptions:C.

Address-Displays the address of the incident/event.1.

Type-Displays the incident/event type.2.

Num-Displays the number that corresponding to the incidents/event.3.

Agy-Displays the Agency ID which will always be PD.4.

Event-Displays the incident/event number.5.

Type-Displays the incident/event type.6.

Address-Displays the address of the incident/event.7.

Status-Displays the status of the incident/event (pending, stacked, active

or closed).
8.

Do You Wish To-Select whether to create a new incident/event or

cancel incident initiation.
9.

> C-Creates a new incident because the listed incidents/events are

not duplicates.
> E-Cancels Incident Initiation and returns to II form.

The “Potential Duplicates Events Exist” form will close and return to the

command line or the II form.

Or Update Existing # - Enter the number that corresponds with the

incident/event that needs to be duplicated or updated then press <F12>.
The “Potential Duplicate Events Exist” form will close and the Incident

Update form of the incident/event appears on the opposite work area.

10.
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Shortcut MenuD.

The operator may left click the Incident/Event field to open the shortcut menu that
allows the operator to Dispatch, Recall, or Update an incident/event. If the
operator selects one of these items, the appropriate form opens in the opposite
workspace.

X. Premise Location Information

Premise Location Information and Hazard CodesA.

Upon creation of an incident/event, the Premise Information Hazard flags will be
displayed within the “Premise” field. Premise Hazard flags associated with the
incident/event shall be viewed by pressing the Premise Info Key (Shift+F5) or
Premise Menu key (Shift + F10). Use (Shift+F8) to page through each Premise
Information form for incidents/events with multiple Hazard Codes.

B. Hazard Codes

> C-Caution Location
> G-Government Buildings/Residence
> I- Information/Miscellaneous
> S-Special Instruction Locations

Premise Hazard Flags
(A yellow lower case letter with a blue background
is not an exact match to the address, but it is within

1500 yards)

/
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(lDPD/080130000043

Iflcictent 080130000043 f Statiap PEHDIHG Tirr» l040^Location Beat|Q127^Addrecrt!100 N ICS ANGELES ST
XStreetilOO 5 IOS AHGE 1201 E TEKPLE 5 Premia- ,PC

Cailef Ad

CAD Recommendations.BlTESni^^ 4-W2 B1TEST15-E2 BTTEST16-W2
Ojisguatcftif

3:Command

0 Souice|* [̂o Console ;B9 TypejflSG
Team 01 Area 01 ModCircm

Primary
“ Map.634 4G

Route-jPr îllK
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!

Source}**^ CorcoteJBS
Teamfol Ama^ 01 Mod Cm*

Pnmaiy

.^^0130000044 ( StoffiSm Troehoa^H Pnurt f̂o
'UjcatiorrfCEHratt JAttW ' ~

Address 15tTTV& WmES ST

Type!i415M

Baafj0l 2?

CtyLk Bldg, Apt
®!sss*er*=s”

XSmtilOO 9 ItfS AHCE , 201 E TEMPLE 9 Prenw^M^WarAd;
CAD ReLommeodaboirr|BlTESTll-W2 BlTES713-72 j51

ixsamwm TTVI-IPW !! m > —i

_J|Mag & 34 4G

RO^PD ŜIHNam©? r-*ii

**H4U
Preangnj 7

714-V2 IB1TEST15-V2 B1TEST16-V2

afspafcisl
-. 3 ilwurtlt

Original
"

location I CEITIUI JAIL MT m LjTj‘
t
l i

1 Comments [2. Communication f 3 RouteTI
H f l r{ l

+

Premise Hazard Flags
(A RED upper case letter with a white
background is an exact match to the

address)

Whenever Premise information is viewed, it is recorded in the Audit Trail

and comment field of the incident/event of which Premise Hazard Flags

were viewed. Personnel information may be accessed for personnel who

viewed the Premise information.

1.
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Check the box to access
personnel information and

Date/Time Stampz
E SiJnt’ jenr Audit LPOQ0O1 MIIJOOO43

P fyile/Time Stamps Dynamic Refresh everjijlO seconds Orphan</ Ascending Order Refresh
lI

1' - » . —-fp - -ntr*'-n*n«nv ir nrnr, TTPin*'t»n*-^TrTimn»r-’-*rin»-#-f <vm'rsvm rIncident Initiated By: PB /
Units Recommended BPD/1TEST11-W2 BPD/1TEST13-U2 BPD/1TEST14-U2 BPD/1TEST15-U2 BPD/1TEST16-U2 B8
LOC INFO REVIEWED: S

B8»4*1mi

58

\!

Audit TraH|Premise Hazard Flag viewed,
but not added to the

incident/event
Console of personnel that viewed

Premise Information
t.

IAudit j VSInto flt A
IH j M|«|m J |w|wi|!|Record 1 ot 3

2. To add the Premise Location Information to an incident/event, left click on
the “Write To Inc” button (or Alt + W) adjacent to the Premise Name in
the first row of the form. The date/time stamp, console ID, personnel name
with partial serial number of the operator who performs this action, can be
displayed along with the premise information in the audit trail of the
incident/event. Only when the Premise Location Information is added to
an incident/event can it be viewed on the MDC in the comment section of
an incident/event.
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Premise Location address
Left click add Premise

Type of Premise Information (or Alt + W)
Information

3Pirnise Information
I

{SPECIAL INSTK
City .LiMtew 150 N LuS AHGEIES ST0urine';; TE5T

i
PersonnelAuthoringEnhy <ACC 12 i

Comment; TEST PREMISE HAZARD

—•--4
i

>

Premise Hazard Flag viewed
Premise Hazard Information

Premise Information FormB.

Premise Information forms display information about the location of an

incident/event. Forms are identified by the letters A-Z. Upper case letters indicate

that information applies to the incident address. Lower case letters indicate the

information applies within the location proximity of 1500 yards. All premise

location codes shall be reviewed.

Field Descriptions1.

Scan: A-F-Displays the information form for a business, type the

letter of the business to be viewed in the Choice text box, and press

<F12>.
a.

H-Displays all entries, enter H and press <F12>.b.

I-Lists the location with the same agency LAPD default I. (Not
routinely used).

c.
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d. J-Lists the location with the same logon agency that was signed
on with, enter J and press <F12>. (Not routinely used).

K-Lists the location of the original incident, enter K. This filters
out any other locations within the area at the address.

e.

f. L-To exit the form, enter L.
Location

Name
Premise
Location
Address

//
E Premise InlorriMfcm

GOV BLDGS/HE /D Information for Event «LPD080201000001 (Total M
A 150 N LOS ANGELES ST

B
'

E TEMPLE ST

uffchet Found: 0003).
PI1 ! 639Li PARKER CENTER

, PI' !li73Li
;v:: ----- — . -- rC : > 100 N SPRING ST LA PI< ) i 344E— -—

[

i i
rfA

Choice[WjScan A-F H=AIEntne: l»Samr Agency Type J=SameAgency ID \ =0nginalAddie::Only UExt
A

Applicable Premise locations
selections

Choice Menu Choice field box

XI. Incident Entry Process

The Incident Entry Process consists of ten steps that are described in sequential order.
Although presented separately, in practice, each step flows smoothly into the next.

A. Several steps may be combined and entered into the system by pressing the
<F12> key or a string of command and identifiers submitted by the <F10> key.

Enter Incident/Event Address and complete the Address Verification
Process.

1.

2. Assign a complete (basic and detail) Incident/Event type.

3. Enter Location information (Description of address i.e., business name).

4. Contact Complainant (Does PR wish to meet).
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Priority.5.

PR Information (address, name, phone number).6.

Disposition incident/event, (if applicable).7.

8. Enter pertinent Comments.

Resolve Duplicate Incidents.9.

Identify Premise Hazard Flags.10.

The minimum requirements to create an incident/event are incident/event

address and incident/event type. The system automatically assigns an
incident/event number and documents the time the incident/event was

generated. Once an incident/event number has been assigned, the call is
automatically routed to the concerned RTO’s pending queue.

XII. Duplicate Incidents/Events

Upon accepting a valid location, a Duplicate Incident/Event(s) display is presented.
Incidents/Events displayed are those that are within 1500 yards of the address entered.
The display will show up to the last 10 potential duplicate incidents/events. If a possible

duplicate call exists, the operator can verify the calls that are related by displaying the

incident/event on an additional command line or by clicking into the incident/event.

After viewing the possible duplicate incident/event, the operator will determine whether

he/she will duplicate, update or create an incident/event.

Duplicate the Incident/EventA.

If the operator determines the calls are the same (i.e., same PR, location,

etc.), operator will then select the duplicate incident/event number in the
“Or Update Existing #” field and press <F12>.

1.

In the Audit Trail, the system will record DUP Call, the operator serial

number, and the date/time of that duplicate call.
2.

Any comments that need to be added to the incident/event will have to be

entered by using the IU command.
3.
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XIII. Updating Incidents/Events

A. Updating an Incident/Event

The original incident/event may be updated with new information. When
updating an incident/event, comments from the new incident/event will appear in
the original incident/event. Information can be updated by completing the
“Update Existing #” field within the “Duplicate Incident/Event(s)” form, entering
the line number that you wish to modify, then either typing within the comments
section only, or using the Form Update button to modify further sections of the
incident/event.

Whenever an incident/event is updated from a console other than the
affected RTO’s console, the concerned RTO will receive an alert symbol
<=> next to the incident/event notifying the RTO that information has
been added or updated within the incident/event. (Covered in a separate
section).

1.

XIV, Creating Incidents/Events

If after viewing the list of potential duplicate incidents/events, the operator
determines that there are no other calls that are related, he/she will enter “C” for
Create in the “Do You Wish To.. field and press <F12>.

A.

B. The system will then create a new incident/event and simultaneously queue the
new incident/event to the concerned RTO for dispatch.

C. These incidents/events can still be viewed, a disposition code is added to inform
the operator it has been closed or dispositioned.

Creating Incidents/Events on a Command LineXV.

Refer to Identifiers and Descriptions for syntax order of identifiers used in conjunction
with incident/event information. Identifiers not used within a command statement can be
replaced by a period or an identifier followed by a semi colon. An identifier cannot be
replaced by a period once it is used in the command statement.

Examples:

II.SEPULVEDA/SHERMAN WAY.507R.CM;LOUD MUSIC BLASTING FROM RED
CAMARO PARKED ON CORNER.CN;CARLOS.CP; DECLINED

II.ULYSSES/FIGUEROA.904A.CM;RA 31 ON SCENE, FD I0216.CN;FD 24
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XVI. Closing Calls

During the creation of an incident/event, a disposition code may be added, to
create and immediately close out an incident/event for one of more of the
following reasons:

A.

> Broadcast and File
> Telephonic Report
> STORM Call
> Call Transfer/Referral

These incidents/events do not require dispatching by Communications personnel.B.

These incidents/events can still be viewed, a disposition code is added to inform
the operator it has been closed, or dispositioned.

C.

XVH. Incident Number

Upon completion of the incident entry process, the system automatically assigns a
12-digit number to the incident. A location and a complete detail type are the
minimum information required to obtain an incident/event number.

A.

The first two numbers of the incident number correspond to the last two numbers
in the current year.

B.

The next four number pertain to the month and date.C.

The following six numbers are the actual incident numbers.D.

EX:a040ia»iBt

INCIDENT STATUS COMMANDS251

CLONE INCIDENT (Cl)251.01

After an incident/event is created, the Clone Incident (Cl) command can be used to create
additional new incidents/events with their own incident/event numbers. A maximum of 5 new
incidents/events can be created at one time from an incident/event that is either Pending,

Stacked, Active or Closed. The Cl command shall only be used in those instances when a unit to
goes at scene on a System To Optimize Radio Manpower (STORM) call that was previously
created and closed.
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Default OrderI.

CI.EV.A.T.PU.D.N.AR.BZ.AS.S.C.CM.MC

Identifiers and Descriptionsn.

EV-Event/Incident. Enter the incident/event number.A.

AG-Agency. Enter the agency ID/PD (Default).B.

C. T-Type. Enter the incident/event type code.

D. PU- Primary Unit. Enter the primary unit.

D-Disposition. Enter the disposition code.E.

N-Number. Enter the number of cloned incidents/events to
create.

F.

G. AR-Area. Enter the Area ID.

H. BZ-Beat. Enter the Beat/Zone (RD).

I. AS- Associated Incidents/events. Specify whether to create associated
incidents/events.

1. Y-Create associated incidents/events.

2. N-Do not create associated incidents/events.

S-Status. Specify whether to clone status records.J.

Y-Clone status records.1.

N-Do not Clone status records.2.

K. C-Comment Records. Specify whether to clone comment records.

1. Y-Clone comment records.

N - Do not clone comment records.2.

CM-Comment Text. Enter the comment text. (Maximum of 30 characters)L.
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MC-Modifying Circumstances. Enter a valid modifying circumstance code to

override the priority, sub-priority, and response code settings for the detail type.
(Only used for calls at City facilities or stakeholder locations).

M.

HI. Example

CI.1234.N;5 Clones incident 1234 five times.

Clone Incident FormIV.

The Cl command can be used without the incident/event number to display the Clone

Incident form.

-J2N;1
. » mamm mmm uEE mo In. i < lout - 00 /19: RFOULSTm SI.RFFN DISPI AYI. 0

Command ||CI

Incident to Cion*

Aopncu Inc Twe Pag Uni Area Beat DI^DQ tocSiatCffltf

i~3r
rnr
i“3i ~ rrr
mr~

mi

Lomnai T tuff~ —wmII i
' rr i r\ T

KTT^rwTl
rrr *rT*

TT
I PPPI *

| lf|rjfT~"rrr
Field DescriptionsA.

Incident/Event to Clone-Enter the incident/event number to clone.1.

Agency-Enter the agency ID. Ours will always be PD.2.

Inc. Type-Enter the incident/event type if different from the one being

cloned.
3.

# To Create-Enter the number of incidents/events to create.4.

Prim. Unit-Enter the primary unit.5.

6. Area-Enter the Area.

Beat-Enter the Beat/Zone (RD).7.

Dispo-Enter the disposition.8.

Assc-Specify whether to create associated incidents/events.9.
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Y-Create associated incidents/events.
N-Do not create associated incidents/events.

a.
b.

Status-Specify whether to clone status records?10.

Y-Clone status records.
N-Do not clone status records.

a.
b.

11. Cmnts-Specify whether to clone comment records.

Y-Clone comment records.
N-Do not clone comment records.

a.
b.

Add’I Comment Text-Enter the comment text.12.

The Cloned Incidents Created form appears after the
incidents/events are initiated.

a.

-H*ijBnjflHWirV jHivviwagj ' I. M - .v ldc in . *»

JjCi.DCOl 3ijCommand

Cloned Incidents fox LPD0 BU4040000Q1 vhich is a 41S& at COMPTON AV£ 114TH ST in LA
Statics Type

41SG

Incident $

000404000002
ktma Beat
18 1837

Unit Disp kttoc Status Cmnts!

P Y Y Y
i

I

Note: Original incident/event will be referenced as Parent
Cloned incident/event will be referenced as Child

251.02 INCIDENT ASSOCIATE (IA1

The IA command is used to associate or cross-reference incidents/events after they have been
initiated. You can associate incidents/events at any time, even if the incident/event has been
closed, as long as it is still in the system. You can associate a total of ten incidents/events;
however, you can only associate two incidents/events at a time.
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Associated incidents

Initial Infcident/Event

080204000036 f
Location ;CENTRAL JAIL t'TV

Addres?. t150 FLCS AKGELES
”

ST

CaieiAd .;

TENDING
iIncidenr:

7,-j

Drop down arrow
will display
additional
Associated
Incidents/Events

%r0 Type|415G

AJCOC |PIiO00038 4:
Map (634 VG

RI 'rami?

Tiips' j415G
_ :rc*oooo3n3Associated

Jncident/Event
Aisoc '

IPP00003 V A l
Rt jPD TtAIN

Map
T-. J?

Default OrderI.

IA.EV.EV

Identifiers and DescriptionsII.

A. IA-Command.

EV-Incident/Event Number-Displays the incident/event number.B.

C*-Comments to be included in associated incidents/events.C.

Examples:m.

IA.0247.0252-Associates incidents 0247 and 0252.

Note: The C* parameter must be used with the Incident Update (IU) command to

include comments for all associated incidents/events. In the comment section of

the IU form or on the command line, enter C* followed by a semi-colon and the

comments will apply to all associated incidents/events.
Example: IU.0247.C*; to the rear of the location.
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In this example, the comments entered into incident 0247, will also be entered
into the associated incident/event, 0252.

251.03 INCIDENT CLEAR (IC)

The Incident Clear (IC) command clears comment flags from incidents/events. These flags
appear in the Pending Queue and the Active Incident window when an incident/event has been
updated.

Incident
Update Rag

/
Q PsndlJijjKUlMiJfwtJi ( 3 j mmCount of Ptndlritftruwmm* \

rteid«nti: 0001

m156 0 0CC 036 150 N LOS ANGELES ST CENTRAL JAIL DIV

< 1 I > 1

I. Default Order

IC.EV or IC.U

Identifiers and DescriptionsII.

A. IC-Command.

EV-Incident/Event Number.B.

C. U-Unit Identification

m. Examples:

IC.0623 Clears the comment flag from incident/event number 0623 in the pending
queue.

IC.1A1-W2 Clears the comment flag for the incident/event assigned to the unit
1A1-W2. This flag is displayed on the Active window only.
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Active
Incidents
Window

iiTsj 'AiliwJncidurfU (11
"

_
T-

“ i r 0 000070 MAGNOLlA/COLDWATER
sA3 mComment

flag
2 000061 SIMPSON AV02 17 900F15

ISA!3,«3
16 0 000572 PANORAMA06 26 006

13 00075B VICTORY B Lis 07 ! 4 239R1
Unit [15Ail - .NO
ID 0 000544 REMMICK-FILMORE16 04 56 006

i-SA7 lsW3 16ASO W3
16 C5.42 900 3 000607 ARIETV- A /

0 000700 SUNLAMP Bl16 06 65 90661 zl
ii J j .i

INCIDENT DISPLAY (IN)251.04

The Incident Display (IN) command displays information about a specific incident/event. The
timestamp, operator name, or unit status changes do not appear when incidents/events are
displayed with this command.

Default OrderI.

IN.EV or IN.U

Identifiers and DescriptionsH.

EV-Incident/Event Number. Can be 4-15 alphanumeric characters.A.

U Unit Identification. Enter the ID of a field unit active on an incident/event.B.

Examples:m.

Displays information for incident/event 1234.IN.1234

IN.2A21-W2 Displays information for 2A21’s active incident.

Incident Display FormIV.

The Incident Display form displays information about the incident specified with the
Incident Display command.
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Fsv.tx' *l£2 *ltiLod^rjr DKplMv ImM r̂ ^plnvcel
Comffnand(llgl|P^?f ) ~3\

' Inoderd: 140710001663 ]
: » T-*'*1.' «1 . .pejma

\[ Location

Tmw fl027 f$|PnortjfJ7~
Type 139019

A 530£|
Map|

Dial j Rt|FD/MAni

(ACTIVE Rptfrj
Soufc«^»»Kfo' Comolt. flF I

iAN WYfi.DE SOTO AV- Addres-:.

; i Caller Ad~ j
|t X Street!

Beal J 2147

Bk^ Apt ) i

NanwJFEMALE S?S 1“*
Premistt

Aiea |21 ’ Primary
1

Inc Pirn (Team|TPG5 21EL3-W 2 *A
Moii:Conniiinli!EAR HITS STOP.SISP M/E 18-2DYSS PURPLE TSEIRT.BLT5E JEABTS .&2 F/W TOD #3

M/E YELLOW TSHIRT,HFD SUSPS ARE 390 HARASSIHG PASSERBYS ,ONGOING PROBLEM
IOC IIPO REVIEWED: IS _

~

1 Comment [ j ROU(k| — *»! i

;1
"Y' 'i-'-- • - 1

DescriptionsV.

Incident-Displays the incident/event number.A.

B. Status-Displays the status of the incident/event.

P-Pending
A-Active
S-Stacked

1.
2.
3.

Time-Displays the time the incident/event was initiated.C.

Pri.-Displays the priority and sub-priority for an incident/event.D.

Type-Displays the incident/event type.E.

Location-Displays additional details about the incident/event location (provides
a description of the address i.e., business name).

F.

G. Source-Displays the call source for the incident/event. Will always display PD.

Console-Displays the console number from which the incident/event was
initiated.

H.

Map-Displays the PREMIER ATM map.I.

J. Assoc-Displays the first associated incident/event number.

Address-Displays the address for the incident/event.K.

Bldg-Displays the building number; 4 alphanumeric characters.L.

M. Apt-Displays the apartment number; 4 alphanumeric characters.
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Report #-Displays the report # for the incident/event.N.

Beat-Displays the Reporting District (RD) or zone for the incident/event.O.

Team-Displays the team (Area) for the incident/event.P.

Primary-Displays the primary unit assigned to the incident/event.Q.

Caller Ad-Displays the caller’s address.R.

Name-Displays the caller’s name.S.

Phone-Displays the caller’s phone number.T.

Xstreet-Displays the name of the cross street closest to the incident/event.U.

Premise-Displays Premise Hazard flags which contain specific information
pertaining to an address.

V.

Red upper case letters on a white background indicate that a record in the
Location Menu is an exact match to the address of the incident/event.

1.

Yellow lower case letter on a blue background indicates that a record
exists within a close proximity of 1500 yards to the address.

2.

Comments-Displays comment information. If the More comments flag
appears, press (Shift+F4) to see additional comments.

W.

VI. Flags

Crisis Mode-Agency is currently in crisis mode (Emergency Mode). (Not
routinely used).

A.

F.A.S-Fire/Ambulance has been requested. (Not routinely used).B.

Form Update-Another form is available where you can edit most of the Display
Only fields on the Incident Update form. Click the Form Update flag or press
Alt+U to display the form.

C.

D. L911-Incident/Event is from a 911 call.

More Comments-Additional information is available.E.

No Complaint-Do not contact complainant.F.
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G. Prev. Incidents-Previous incident/event information is available for this
address.

Prev. Plate-Vehicle plate number was previously associated with an
incident/event.

H.

Prev. Incd/Prev. Plate-Previous incident/event information is available for the
address and the vehicle plate number was previously associated with an
incident/event.

I.

See Complaint-Complainant can be contacted.J.

251.05 INCIDENT OPEN (IQ)

The IO command is used to re-open a closed incident/event. A closed incident/event can be re-
opened as long as it remains in the Premier CAD system. Once the incident/event is reopened, it
returns to the pending queue; the original incident/event initiation date and time does not change.

Note: This command should only be used if an operator accidentally closes out the wrong
incident/event or at the request of a field unit that needs to enter additional information
into the incident, but it has already been closed. Operators re-opening incidents/events
must be cognizant of the time the incident/event was originally created and adhere to any
related policies and procedures. It shall not be used to reopen STORM or timed out
calls.

I. Default Order

IO.EV

Identifiers and DescriptionsII.

A. IO-Command.

EV-Incident/Event Number.B.

Example:m.

10.0247 Re-opens incident/event 0247 and returns it to the pending queue.

251.06 INCIDENT RECALL ( IR)

The Incident Recall (IR) command, when used with command identifiers, displays and prints
specific incident/event information. In contrast to the Incident Display form, the timestamp and
operator information can be viewed in the comment section and the information in the form can
be printed.
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Default OrderI.

IR.(EV OR U).PR.S.F.DR.TR.RN.EX.CC.SC

Identifiers and DescriptionsII.

IR-Command.A.

EV or U — Incident/Event Number or Unit ID - Watch. It can be 4-12
alphanumeric characters or a field unit ID

B.

PR-Printer. Seven (7) alphanumeric characters. If a printer is not specified, the
default printer is used.

C.

All incident/event information, including audit trail, is sent to the specified
printer unless you select one or both of the two new options. If you print a
report without specifying a style or filter, Motorola Premier CAD prints a
detailed report for all the incidents/events retrieved.

1.

To exclude Premise/Hazard Information, select Prem/Hazard.2.

To exclude Motorola Premier Q & A Tree information, select QAT.3.

S-Style. Specify the record style.D.

1. D - Detailed Incident Recall Report form.

S-Summary List Recall Report form2.

Note: Only Summary reports can be printed at this time.

F-Filter. If requesting a detailed report in the Style field, specify the filter for
the audit text.

E.

1. A-Entire audit trail
2. C-Comments only
3. S-Units status changes only
4. U-Incident updates only

DR-Dynamic Recall. (Not routinely used)F.

TR-Enter the incident/event number to be transferred. (Not routinely used).G.

RN-Report Number. (Not routinely used).H.
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EX-Exclude flag. Specify what to exclude from audit file. You can exclude
both by separating them with commas. This identifier will only be used when
printing.

I.

1 . PH-Exclude Premise/Hazard Information.

2. QAT-Exclude Premier Q&A Tree Information.

CC-Communications Center ID. Summary information will be listed for all
incidents/events in each trusted agency that is a member of the communications
center. (Not routinely used).

J.

SC-Source Code. Specifies the call source for an incident/event. (Not
routinely used). Will always show **.

K.

Examples:IV.

IR.1234 Displays the Incident Recall form for incident/event 1234.

IR.2A21-W2 Displays the Incident Recall form for 2A21’s active incident/event.

251.06.1 INCIDENT RECALL (IR) FORM

The Incident Recall form appears when the IR command is issued without any identifiers or
information elements or if the Recall key (Shift+F3) is pressed on a blank command line. The
form is used to define the parameters to use to search for an incident/event or to find out how
many calls were created by a operator during a specified period.

Identifiers and DescriptionsI.

Incident/Event-The entire or last four numbers of the incident/event number
can be used, 4-12 alphanumerical characters.

A.

Agency ID-Will always be PD.B.

C. Disp Group- (Not routinely used).

Plate - (Not routinely used).D.

Victim-Enter the victim name for which to search. When specifying a victim’s
name, the name must be entered completely and exactly as it was typed in the
incident/event record. (Not routinely used).

E.

Date-Enter the start date for the search.F.
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Thru Date-Enter the end date for the search.G.

Style-Specify the record style.H.

D - Detailed Incident Recall Report form.1.

S-Summary List Recall Report form2.

Printer-The Printer ID; Seven (7) alphanumerical characters, use the asterisk
for the default, if you print a report without specifying a style or filter. CAD
prints a detailed report for the entire incident retrieved.

I.

Type ** for default printer or printer name

\
r" \ImUckui Rjsiili tm i Aclit LI

3 '
Command IR.00Q3

'7

hadert: 0 8 0 4 0 4 0 D Q Q 0 3 1

Locabon^b 4*8 STATIC
&ddie;;f»79 S AjyARAXrt 5T

Cater

. ..rrr.
R«poit JFEKDIHG TW» ,415KModlyng CITCUITKlance [

Soutci JO
*

Comote icF̂ Tm»{ioc -ijPnonylo 31A::

CfrIU
N * ETO80

nuxv\m: Apttt

Pnnlw (DidNCS
i

+.V
Pranrc*|5.

IAm*j02 Pnroaiy.Be*.0245 Teem:0
rapj IJIB Coitiitmnl

08^04^ 04 10 42 E0 tWIT OFF
01

INCIDENT INITIATED BY
.OB. 04 04 10 42 CM UNIT

1 Commerce 12 qoute 1
'OFF

Printer name may be looked up by typing MN.54 on the Command line then <F10>.
Select S for Show in the Action field, then <F12>. This will display all the printer names,
select the appropriate and then type the name in the Printer field of the incident
requesting to be printed.

Q y Del'ined Printer [Evicts Printei Li»( found

3MN.54Command

Acton f§_£]
[AHTCTRN [CENTRAL [CENTHFC [CONFIG (CONFIGL jIlEVNSHR [ECCCS |EKAMPLE jPOOTHIL [HARBOR
[loiLNBK [HOLLYTO [LAXARPT lUXPRTf [LAXPRT2~ [HDCPRTT|MDCFRT2

~|MDCPRT3
~

|KDCPRT1 fKEUHIT ~

[MISSION jNEKTOiT [N0HI.YWD [NOREiST [OFFICE
"

[OFFICE!|PACfFIC [PARKERK [PTCAIRS ]RACR ;

.RAMPART [S77THST [SOOEAST JsOUTRFC [SOUWEST fVALTRFC (7ANNDYS [VDCPRIl [TOCPRT2 [NESTLA-
|JES7RFC [flLSaiR JffVALLEY

AgenqilD [pb^

1
i— r — i— i r rr

Time-The start time and through time fields allow a search for incidents/events
that were initiated at or during the specified time/range.

J
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K. Plan- Not routinely used.

Thru Time-Enter the end time for each search.L.

Filter-Filter. If requesting a detailed report in the Style field, specify the filter
for the audit text.

M.

1. A-Entire audit trail
2. C-Comments only
3. S-Units status changes only
4. U-Incident/Event updates only

Personnel #- Include Personnel No. preceded by PD of a specific operator that
created the incident/event, (i.e., PDG7876).

N.

In?-Specify whether the employee initiated or updated the incident/event.O.

1. Y-The personnel number specified is that of a person who initiated the
incident/event.

N (or blank)-The personnel number specified is that of a person who
updated the entry with an audit trail entry.

2.

P. Dispo-Enter the disposition with the incident/event.

RPT?-Specify whether an incident/event with the disposition in the Dispo field
requires a report before it can be archived or purged.

Q-

Y-an incident/event with disposition in the Dispo field requires a report
before it can be archived or purged.

1.

2. N-An incident/event with the disposition in the Dispo field does not
require a report before it can be archived or purged.

Type-Enter the complete detail type as it is configured in the Incident/Event
Types database form.

R.

S. Priority-Enter the priority associated with the incident/event.

Unit-To retrieve all incidents/events, to which a field unit was assigned during a
specific time frame, type the Unit ID separated by a dash and the watch (2A21-
W2). If a field unit ID is not specified without an incident/event number or date
range the current incident/event assigned to the unit appears.

T.
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Primary?-Specify whether the unit in the Unit field is the primary unit for the
incident/event.

U.

Y-The unit in the Unit field is the primary unit for the incident/event.
N-The unit in the Unit field does not need to be the primary unit for the
incident/event.

1.
2.

Beat/Zone-Enter the Beat/Zone (RD) to include in the search.V.

Team/Dist-Enter the team or district to include in the search.W

Area-Enter the Area to include in the search.X.

Report #- Enter the report number for which to search. (Not routinely used).Y.

Officer1-Enter the agency ID and personnel number for the officer.Z.

AA. Officer 2-Enter the ID and personnel number for the second officer.

BB. Proximity-Enter the maximum (in feet) that incidents/events can be located
from the specified address to be recalled. The field works in conjunction with the
Exact field.

Source-Source Code. Will always display PD.CC.

Status-Enter the status call codes for incidents/events to be retrieved in a
proximity search. This field is only used for proximity searches.

DD.

*- All
A-Active
C-Closed
H - Held
O-Open
P-Pending
S-Stacked

1.
2.

3.
4.
5.
6.
7.

Address-Enter the address. If the street direction is indicated it is required. Up
to 30 alphanumeric characters may be typed.

EE.

City-Enter the City; if the Exact field contains a Y, the City code must be
included. Up to 15 alphanumeric characters must be typed.

FF.

GG. Exact-Specify the address search type.

Y-Exact address. The address field must include a full address. The City
field must include the City code.

I.
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N-Partial address. The address field should be exactly as configured in
the GEOFILE. Leave the City field blank.

2.

3. P-Proximity Search. The address field allows a partial address.
Proximity address searches use the address verification feature.

QlildckJit RfOtF Requested stictn dispbyH -IGlisI~EiSfCommand;

Incident|

Agency ID|PD D»p Group|

Bat.siju/07/io’

Iim«100:00 Plan \
Ditpu j 3 Opt? f3]

Beat/Zone|
Officm1:

Address:
'

Inc PJjfft{

or any combination of the folowing

Victim j
stptecfg

Filter j
"3 Personnel #

Priority pj.
Area |

'.-,v̂
_
.

. Proximity 0 0 0 0 0 0

; City n
CPhone

Elate:
Thru Date 14/07/10

Thru Time 23:59

Tfip®:

Team/Dist [
Officer £

' ^ •--r
_

w jr...

Pnnter j
i"? H3r„ *

Primary? f
"

VtUnis:
Report #:

i

Soufjjo: 'j 3iP 5tahJ 1^3
Exact |H3

y.

...M

..

'
•"J" TT

SSm

251.06.2 SUMMARY LIST INCIDENT RECALL REPORT FORM

The Summary List Incident Recall Report form appears if you specified the (S) Style with the IR
command or entered the (S) Style in the Incident Recall form. The form displays up to six
incidents/events, per page, that match the parameters specified in the command or form.

Note: Only one incident/event may be selected at a time. If two incidents/events are selected,
Premier CAD disregards the second selection and will only display the first
incident/event.

Field DescriptionsI.

A. Printer-Enter the printer ID number, up to 7 alphanumerical characters. Use
the asterisk for the default; if you print a report without specifying a style or filter,
Motorola Premier CAD prints a detailed report for all the incidents/events that
were retrieved.

Sel-Displays the Incident Recall Report form for an incident/event. If a printer
is indicated and the form is submitted, a Detailed Incident Recall report is printed.

B.

C. Incident/Event Number-Displays the incident/event number in chronological
order based on audit trail entries (comments).

D. Time-Displays the time the incident/event was initiated.
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Type-Displays the incident/event type.E.

Disposition-Displays the incident/event disposition.F.

Address-Displays the incident/event address.G.

Primary Unit-Displays the primary Unit ID assigned to the incident/event.H.

Report Number-Displays the report number if the incident type generates a
report. (Not routinely used).

I.

- •

.. r- '

jJDfiSJ3Incident Ret dll - More matches possible

3iCommand IR

Printer [
(fVimaty Unit 1[Disposition |Addre::

OCB
CCB
CLL'
CIO
GIB

Time |Type Report NumberIncident Humber
2710 ? TEMPLE ST

¥ 2ND ST6.S BONNIE BRAE ST
¥ TEMPLE STSJ BENTON ¥Y

¥ TEMPLE 5T&GLENDALE BLVT1

¥ TEMPLE ST&N BENTON ¥Y

07025000145 14 42 415M
14 44 100
11 0b 415M
11 07 415M
11 12 415F

0702500014b

07026000091
07026000092
0 7 0 2 6 0 0 0 0 9 3
D70297OO'IQ 9 IngmgBMB!!

Dispatch

V -'NO STiS BONNIE BF^E :T 2A1-U2

1-Recall
Update

| Vehde Subiect JQI*!

\
Left click on the incident/event number to view shortcut menu and recall a detailed

incident/event.

INCIDENT SUMMARY (IS)251.07

The Incident Summary (IS) command allows the operator to display active, pending, and stacked

incidents/events up to five Areas or Citywide using the command statement. This function

allows the operator to monitor incidents/events and to assist in incident/event assignment based

on the unit’s location for his/her assigned area.

The Incident Summary form displays the incidents/events that currently exist for the Area(s)

specified with the IS command. The form lists incidents/events in the following order: pending,

active, stacked, new, held, and open.
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Default OrderI.

IS.Area ID.S.CC

Identifiers and DescriptionsII.

Area ID-Displays the Area number.A.

S-Status of the incident/eventB.

P-Displays Pending incidents/events.1.

2. S-Displays the incidents/events that are stacked against a field unit.

A-Displays Active incidents/events.3.

N-Displays New events. (Not routinely used).4.

5 . H-Displays Held events. (Not routinely used).

6. O-Displays Open events. (Not routinely used).

*7. -Displays all statuses in the incident summary (Default).

C. CC-Displays specified agencies. (Not routinely used).

m. Incident Summary Form Item Identifiers

Agency-Displays the agency. Our agency will always be PD.A.

Area-Displays the two-digit Area of occurrence.B.

Status-Displays the status of the incident/event.C.

Priority-Displays the code of the incident/event. Within each status type,
incidents/events are listed in ascending order or priority.

D.

Incident Number-Displays the incident/event number. Within each priority,
incidents/events are listed in ascending order or incident/event number.

E.

Type-Displays the complete detail type.F.

Time-Displays the time the incident/event was initiated.G.

Address-Displays the incident/event address.H.
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Primary Unit-Displays the primary unit for the incident/event.I.

Time the incident/event
was initiated Primary UnitIncident/Event

Number
Status

\ Si— — r
2 In* i '' ini i iu ^ ry - l ikir lo 'd I i s p I y Complete

3-^ {jlS D7

AgilArw jatatjPn (incident Nunber
zComm

Type |Time|^|Ad*̂ jPnmaiy Un

2421 08 30 0700 BEVERLY BL
415G 0<3 03 BEVERLY BLi-JT FAIRFAX AV
5033SI07 40 51bl V 21ST ST

15q4SN oe 07 134b KENISTON AV
415F 08 17 143:1.-2 S BRONSON A?
6201« 08 53 1205 ELDER AV

09 10 PAB
0? 12 3RD E-0 LA BREA 5SHU496

19043 07 42 V 12TH ST6*S VERMONT AV

PD 07 P 0 080304001038

PD 07 P 0 080304001171

PD 07 A 2 080304000827

PD 07 A 2 080304000933

PD 07 A 2 080304000971

PI- 0? i 2 080304001133

PD 0? A 0
"
080304001210

PD O7 A 0 080304001214

PD 07 S 0 080304000832

PD7A3-¥2

PD7A35-V2
PD7A5S-V2
PD7A61-02
PD7A47-U200 b

PD7A73-V200b

PD7A35-02

^ \ t \
Complete

Detail Type
Address of the
Incident/Event

PriorityArea

INCIDENT UPDATE (IU)251.08

The Incident Update (IU) command allows the operator to update a pending, active, stacked, or

closed incident/event. This command can be entered on the command line with only an

incident/event number or a field unit ID.

Default OrderI.

IU.(EVorU).T.L.CM.BLCA.CN.CP.P.DA.TLSE.SC.C*.PN.ST.AP.AD.S.CL.A.AR.CI.

D.TB.FA.BZ.TW.CO.RN.SP.MC.PT.ME.VN.V2.V3.C.SM

Identifiers and DescriptionsII.

EV-Event. Enter the incident/event number.A.

U-Unit. Unit ID-Watch.B.

T-Type. The type code for the incident/event (i.e.,415M).C.

L-Location. Enter additional details about the incident/event address (i.e., rear

door). Note: Updating the Location will not update the Beat/Zone (RD) of the

incident/event.

D.

CM-Comments. Enter any additional information regarding the incident/event.E.
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BI-Building Identification. Enter the building name or number.F.

CA-Caller Address. Enter the address of the caller reporting the incident/event.
Any associated incidents/events will be updated and written in the audit trail.

G.

CN-Caller Name. Enter the name of the caller reporting the incident/event.
Any associated incidents/events will be updated and written in the audit trail.

H.

CP-Caller Phone. Enter the telephone number of the caller reporting the
incident/event.

I.

P-Priority. Enter the code for the incident/event. Any associated
incidents/events will be updated and written in the audit trail.

J.

K. DA-Date. Enter the date to initiate the incident/event. This date is included in
the audit trail. (Not routinely used).

TI-Time. Enter a time to initiate the incident. This time is included in the audit
trail. (Not routinely used).

L.

SE-Scheduled Event. To schedule an incident/event. (Not routinely used).M.

SC-Source Code. Specify one of the following call source codes for the
incident/event.

N.

(0) Phone
(1) 911 (display 911 key used to fill incident initiate form)
(2) MDC initiated
(3) Field initiated
(4) Alarm

1.

2.
3.
4.
5.

Any associated incidents/events will be updated and written in the audit trail.
Note: (Not routinely used).

O. C*-Comments (Associated Incidents/Events). Type comments for the
associated incidents/events that should be updated. Update the incident/event as
many times as needed to add additional comments. The C* identifier does not
work for cloned incidents.

PN-Plate Number. Enter the license plate number. Using this identifier
generates an automatic query.

P.

ST-State. Enter the License Plate State.Q.

271
Los Angeles Police Department - Communications Division Manual — 2015 Edition



Volume n-EQUIPMENT AND APPLICATIONS

AP-Apartment. Enter the apartment number. Any associated incidents/events

will be updated and written in the audit trail.
R.

AD-Address. Enter the incident/event address. All associated incidents/events

will also be updated and written in the audit trail..
S.

Note: Updating the Address will also update the Beat/Zone (RD) of the

incident/event.

S-Status. Specify the new status of the incident/event.T.

Lf the status is changing from pending to new.1. N

If the status is changing from new to pending. (Not routinely
used).

2. P

CL-Close. Use this identifier to close a pending incident/event.U.

A-Arrest. Specify one of the following arrest-type flags. (Not routinely used).V.

F/ Felony Arrest - Enter the felony arrest comments.1.

M/ Misdemeanor Arrest - Enter the misdemeanor arrest comments.2.

C/ Citation, No Arrest - Enter the citation number and comments, no
number. This comment is added to the incident/event audit trail. (Not
routinely used).

3.

AR-Area. Enter the Beat/Zone (RD) of the area that is associated with the

incident/event. Any associated incidents/events will be updated and be written in

the audit trail.

W.

Cl-Citation. Enter any comments regarding the citation. (Not routinely used).X.

D-Disposition. Enter a disposition code (does not close the incident/event).
Any associated incidents/events will be updated and written in the audit trail.

Y.

TB-Bum Time. (Not routinely used).Z.

FA-Fire/Ambulance. Specify whether Fire/Ambulance was sent to the incident.

(Not routinely used).
AA.

If fire or ambulance was sent.1 . Y

If fire or ambulance was not sent.2. N
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BZ-Beat/Zone. Enter a Beat/Zone (RD) correction. Any associated
incidents/events will be updated and written in the audit trail.

BB.

CC. TW-Tow. Enter the name of the tow company that was sent. (Not routinely
used).

DD. CO-Contact Complainant. Specify whether the officer can contact the
complainant.

1. Y
2. N

Officer can contact the complainant.
Officer cannot contact the complainant.

Any associated incidents/events will be updated and written in the audit trail.

EE. RN-Report Number. Enter the number of the report. (Not routinely used).

SP-Sub-priority. Enter the sub-priority (priority) character H. Any associated
incidents/events will be updated and written in the audit trail. (Not routinely
used).

FF.

GG. MC-Modifying Circumstance. Enter a valid modifying circumstance code to
override the priority, sub-priority, and response settings for the incident/event
type. (Only used for calls at City facilities and stakeholder locations).

PT — Plate Type. Enter the license plate type. A plate type can be specified only
if a plate number is already specified. (Not routinely used).

HH.

H. ME-Master Street Address Guide Error. Specify whether to flag an
incident/event with a bad address for GEOFILE maintenance. (Not routinely
used).

1. Y Flags and updates the incident/event. A report is created for
GEOFILE maintenance.

2. N Does not flag an incident/event. Any associated incident/event
will be updated and be written in the audit trail.

VN - Victim Name. Enter the victim’s name. (Not routinely used).JJ.

This identifier can be used to specify a suspect’s name by typing S/ in front of the
name. Example: VN;S/John.

The second and third victim’s names can be specified using this identifier by
separating the individual names with a period. Example: JOHN BROWN.MARY
SMITH
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V2-Second Victim’s Name. Enter the second victim’s name. This name can

also be specified using the VN identifier. This identifier will be displayed as

VN in the Audit Trail. (Not routinely used).

KK.

V3-Third Victim’s Name. Enter the third victim’s name. This name can also be

specified using the VN identifier. This identifier will be displayed as VN in the

Audit Trail. (Not routinely used).

LL.

MM. C-Command Post. Specify which information type flag for the command post.

(Not routinely used).

To identify the command post name sub-identifier.1. PN

To identify the command post command name.2. PC

PA To identify the command post address. (Not routinely used).3.

SM-Special message. Enter a short comment to add to the audit trail.NN.

Examples:m.

IU.2261A.

Requests the incident update form for incident/event 2261.

IU.2261.A;Resisted ArrestB.

Updates incident/event 2261with arrest comments.

IU.2261.CA;2264 West Street.CN;Robert JonesC.

Updates incident/event 2261 with the caller’s address and name.

IU.1021.AD;150 Los Angeles StD.

Updates incident/event 1021 with new address.

IU.1021.CM;Susp wearing brown pantsE.

Updates incident/event 1021 with new suspect description in comments

Updating an Incident/Event using the F3 Function KeyIV

The Incident Update function key (F3) performs the same functions as the Incident/Event

Update command. It eliminates the need to type the command identifier. Premier CAD

inserts the IU command at the beginning of the command line and submits the form.
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251.08.1 INCIDENT UPDATE (IU) FORM

The Incident Update form contains the fields used to update an incident/event. You can use thisform rather than typing the command on the command line.

The Incident Update form appears if one of the following actions is taken:I.

Type IU. <Unit ID> and watch on a command line and press <F10>.A.

Type IU. clncident/Event number> on a command line and press <F10>.B.

Type an incident/event number on a command line and press <F3>.C.

Type the Unit ED and watch on the command line and press <F3>.D.

An Incident Update form may be used by either of the following two methods:II.

Press Alt+U or click the Form Update button located in the lower right comer of
the form. An edit Incident Update form appears. Press <F12> to submit the
changes, then press Alt+C or press the Comment Update button to return to the
initial Incident Update form.

A.

In the Comments field, type the command identifier and semi-colon (;), then the
new information. Press <F12> to submit the change.

B.

Note: When you type identifiers in the comments field, the identifiers cannot
exceed 73 characters and you must type them before any comments, (i.e.,
T;245X.P;3.cm;susp armed with a bat assaulting a male).

Field Descriptionsm.

Incident-Displays the incident/event number.A.

Status-Displays the status of the incident/event.B.

1. Pending
2. Active
3. Stacked
4. CL (and Disposition Code used)

Time-Displays the time that the incident/event was initiated.C.

Pri-Priority. Displays the priority and Subpriority (code and priority) for the
incident/event. Any associated incidents/events will be updated and be written in
the audit trail.

D.
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Type-Displays the complete detail type. Any associated incidents/events will
be updated and written in the audit trail.

E.

Location-Displays any additional details about the address. Any associated
incidents/events will be updated and written in the audit trail.

F.

Source-Displays the call source code for the incident/event.G.

(0) Phone
(1) 911 (display 911 key used to fill incident initiate form)
(2) MDC initiated
(3) Field initiated
(4) Alarm

1.
2.
3.
4.
5.

Console — Displays the console number from which the incident/event was
initiated.

H.

Modifying Circums-Modifying Circumstance.Displays the modifying
circumstance code. Any associated incident/event will be updated and written in
the audit trail. (Only used for calls at City facilities or stakeholder locations).

I.

Assoc-Associated Incident/Event. Any associated incidents/events will be
updated and written in the audit trail.

J.

Address-Displays the address for the incident/event. If a common place name
was specified as the incident/event address when the incident/event was initiated,
the street address of the common place appears in this field and the name of the
common place appears in the Location Field.

K.

L. City -LA

Bldg-Building. Displays the building name/number. Maximum of 4
alphanumeric characters.

M.

Apt-Apartment. Displays the apartment number.N.

Report #-Displays the report number associated with the incident/event. (Not
routinely used).

O.

Beat-Displays the RD where the incident/event occurred.P.

Primary-Displays the primary Unit ID assigned to the incident/event.

ETA-Estimated Time of Arrival. Displays the estimated time of arrival for the
unit or equipment. (Not routinely used).

R.
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S. Caller Ad — Caller Address. Displays the caller’s address.

Name-Caller NameT.

Phone-Caller Phone Number. Displays the caller’s telephone number.U.

X Street-Cross Street. Displays the name of the cross street closest to the
incident.

V.

Comment-Enter any additional information regarding the incident/event.
Cannot exceed 73 characters.

W.

Flags-Displays any or all of the following flagsX.

1. Form Update
2. More Comments
3. No Complainant
4. See Complainant
5. Previous Incidents
6. Previous Plate

Incident/Event number

/ -! !«i3*ncId*riT I Ifufr .Ttf (Adrisnl U P tfqfl* I|EPI tit*rl

j|lU^PD080305000773.UR;#DF# 3Command

TrorjOITM ajiFn ;i : Type mU1SK
Modfjang Ctcum . Assoc

Apf|
'

ftotf* [PD/K4IB
Report IT

. Inadert ? QB030S0P0773 ; 5Mia ;ACTIVE
'Location SIXTH AND OLIVE INC —
Adder, isio V STH ST

iCatei Ad |510 V STB

*SIWM Rwr?OTrsf“
Beat 0152

SOUK*5*;|fo| Comofe •14
C* U

Nam*
Pnmaty

*3
Bid©

ETA1A41-V2

1 Dial jjAie« ;01Team ;01
i . :

1 Comment [:RoU1b!; j Form Update

Unit assigned to
Incident/Event

Flags

An incident can be updated by typing the command identifier, semi-colon and the
updated information in the comment section. To submit the update, press the submit
form key <F12>.

Example: AD; 100 N Main St / This command in the comment section changes the
incident/event address.
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An incident can also be updated by using the incident/event form update form by

inserting the updated information in the appropriate fields. Additional comments may be

added to the incident/event by typing them in the comment section, then pressing the

<F12> key to submit, without using the cm;identifier.

E -M 4Incident Update- - Incident Update Requested

Command ||iu!l 542
..

_
! • * r

'“— T>—* —

incite*'. 080305001542 !«wusfPKD»;

A
jfamrajBSSKi' j— 1—*" - iTJac-'-"’— .. .

nwfiaa ^ TW!&Bfli
HodftwigCffctjm

DS jU
A•Location f *«ocj

ApttlSD
Roue -m-'Ul*

Corto*a 'i7-”

Adtesjflft S 75JKU i?

XStwdlOl » VI»;iI AV
r

Te*» i02

aidff .

tfcm

ETAPnman

AIM.[02 Premsei
-s ! -

Report* •
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8aat ? B232 ft* t

.liniinl

Form Update f1Comment: 12 flouted"

All fields with a gray background may be updated from the comments field
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Once the Form Update button is selected, all fields with a white
background can be updated

251.08.2 LOCATION DETAIL fLD)

The Location Detail (LD) command can be used to obtain RD and premise information on a
specific location without having to create an incident.

Default OrderI.

LD.L

Identifiers and DescriptionsII.

LD Used to obtain RD and premise information on a specific location without

having to create an incident.
1.
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L-Type the location for which to display information.2.

Example:in.

LD.200 N Main Provides information on 200 N Main such as Premise codes, low
and high cross Street and RD.

251.09 RESET INCIDENT (RI)

The Reset Incident (RI) command allows the operator to reset the dispatch timer of a specified,
timed-out, pending incident. Only one timer can be reset at a time. When a pending
incident/event is timed-out/overdue, the incident changes to gray in the queue. When the RI
command is used, the Audit Trail will display Timer Reset and Operator Serial Number.

Default OrderI.

RI.EV.T

Identifiers and DescriptionsII.

EV-Represents the incident/event number for which the dispatch timer is to be
reset.

1.

2. T-Represents the new overdue timer setting in minutes.

Examples:m.

l. RI.1234-Resets the timer for incident/event number 1234 to the default time.

2. RI.1234.600-Resets the timer for incident/event number 1234 for 60 minutes.

Note: This command does not stamp the minutes in the Audit Trail.

252 AUDIT TRAIL (F4)

The purpose of the Audit Trail is to record and display the dispatching, comments, status, and
requests, as well as other transactions that occur for the incident/event. The console number for
each transaction and the operator who completed the transaction also appear within the file.
When comments are added to an incident/event, the Audit Trail displays all the comments.

Displaying the Audit TrailI.

An Audit Trail appears in the opposite work area whenever one of the following
commands is typed with an incident or unit number and the Audit Trail Key (F4) is
pressed:
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A. IR

B. IU

C. IN

D. ID

Note: An additional work area is created to display the Audit Trail. Press the Esc

(Escape) key.

II. Incident Audit Form

The Incident Audit form contains three tabs:A.

Audit-Contains the basic audit information.1.

VS Info-Contains all vehicle and subject information for the

incident/event. This window will not be used.
2.

Q & A-Contains a list of questions and answers for Premier CAD. This

window will not be used.
3.

Each Audit Trail entry uses one or two lines. If the date/time stamp check box is

selected, the first line displays the date of entry, time of entry, console number for

entry, and the operator’s personnel number. The second line displays the activity

associated with the incident/event and includes the console and operator when

appropriate.

B.

Field Descriptionsin.

The following are the descriptions of each field on the Incident Audit Trail form:
A.

Date/Time Stamps-Select this box to display the date and time of the

event.
1.

Ascending Order -Select this box to arrange events by order of

occurrence (earliest occurrence listed first).
2.

Refresh-Select this button to refresh the display.3.

Dynamic Refresh Every-Select this box to refresh the display at the

interval typed in the seconds box.
4.

Seconds-Enter the number of seconds to use as a refresh interval.5.
280

Los Angeles Police Department — Communications Division Manual-2015 Edition



Volume II- EQUIPMENT AND APPLICATIONS

6. Orphans -Select this button to make the Audit Trail an orphan window.

Records Count-Displays the number of entries in the Audit Trail.7.

IV. Daylight Saving Time

Whenever the time is affected by changing to daylight saving time or resuming
standard time, one of the following is printed in the audit logs.

A.

1. SWITCH TO DAYLIGHT SAVING TIME

2. SWITCH TO STANDARD TIME

This audit record appears on any incident/event that is not closed and any units
currently on duty. The audit record appears at approximately 0200 hours.

B.

Note: Daylight saving time usually begins the first Sunday in April; Standard
time resumes the last Sunday in October.

Viewing Premise Hazard InformationV.

Motorola Premier CAD records Premise Hazard information in the Audit Trail on
two different occasions.

A.

Whenever Premise Hazard information is viewed, the operator ID and
time is stamped and recorded in the Audit Trail.

1.

Premise Hazard flag
type viewed, but not

added to incident/event

Console number where
Premise Hazard flag was

viewed.

LOC UFO RE7IEUED: S B8

4. When the operator “writes in” particular Premise Hazard information to an
incident/event, it is recorded in the Audit Trail.
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Use to view additional personnel
information and time stamp

Common
place name

Address

Type of Hit

Dynamic Sfaliesh every]10 seconds Q[phan(
Qata/Thne Stamps W Order Eefre r

i Original Location : CE

**** TEST INCIDENT ONI/
Disposition
PHG INFO TYPE:GOV

! PHG BUS-NAME:PARK
PHG BUS-CITY:LA

AUTHORIZING PERSONNEL:ACC 01

0639.

C8
RAL JAIL DIV
FOR TRHG ******

C8

Au! CLO
RESP:

BUS-ADD:150 N LOS ANGELES ST

BUS-BLDG:639 BUS-APT#:

C8

^CHANGED
DGS/RESD HIT:DIRECT HIT AG:

CENTER

C8

\
C8
C8

J P*F] PIG

C8

LIAISON OFFICER CHDR KIRK ALBANESE 213/647-1998 C8
LAPD DIPLOHATI

C INFO HEVIEWED: Gj Lti
ca

Console number
where Premise

Information was
added from

Building
numberPremise

Hazard
type

Premise Hazard
Information

Note: Premise Hazard information will indicate Direct Hit for an exact match or In Area if its

not an exact match.

UNIT STATUS COMMANDS253

DISPLAY STATUS (PS)253.01

The Display Status (DS) command allows an operator to display the Advanced Workstation for

Windows (AWW) or Unit Status Detail (USD) for up to five areas or refresh the AWW/USD for

signed on Areas.

Default OrderI.

DS.Area ID

Identifiers and DescriptionsII.

A. DS - Command

Area ID-Enter the Area/Division Number of the Area to displayed. Up to five

Areas can be entered. Separate multiple Areas with commas.
B.

m. Example:

282

Los Angeles Police Department - Communications Division Manual — 2015 Edition



Volume II-EQUIPMENT AND APPLICATIONS

DSA.

Displays Unit Status Details for all areas to which the current user is signed onto.

B. DS.01, 02, 03

Displays Unit Status Detail for Central, Rampart, and Southwest Areas.

Note: If an operator wants to display the AWW/USD for an outside area and
continue to view the AWW/USD for the area they are signed onto, the
operator must include their Area in the command.

C. DS.PD/

Displays Citywide unit status details.
253.02 CALL STACKING (CS)

The Call Stack (CS) command allows an operator to assign/re-assign, swap, or delete stacked
incidents/events from on duty units. This fimction will:

> Designate the first unit listed as the primary unit.
> Display all stacked calls assigned to a field unit.
> Allow the Radio Telephone Operator (RTO) to change a field unit’s status to make an

incident/event active on one of the pending calls in queue.

The CS/Preassigned Incident Form is displayed when the CS command is used in conjunction
with the Unit Identification (Unit ID). The form lists the stacked calls for that unit. A maximumof three commands and/or actions can be performed at one time using the CS form.

Default OrderI.

A. CS.U.EV.GA.AC

Identifiers and DescriptionsH.

A. CS-Command.

U-Unit. The Unit ID assigned to the stacked incident/event.B.

C. EV-Incident/Event Number. Required when using the AC identifier

GA-Group Action. Allows the action to be performed on all of the calls that are
stacked against the unit.

D.

D-Deletes all preassigned incidents from the unit.1.
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H-Places the unit on Hold Status. Preassigned calls are not assigned to

the unit until the units’ status is auto. (Not routinely used)
2.

A-Places the unit on Auto Status. Auto status automatically accepts

dispatched preassigned calls. (Not routinely used)
3.

AC Call Action. Specifies one of the following preassigned call actions.E.

D-Deletes the incident from the unit’s call stack queue.1.

Note: If the unit is the only unit assigned to an incident/event, the

primary units information is cleared from the incident/event record

and is returned to the pending queue.

(1-999)-Assigns a new position for the call in the unit’s call stacking

queue. (Not routinely used)
2.

3. R-Reassigns the incident/event. Requires the Unit ID-watch that the

incident/event is being reassigned to.

Note: If an incident/event is reassigned from one unit’s stacked queue

and the first unit was the primary unit, the new unit assigned to the

incident/event becomes primary and the reassigned unit’s

information is recorded in the primary unit’s incident/event.

S-Swaps the stacked incident/event with the current active

incident/event.
4.

Note: The GA and AC identifiers cannot be used in the same command.

Examples:in.

A. CS.1A12-W2.0001.AC;D

This command deletes Incident/Event 0001 from 1A12-W2 Call Stack queue.

B. CS.1A12-W2.0001.AC;S

This command swaps Incident/Event 0001 with iA12-W2 current Active

incident.

C. CS.1A12-W2.0001.AC;R,1A13-W2

This command reassigns Incident/Event 0001 from 1A12-W2 to 1A13-W2.

284

Los Angeles Police Department -Communications Division Manual- 2015 Edition



Volume n- EQUIPMENT AND APPLICATIONS

D. CS.1A12.GA;D

This command deletes all of 1A12-W2 Stacked Calls and returns them to the
Pending queue.

253.02.1 CALL STACKING (CS) FORM

Identifiers and DescriptionsI.

Unit-Displays Unit ID assigned to the stacked incident/event.A.

Auto/Hold-Displays the dispatch settings for all incidents/event listed. (Not
routinely used).

B.

A-Automatically dispatches the first preassigned incident/event in the
unit’s call stacking queue when the unit is available.

1.

H-Holds the incident/event in the unit’s call stacking queue. The
default setting is (H).

2.

Actn-Displays preassigned call action options.C.

D-Deletes the incident/event from the unit’s call stacked queue.1.

(1-999)-Assigns new position for the call in the unit’s call stacking
queue. (Not routinely used)

2.

3. R-Reassigns the incident/event to another unit (Requires the unit’s ID-
watch).

S-Swaps a stacked preassigned incident/event with the unit’s current
incident. The current incident/event will be the second call in the unit’s
stacked queue.

4.

Event Number-Displays the incident/event number.D.

Type-Displays the complete detail type.E.

Stts-Displays the status code for the incident/event.F.

G. To Unit-Displays the ID-watch of the unit to receive the stacked incident/event.

A/H-Displays the individual dispatch setting. It is used to change the dispatch
setting for a specified incident/event. (Not routinely used).

H.
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A-Automatically dispatches the incident/event in the unit’s call stacking
queue when the unit is available. It is used to make a field unit active on a
call.

1.

H-Holds the incident/event in the unit’s call stacked queue.2.

1 1n i l

Count orArtof : 0002 Cou|t Of Unit* : QOOfl

Area:POOlNumber of
Incidents/Events
assigned to the
unit’s stacked

queue

* W23 1 A 1
1 A15
1 A45
1A9 I
1 L20

W2
W2
W2
W2

Address of
Incident/Event

Length of time the call
has been pending

Priority

Count of UnitStacks:
'

1001
1A1-W2

0 000004 W 2ND ST&S BROADWAY
0 000005 150 N LOS ANGELES ST
0 000006 S HILL ST&W 7TH ST

S 0003 415G
S 0003 415M
S 0002 507P

t/
Incident/event

status
Incident/Event Incident/Event

numbertype

D - Delete
R - Reassign
S - Swap
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Complete
detail type

Do not
change

Do not
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4I
ra. i

253.02.2 FREE (FR)

The Free (FR) command allows the operator to cancel a unit(s) from an incident/event, while
keeping the incident/event either active or pending. The FR command may also be utilized to
cancel a responding unit at the request of another unit already active on an incident.

I. Default Order

FR.(UorE)

Identifiers and DescriptionsE.

U-Type the unit ID that request to be freed (canceled). A maximum of five
units can be freed from an active incident/event at a time. Separate the units with
commas.

A.

E-Type the incident/event number to be freed from assigned units. The incident
will be placed in the pending queue.

B.

253.03 ON DUTY (ON)

The ON Duty (ON) command allows an operator to log on a field unit without permanently
deploying the unit, or changing the permanent information of a field unit.

Default OrderI.

ON.U.Pl.P2.V.AR.RI.Rl .R2.B,AC.PC.DC.PX.OM.SI.P3.R3.P4.R4.VR
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Identifiers and DescriptionsII.

OX-Logs on a field unit from the command line. Without identifiers, the ON

command will initiate the On Duty form.
A.

U-Unit. Enter the Unit ID-Watch to be placed on duty.B.

PI-Personnel Number 1. Enter the personnel number of the first officer

assigned to the unit.
C.

P2-Personnel Number 2. Enter the personnel number of the second officer

assigned to the unit.
D.

V-Vehicle. Enter the vehicle shop number assigned to the Unit ID.E.

AR -Area. Enter the Area to which the unit is assigned.F.

RI-Rider Name. Enter the name of the person riding along in the unit. (Not

routinely used).
G.

Rl-Radio ID 1. Enter the eight-digit radio ID assigned to the first officer.H.

R2-Radio ID 2. Enter the eight-digit radio ID assigned to the second officer.I.

B-Beat. Enter the code for the beat assigned to the unit. (Not routinely used).J.

AC-Activity Code. Enter the activity code. (Not routinely used).K.

PC-Program Code. Enter the program code. (Not routinely used).L.

DC-Detail Code. Enter the detail code. (Not routinely used).M.

PX-Personnel Number. Enter the personnel number of the individual to place

on duty with the specified values configured in MN.12. (Not routinely used).
N.

OM-Odometer. Enter the starting mileage.O.

SI-Supervisor ID. Enter the unit’s supervisor ID-watchP.

P3-Personnel Number 3. Enter the personnel number of the third officer.Q-

R3-Radio ID 3. Enter the eight-digit radio ID of the radio assigned tc the third

officer.
R.

P4-Personnel Number 4. Enter the personnel number of the fourth officer.S.
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R4-Radio ID 4. Enter the eight-digit radio ID of the radio assigned to the fourth
officer.

T.

VR-Vehicle Radio. Enter the ID of the radio assigned to the vehicle.U.

III. Example

ON.18J5-W2.23675.22684.83500.18..5020.2345.SI;18L20-W2.VR;3456

This will log on 18J5-W2 without deploying the unit permanently.

253.03.1 ON DUTY (ON) FORM

The ON Duty form will be displayed when the ON Duty command is used without any
identifiers.

Field DescriptionsI.

Unit-Enter the Unit ID-watch to be place on duty.A.

Super ID-Enter the Supervisor ID-watch.B.

Route - (Not routinely used).C.

Vehicle TabD.

1. Number-Enter the vehicle shop number.

2. Odometer-Type the Odometer reading.

3. Radio-Enter the vehicle radio number.

Rider-Enter the name of the person riding along. (Not routinely used).E.

V Recall Defaults-Enter the vehicle shop number.F.

Officer TabG.

1:-Enter the first officer’s personnel number.1.

2:-Enter the second officer’s personnel number.2.

3:-Enter the third officer’s personnel number.3.

4. 4:-Enter the fourth officer’s personnel number.
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Radio 1-Enter the eight-digit radio assigned to the first officer.5.

Radio 2-Enter the eight-digit radio assigned to the second officer.6.

Radio 3-Enter the eight-digit radio assigned to the third officer.7.

Radio 4-Enter the eight-digit radio assigned to the fourth officer.8 .

O Recall Officer No. 1 Defaults-Enter officer #1 serial number.9.

Activity Code - This is the unit activity funding code. (Not routineiy

used).
10.

11. Detail Code-This is the unit detail funding code.

Available to Foreign System - (Not routinely used).12.

Foreign System ID- (Not routinely used).13.

14. Active Shift - (This will be left blank).

Program Code- (Not routinely used).15.

16. Duty Type - (Not routinely used).

ON Capabilities-Enter unit’s capabilities.17.

Static Capabilities - (Not routinely used).18.

Area-Enter the Area to which the unit is assigned.19.

Teams - This is the team to which the unit is assigned. (Not routinely

used).
20.

Alt.Beats-This is any alternate beat to cover. (Not routinely used).21.

Beats-This is the assigned beat. (Not routinely used).22.

Note: After filling in the fields, depress <F12> and the information

will be submitted. The Unit ID will then be displayed in the

assigned Area AW
’

W/USD.
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Note: Once a non-MDC equipped unit has been placed on duty, the unit’s capabilities need to
be updated if the unit is to be recommended for dispatch. This form is also used to deploy
units that were not deployed when the Roll Call was initiated.

253.04 PRIMARY UNIT (PU)

A field unit that is designated as the “primary unit,” is usually the first unit dispatched on a call.
Primary units are responsible for handling calls for service until its completion. Due to the
violent and dangerous nature of some high priority calls, multiple units may request to respond to
any single call to assist the primary unit.

Any responding unit can designate themselves as the primary unit handling, by voicing their
intent to the concerned Area RTO. The RTO shall use the Primary Unit (PU) command to
reflect the new information. Officers may designate themselves as primary units for various
reasons, which may include, but are not limited to:

> A Field Training Officer (FTO) may choose to have their probationary officer
gather experience from certain types of calls which may require police reports,
follow-ups or arrests.

> Call accountability- Area/Beat integrity

> An officer may have previous experience working in a specialized unit or may be
more experienced in handling certain crimes/calls, (i.e., forgery, narcotics, sexual
assaults, vice activity, gang related calls).

> A secondary unit was the first unit to arrive on scene and may have already
handled the call prior to the primary unit’s arrival.
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Default OrderI.

PU.U

Identifiers and DescriptionsII.

A. PU-Command

Unit ID-Enter the Unit ID-watch who is to be the primary unit.B.

ExampleIII.

A. PU.1A11-W2

This will locate the incident/event 1A11-W2 is assigned to and make them the
primary unit for that incident/event.

Note:
and active on the call, prior to canceling the previous primary unit.

The Primary Unit (PU) command designates another unit, assigned to the same incident/event, as
the primary unit. The new primary unit must already be assigned as a secondary unit and be
active on the call. The incident/event record is updated to reflect the new information. The
primary unit displays on the Unit Status monitor with the following symbol:

> ! (Denotes a primary unit, Non-MDC equipped)

> + (Denotes a primary unit, MDC equipped)

Any changes to the primary unit appear in the audit trail. If the incident/event has associated
incidents/events, and the primary unit is changed, the information about the change will appear
in the audit trail for all associated incidents/events.

TEMPORARY UNIT (*)253.04.1
The Temporary Unit (*) feature allows an operator to assign active incidents or administrative
assignments to a unit without having to permanently log them on. This feature is mainly
designed for officers who take vehicles home or for officers who are not required to log on.

A Temporary Unit is designated by typing an asterisk (*) before the Unit ID when using a
command or a function key. The asterisk is required for the initial status, but is not necessary
when changing a temporary unit’s status or taknig the unit off duty.

A temporary unit can be made permanent by assigning it a vehicle ID and at least one officer or
personnel number using the ON command. When temporary units are cleared from temporary
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status, CAD automatically returns the units to an off-duty status and removes the units from the
unit status monitor.

The Temporary Unit feature can be use in conjunction with the following commands and
functions:

> ID (Incident Dispatch) Command, <F9> key
> II (Incident Initiate) Command, <F8>
> KT (Field Initiate) Command, <F7>
> TU (Transfer Unit) Command
> US (Unit Status) Command, <F11>
> UX (Unit Exchange) Command
> FR (Free Unit) Command
> UH (Unit History) Command)

Default OrderI.

ID (Incident Dispatch) Command

ID.EV *U.RS.AL.PA.AO.TN.ST.RL.O

EV.*U.RS.AL.PA.AO.TN.ST.RL.O <F9>

II (Incident Initiate) Command

n.L.T.*U.CM.BI.CA.CN.CP.P.DA.TI.SM.SC.VN.PN.ST.AP.FA.CO.PT.BEJV.CT.
SP.MC.D.ET.SS

L.T.*U.CM.BI.CA.CN.CP.P.DA.TI.SM.SC.VN.PN.ST.AP.FA.CO.PT.BE.rV.CT.SP.

MC.D.ET.SS <F8>

KT (Field Initiate!Command

KT.*UX.PN.ST.T.CM.PT.S

*U.L.PN.ST.T.CM.PT.S <F7>

TU (Transfer Unit) Command

TU.A.U

Note: The asterisk has been omitted since the TU command indicates the temporary unit
is already logged on
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US (Unit Status) Command

US.U.S.D.L.T.CM.01.02.0M.R.EV.CI.AC.PC.DC.ON.SI.03.04.HS

U.S.D.L.T.CM.01.02.0M.R.EV.CI.AC.PC.DC.ON.SI.03.04.HS <F11>

Note: The asterisk has been omitted since the US command indicates the unit is already

logged on and has a change in status.

UX (Unit Exchange) Command

ux.*u.u

UX.U.U

Note: The operator will use an asterisk when the temporary unit is not already logged

on. A temporary unit used without an asterisk indicates the unit is already

assigned a call and that the call is being exchanged with another unit.

FR (Free Unit) Command

FR.U.D.LS

FR.EV.D.LS

Note: The asterisk has been omitted with the FR command, which indicates a unit is

already logged on and assigned a call.

UH (Unit History) Command

UH.U.AG.U.EV.PN.US.FD.FT.TD.TT.PR.ST

ExamplesH.

FR.1V1-W2 <F10>A. Free Unit (FR) Command or <F10>

This command cancels the incident from the temporary unit 1V1-W2 and

removes the Unit ID from the AWW. The asterisk is omitted because the unit is

already logged on.

B. Incident Dispatch (ID) Command or <F9> ID.0091,*3G29-W2.PA;N

This command assigns incident 0091 to temporary unit 3G29-W2.Since

temporary units cannot have stacked incidents, the PA;N identifier and parameter

must be used to place the call into an active status. Temporary units cannot be

dispatched to a pending incident from the Incident Dispatch form.
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C. Incident Initiate (II) Command of <F8> 11.12007 CENTRAL.415G.*8Y433-W2

This Command creates and assigns incident to temporary unit 8Y433-W2,
automatically making the incident active.

Field Initiate (KT) Command or <F7>D. KT.*rover .3RD /WILTON

This command, when used without Type/Status codes, automatically places
ROVER on Code 6 status.

Transfer Unit (TU) CommandE. TU.12.18V1-W1

When a temporary unit advises they are conducting a code Six or a Traffic Stop,
their status will be presented in the PCW. When an RTO is presented with this
situation, the RTO who receives the broadcast from the temporary unit will be
responsible for transferring the unit’s status to the RTO’s USD using the TU
command.

Unit Status (US) Command or <F11>F, US.15V1-W1.FU.L;VAN NUYS JAIL

This command updates a unit’s status. Since the temporary unit is already signed on,
no asterisk is required.

Unit Exchange (UX) CommandG. UX.17A1-W1.*17G3-W1

This command exchanges a call between two units. If the call is cancelled from a
temporary unit to give to another unit, the asterisk should be omitted. If the call is
temporary, the asterisk should be included.

253.05 TRANSFER UNIT (TU)

The Transfer Unit (TU) command allows an operator to transfer a field unit, including a
temporary unit, from its current Area to a specified Area. The unit remains on the original Area
field unit Status Detail (USD), thus creating a duplicate unit to appear on the newly requested
USD.

Default OrderI.

TU.A.U

Identifiers and DescriptionsII.

A. TU-Command.

A-Type the Area/Division Number to which the unit is being transferred.B.
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Unit ID-Enter the Unit ID-watch for the unit that is being transferred.C.

FunctionsIII.

When transferring a field unit to a new Area, the AWW/USD is configured to

display the last known beat/zone (RD) the unit was on (applies to non-temporary

units).

A.

When transferring the unit back to its original Area, the same command is used,

reflecting its original Area.
B.

When a temporary unit (previously shown in PDPCW) is transferred to an Area,

the transferred unit will be deleted from that operator’s PDPCW and only appear

on the Area AWW/USD. All other operators will still be able to view the

temporary unit on their PDPCW.

C.

ExamplesIV.

TU.03.1A15-W2A.

This will transfer 1A15-W2 to Southwest Area (03).

TO.12.18VI-W2B.

This will transfer 18Vl-W2.to 77th Area (12).

TU.09.8Y324C.

This will transfer 8Y324, currently logged on as a temporary unit to Van Nuys

Area.

TO.PCW.AIR8-W4D.

Transfers an air unit back to its original City Wide Area.

Note: Air units shall not be transferred from the Police City Wide Area (PCW)

OFF DUTY OJF)253.06

The Off Duty (UF) command allows an operator to place unassigned units off duty. A

maximum of five units may be taken off duty in one command by separating the Unit ID-

watch with a comma.
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Default OrderI.

UF.U.OM

Identifiers and DescriptionsII.

A. UF-Command

U-Unit ID. Enter the Unit ID-watch to be taken off dutyB.

1. A field unit to be placed off duty cannot be assigned to an incident/event.

2. The operator must add a dash (-) and the watch ID in order to distinguish
which unit is being logged off.

C. OM-Odometer. Enter the ending mileage.

Note: If the mileage is included when taking more than one unit off duty, each
unit will be given the same ending mileage.

in. Examples

A. UF.18J5-W2.300

This command places 18J5-W2 off duty with ending miles of 300.
Note: If you list more than one unit to place off duty and enter a value for the

OM identifier, each listed unit will be given the same odometer reading.
UF.18A1-W2, 18A17-W2, 18FB33-W2, 18U2-W2.50B.

This command places 18A1-W2, 18A17-W2, 18FB33-W2, and 18U2-W2 off
duty with ending miles of 50.

253.07 UNIT HISTORY (UH)

The Unit History (UH) command is used to show the history and log on information for a
specific unit. The information retrieved when using the UH command is the Unit ID-watch,
incident/event number, date, the unit’s status on an incident/event, the time the unit went into
that status, the complete detail type, and the location. The Unit History allows you to search for a
specific unit or incident/event number for a specific time period.

Default OrderI.

UH.AG.U.EV.PN.US.FD.FT.TD.TT.PR.ST
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Identifiers and DescriptionsII.

UH -Command.A.

AG- Agency. Not necessary, defaults to PD.B.

U -Unit ID. Enter the Unit ID followed by the watch ID.C.

EV- Event ID. Enter the incident/event number.D.

Note: Either the Unit ID-watch or the incident/event number can be used.

PN-Personnel Number. Enter the personnel number.E.

US-Unit Status. Specify whether to display the unit status.F.

Displays the unit status only1. Y

Displays all unit and incident/event information. The UH

command will default to N.

2. N

FD-From Date. Enter from date (2-digit year, month, day).G.

FT-From Time. Enter from time. If no time is entered, it will automatically

default to exactly four hours from the current time.
H.

TD- To Date. Enter to date (2 digit year, month, day). If no date is entered, it

automatically defaults to the current date.
I.

TT-To Time. Enter the to time. If no time is entered, the system automatically

defaults to 2359 hours.

J.

PR -Printer. Enter the printer name.K.

ST- Unit Status. Enter a specific unit status code (i.e., C6 or FA). The system

will display a log for only that specific unit status code.
L.

Examplesin.

A. UH..1A12-W2.FD;150223.TD;150224

This command creates a field unit History report for 1A12-W2 from 02/23/15 to

02/24/15.

UH.. 1A12-W2Rxy.
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This command creates a field unit History report for 1A12-W2 for the last 4 hours
covering the current date.

253.07.1 UNIT HISTORY (IJH) - USING THE SEARCH FORM

When the Unit History command is initiated without command identifiers, the RM.8-Unit
History Log form appears. The following is a description of each field in the Unit History Log.

Identifiers and DescriptionsI.

A. From Date - Enter the starting date of the incidents/events to report. The system
automatically defaults to the current date when the field is left blank.

From Time - Enter the starting time of the incidents/events to report in 24-hour
format. The default is exactly four hours prior from the current time when the
field is left blank.

B.

C. To Date - Enter the ending date of the incidents/events to report. The default is
the current date when left blank.

D. To Time - Enter the ending time of the incidents/events to report in a 24-hour
time format. The system automatically defaults to 2359 hours when the field is
left blank.

Incident Number - Enter the incident/event number to request history for a
specific incident/event.

E.

Call Sign/Unit - Enter the unit designation including the watch of the unit for
which to report a duty log.

A.

Officer-Enter the personnel number for the officer on which to create a dutyG.
log.

Unit Status-Allows operator to search for a specific unit status.H.

Note: This field cannot be used in conjunction with the Call Sign/Unit,
Incident/Event Number or Officer fields.

I. Unit Status only-Enter Y to display the unit’s status only. Enter N to display
all unit information. When you select N, the log shows the status of EU for Event
Update. This is not an actual status, but an indication that the incident/event has
been updated.

Printer - To use a printer other than the one displayed, type the printer ID.J.
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253.07.2 UNIT fflSTORY <LH) LOG -UNIT LOG COMPLETE

The Unit History Log-Unit Log Complete displays the history information for the specific unit.
The following is a description of each of the fields:

Identifiers and DescriptionsI.

AG-Agency code where the unit is assigned.A.

Unit-Call sign for the Unit ID-watch.B.

Incident Number-Incident/Event to which the unit was assigned.C.

Date-Incident/event date.D.

Status-Status of the unit at the time of the incident/event.E.

Time-Time when the incident/event occurred.F.

Type-Complete detail type.G.

Location-Incident/Event location. Also displays additional information
pertaining to the incident/event.

H.
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253.08 UNIT OVERDUE (UP)

The Reset Unit Overdue Timers (UO) command is used to reset the unit status timers and alarms
for up to five units. Timers measure time limits for the length of time a field unit remains in a
particular status. When units are overdue, the Unit Status monitor highlights the unit in gray.
Once the UO command is used it will be documented in the audit trail; therefore, it is not
necessary to enter “still” in the comment section of the incident.

Before using the UO command, the concerned RTO shall verbally check the unit’s status over
the air and receive a response from the unit. An RTO shall not arbitrarily use the UO command
without checking on the unit over the air.

Note: The UO Command shall be used to reset a field unit’s timer for Code Six George and
Code Six Mary locations.

Default OrderI.

UO.Unit ID.Time

H. Identifiers and Descriptions

UO-Command.A.

Unit ID-Enter the Unit ID-watch whose timer is to be reset.B.

C. Time-Enter the time in minutes to reset each status timer.

Note: Up to five units can be reset with a single command. Separate multiple
Unit ID’s with a comma.
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ExamplesIK.

A. U0.2A15-W2

Resets the overdue timer for 2A15-W2, to the default time for its current setting.

B. UO.2A15-W2.150

Resets the overdue timer for 2A15-W2 for 15 minutes.

C. UO.2A15-W2.2A45-W2.600

Resets the overdue timers for 2A15-W2 and 2A45-W2 for 60 minutes.

UNIT STATUS (US)253.09

The Unit Status (US) command is used to update the unit’s active status. The Unit Status Update
form appears when you issue this command with a field unit ID-watch only. This command can
also be used to assign specific units a Clear status and then close the incidents/events to which

they are assigned. The Unit Status command is also used to show a field unit in an emergency
or urgent field situation status such as Help, Assistance, or Pursuit.

Default OrderI.

US.U.S.D.L.T.CM.01.02.0M.R.CI.AC.PC.DC.0N.SI.03.04.HS

Identifiers and Descriptionsn.

US-Command.A.

U-Unit ID. Enter the Unit ID-watch of the unit whose status is to be updated.
Up to five units can be updated at one time (units must be active). Multiple
Unit ID’s must be separated with a comma.

B.

S-Status. Enter the two-letter status code.C.

1. AA-At Scene Available

AC-Acknowledge2.

AS-At Scene, Not available3.

4. AV-Available

5. C6-Code Six
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6. C7-Lunch (not routinely used, except for Security Services Division)

7. CL-Clear

8. DS-Dispatched

9. ER-Enroute

10. EW-End of Watch

11. EX-Extra Patrol

12. FA-Follow-up At Scene

FU-Follow-up Enroute13.

HB-Back-up14.

15. HF-Following

16. HH-Help

17. HP-Pursuit

18. IN- Interrupt

19. NA-Not Available

20. OS-Out Of Service

21. ST-Station

22. SW-Start of Watch

23. TC-Transport Complete

24. TF-Transport Female

25. TS-Traffic Stop

26. TM-Transport Male

27. ZC-Court

28. PB thru PZ-Predictive Policing
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D-Disposition. Enter the update disposition code. This identifier can be used to

close an active incident/event.
D.

Note: Unit Status (US) updates that include detail types and locations do not

update the master incident/event, these changes only reflect on the

AWW/USD, audit trail display and unit history log display. These

changes do not display on the IN, ID, IR or IU forms. A Disposition Code

used in conjunction with Status identifier of Clear (CL) will update the

master incident/event and disposition a field unit’s active incident/event.
This change will display in the IN, IR, and IU forms.

L-Location. Enter the updated unit location. The specified location displays in

the AWW/USD. Up to 20 alphanumeric characters may be used.
E.

T-Type. Enter the updated complete detail type. This does not change the Type

field for the incident/event.
F.

CM-Comments. Enter comments regarding the update. If the unit is not active

on the incident/event, the comments will be written to the unit history log and

audit trail. Up to 20 alphanumeric characters may be used. These comments may

not be viewed using the IN command. The preferred method to add comments is

the IU command.

G.

01-Officer 1. Enter the personnel number of the first officer assigned to the

unit.
H.

02-Officer 2. Enter the personnel number of the second officer assigned to the

unit. Officer information is written to the audit trail and is displayed in the unit

history.

I.

OM-Odometer. Enter the updated odometer reading. If 5 digits are entered, the

final digit indicates tenths of a mile.
J.

R-Rider. Enter the name of the person riding along in the unit. (Not routinely

used).
K.

Cl-Citation. (Not routinely used).L.

AC-Activity Code. (Not routinely used).M.

PC-Program Code. (Not routinely used).N.

DC-Detail Code. (Not routinely used).O.

ON-Officer Notes. (Not routinely used).Px
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SI-Supervisor ID. Enter the Unit ID-watch of this unit’s supervisor. The
supervisor must already be on duty.

Q-

03-Officer 3. Enter the personnel number of the third officer assigned to the
unit.

R.

04-Officer 4. Enter the personnel number of the fourth officer assigned to the
unit.

S.

T. HS-Held Status. Enter the code for the held status. A held status is an optional
status used to indicate that a request for a specific activity has been made but not
yet granted. The current unit status is not affected.

m. Examples

A. US.2A1-W2.ER

Changes 2A1-W2’s status to en route.

US.2A15-W2,2A45-W2.ASB.

Changes the status of both 2A15-W2 and 2A45-W2 to At Scene, Not Available.
US.2A15-W2.L;200 N. MainC.

Updates 2A15-W2’s location to 200 N. Main

US.2A15-W2.TF.L;Ramp Sta.OM;273D.

Shows 2A15-W2 transporting a female to Rampart station with starting miles of
273.

US.2A15-W2.CL.CMPE.

Clears/Dispo 2A15-W2 call with a disposition code of CMP.

US.2A15-W2.D;ARRF.

Assigns a disposition code of ARR to the incident/event. Does not disposition the
incident/event or clear the call from 2A15-W2’s active queue.

US.36FP4-W2.C7.L;CITY HALL EAST ROOM #413G.

Shows 36FB4-W2 on Code 7 at City Hall East Room #413.
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H. US.2A15-W2.CL

Clears 2A15-W2 from his current status.

253.09.1 UNIT STATUS FORM -PERSONNEL TAB

The Unit Status form appears when the US command is used with only a field unit ID or if the

Unit Status key (FI1) is pressed when the command line contains only a field unit ID. This form

displays status information about a selected unit. The personnel tab contains personnel

information regarding the officers assigned to the unit.

Field DescriptionsI.

Unit-Displays PD and the Unit ID-Watch.A.

Vehicle-Displays the vehicle shop number.B.

Current Plate-Displays the current license plate called in by the unit.C.

Current Inc.-Displays the incident/event number currently assigned to the unit.D.

Route - (Not routinely used).E.

Time-Displays the time the unit went into the status.F

Last Known Plate-Displays the last license plate number called in by the unit.G.

Last Inc.-Displays the last incident/event number assigned to the unit.H.

Officer 1-Displays the name of the first officer assigned to the unit. To change

an officer, enter the officer’s name or personnel number. Precede the personnel

number with the number symbol.

I.

Officer 2-Displays the name of the second officer assigned to the unit. To

change an officer, enter the officer’s name or personnel number. Precede the

personnel number with the number symbol.

J.

Officer 3-Displays the name of the third officer assigned to the unit. To change

an officer, enter the officer’s name or personnel number. Precede the personnel

number with the number symbol.

K.

Officer 4-Displays the name of the fourth officer assigned to the unit. To

change an officer, enter the officer’s name or personnel number. Precede the

personnel number with the number symbol.

W

LJ.
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Rider-Rider Name. Enter the name of the person riding along in the unit. (Not
routinely used).

M.

Supervisor ID-Supervisor ID. Enter the Unit ID-watch of this unit’s
supervisor. The supervisor must already be on duty. Critical data sent to a field
unit is automatically sent to the unit’s supervisor in a CAD e-mail message.
High-priority incident/event notifications, emergency notifications, and “hot hit”
query returns are sent to a field unit’s supervisor. The supervisor ID is written to
the audit trail and is displayed in the unit history.

N.
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253,09.2 UNIT STATUS FORM- ASSIGNMENT TAB

The Assignment tab contains detailed information about a field unit’s assignments.

Field DescriptionsI.

Unit-Displays PD and the Unit ID-Watch.A.

Vehicle-Displays the vehicle shop number.B.

Current Plate-Displays the current license plate called in by the unit.C.

D. Current Inc.-Displays the incident/event number currently assigned to the unit.
Route- (Not routinely used).E.

Time-Displays the time the unit went into the status.F.

G. Last Known Plate-Displays the last license plate number called in by the unit.

H. Last Inc.-Displays the last incident/event number assigned to the unit.

Area-Displays the Area to which the unit is assigned.I.
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Teams - (Not routinely used).J.

Active Shift-Displays whether the unit was placed on duty with a roll call

activation.
K.

Y-Indicates the unit was placed on duty with a roll call activation.1.

N (or blank)- Indicates the unit was placed on duty by other means.2.

Beats-Displays the unit’s beat/zone (RD) assignment.L.

Activity - (Not routinely used).M.

Program-(Not routinely used).N.

Detail - (Not routinely used).O.

2 Law Unit Status - Unit Status Update Complete
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253.09.3 UNIT STATUS FORM (US) -STATUS TAB

The Status tab contains detailed information about a field unit’s current status.

Field DescriptionsI.

Unit-Displays PD and the Unit ID-Watch.A.

Vehicle-Displays the vehicle shop number.B.

Current Plate-Displays the current license plate called in by the unit.C.

Current Inc.-Displays the incident/event number currently assigned to the unit.D.

Route- (Not routinely used).E.

Time-Displays the time the unit went into the status.F.
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Last Known Plate-Displays the last license plate number called in by the unit.G.

Last Inc.-Displays the last incident/event number assigned to the unit.H.

Status-Displays the last known unit status.I.

New Status-Enter the new status for the unit.J.

Dispos-Enter the disposition code for the unit’s current incident/event.K.

Type-Displays the last known complete detail type.L.

New Type-Enter an updated complete detail type.M.

Location-Displays the unit location.N.

New Location-Enter an updated location. The location you enter displays in the
AWW/USD unit status monitor, overriding any current display of incident/event
location information.

O.

Mileage-Enter the current mileage.P.

Q- Last Known Locn-Displays the last known location of the unit.

New Citations - (Not routinely used).R.

Held Status Time-Displays the time the held status was entered.S.

Cmnts-Displays the last known comments.T.

New Cmnts-Enter updated comments. (Up to 20 characters)U.

Held Status-Displays the current held status, if any.V.

New Held Status-Enter the code for the held status. Only one held status can
be assigned to a field unit.

W.

Officer Notes-Enter any additional comments. The notes are written to the
audit trail and displayed in the unit history.

X.
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UNIT STATUS KEY <F11>253.09.4

The Unit Status key <F11> with the Unit ID-Watch perform the same function as the US

command; however, this function key eliminates the need to type the two-letter command

identifier. This function can also be used to display the Unit Status Update form.

UNIT EXCHANGE (UX)253.10

The Unit Exchange (UX) command allows an operator to exchange a field unit’s status and call

assignment with another unit. Both units cannot be on the same call but must be active on an

incident, or one unit may be active on an incident and the other unit clear.

Default OrderI.

UX.Unit ID 1-watch.Unit ID 2-watch

Identifiers and Descriptionsn.

A. UX-Command.

Unit ID1-Enter the first Unit ID-watch exchanging assignments.B.

Unit ID 2-Enter the second Unit ID-watch exchanging assignments.C.

Note: There is no specific order to which the Unit ID-watch is placed.

Examples:IB.

A. UX.1A11-W2.1A15-W2

Exchanges assignments between 1A11-W2 and 1A15-W2’s active incidents.
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UX.19X21-W3.19X21-W1B.

Exchanges assignments between 19X21-W3 and 19X21-W1.

Note: The Unit Status is also exchanged. If 19X21-W3 is enroute to an
incident/event and the UX command is used, 19X21-W1 will now show
enroute to that incident/event.

If a field unit requests to handle a call before the roll call has been
initiated. To avoid system problems for ACC personnel, operators should
utilize the VS command to verify the unit has not been deployed. The unit
should then be logged on as a temporary unit without the watch ID. Once
the roll call has been initiated, the UX command should be used between
the temporary unit and the permanent unit with the watch included.

ASSIGN/DISPATCH COMMANDS254

254.01 INCIDENT DISPATCH (ID)

The Incident Dispatch (ID) command allows the operator to dispatch on an incident/event from
the command line.

I. Default Order

ID.EV.U.RS.AL.PA.AO.TN.ST.RL.O

Identifiers and DescriptionsH.

1. EV-Event Number. Enter the incident/event number.

U-Unit ID-Watch. A maximum of five units can be dispatched at one time
separated by commas.

2.

RS-Response Type. Enter the valid response type code. (Not routinely used).3.

4. AL-Alarm Level. Enter an alarm level for the current dispatch. (Not routinely
used).

5. PA-Preassign. Specifies how to assign the incident/event.

Y-It assigns the incident/event to the unit’s call stack queue. (System
defaults to Y).

A.

N-The current incident/event is removed from active, placed in the call-
stack queue, and the dispatched call is now active.

B.
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AO-Auto. Specifies whether to make the incident/event available for automatic

assignment from the call stacking queue or to hold it in the queue until the

dispatcher updates it to A. (Not routinely used).

6.

A-Specifies the incident/event will be available for automatic assignment

from the call stacking queue.
A.

H-Specifies the incident/event number that is held in the call stacking

queue until it is updated to A. (System defaults to H).
B.

TN-Toning. Specifies whether the toning switch is turned on. (Not routinely

used).
1 .

Y-If the toning switch at the station is turned on.A.

N- If the toning switch at the station is turned off.B.

ST-Status. Displays the unit’s status. (ER, AS)8.

RL-Response List. (Not routinely used).9.

O-Override. The concerned operator is able to dispatch an on-duty unit that

shows not available. (Not routinely used).
10.

F (Free)-Frees the unit from the current incident/event placing it back in

the pending queue and places the newly dispatched incident/event in the

unit’s active field. The F (Free) identifier will work if the unit is the only

assigned to the incident/event.

A.

S (Stack)-Places the current and dispatched incident in the call stacking

queue.
B.

Note: The ID command will not function if the unit shows out to the ST,

ZC (Court), or Cl.
Examples:m.

A. ID.1234.1A1-W2

This command dispatches Incident/Event 1234 to 1A1-W2 call stack.

B. ED.1234.2A21-W2.PA;N.ST;AS

This command dispatches Incident/Event 1234 to 2A21-W2 and places the unit at

scene, not available.

312

Los Angeles Police Department — Communications Division Manual- 2015 Edition



Volume II - EQUIPMENT AND APPLICATIONS

C. ID.1234.3A15-W3,3A57-W3,3A63-W3

This command dispatches Incident/Event 1234 to 3A15-W3, 3A57-W3, and
3A63-W3 and places the incident/event in their call stack.
ID.1234.1A1-W1.PA;N.ST;ERD.

This command dispatches Incident/Event 1234 to 1A1-W1 and shows the unit
enroute.

IV Outside Units

When an incident is assigned to an outside unit, the Unit ID-watch displays on both the
AWW/USD screen of the Area that the unit is assigned to and the Area where the call
originated. A Borrowed Unit symbol (>) will appear next to the outside Unit’s ID in the
Unit Status Detail area of occurrence.

The unit has to be active on the incident in order to show up on the AWW/USD screen of
the Area where the call originated. Once the unit is cleared, canceled, or completed from
the incident/event, it will no longer appear on the AWW/USD screen of the Area where
the call originated.

254.01.1 INCIDENT DISPATCH (ID) FORM

The Incident Dispatch Form displays the current information pertaining to the incident/event and
lists recommended units for dispatch. The form can be displayed in the following ways:

> Enter the Incident/Event Number or Unit ID-watch on the command line and press
<F10>.

> Enter the Incident/Event Number or Unit ID-watch on the command line and press <F9>.

Note: The Unit ID-watch only works when the unit is active on the incident/event.

> Press the <F9> key on the command line when pending incidents/events exists. The first
incident/event from the pending queue appears in the form.

Dispatching Recommended UnitsI.

To dispatch the first recommended unit, press <F12>.A.

To dispatch the next recommended unit, press <F12> again.B.

C. To gain access to the second page of recommended units, press the page up key.
A maximum of ten units can be dispatched.
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Dispatching Non-Recommended Units/Highlighted Unitsn.

Enter the Unit ID-watch in the dispatch field and press <F12>.A.

Identifiers and Descriptionsm.

Incident/Event-Displays the incident/event number.A.

Status-Displays the status of the incident/event.B.

P-Pending
A-Active
S-Stacked

1.

Z.
3.

Time-Displays the time the incident/event was initiated.C.

Priority-Displays the priority of the incident/event.D.

Source-The source has two fields. The first field displays the agency code. The

second field displays the call source for the incident/event.
E.

1. 0-Phone
1-911
2-MDC initiated
3-Field initiated
4-Alarm

2.

3.
4.
5.

Console-Displays the console number where the call was initiated.F.

G. Type-Displays the complete detail type.

Location-Displays additional details about the locations (i.e., business name).H.

Beat-Displays the reporting district (RD).I.

Team-Displays the Area in which the call is located.J.

Area-Displays the Area in which the address is located.K.

Mod. Circum-Modifying Circumstance-Used only for calls at City facilities

and stakeholder locations.

L.

Address-Displays the address of the incident/event.M.

City-Displays the area name and number.N.

.314

Los Angeles Police Department — Communications Division Manual — 2015 Edition



Volume n-EQUIPMENT AND APPLICATIONS

O. Bldg-Displays the building number, if applicable.

P. Apt-Displays the apartment number, if applicable.

Primary-Displays the primary Unit ID*watch assigned to the incident/event.Q.

X Street-Cross Street - Displays two separate fields. The first field is the block
number and name of the low cross street. The second field is the block number
and name of the high cross street. This is only displayed when a street address is
entered in the Address field and not an intersection.

R.

Premise-Special Locations.S.

Red uppercase letter on a white background indicates that a record in the
location menu matches the address of the incident/event.

a.

b. Yellow lower case letters on a blue background indicates that a record
exists in the database and is in close proximity (1500 yards) to the
incident/event address.

Map-Displays the page number that the incident/event appears in the Thomas
Brothers’ Guide.

T.

Call Ad-Displays the caller’s address.U.

Name-Displays the caller’s name.V.

Dial-Displays the caller’s phone number in a button form allowing the
concerned operator to call back the caller.

W.

Route - Not routinely used.X.

Y. CAD Recommendations-Displays the Unit’s ID-watch recommended for
dispatch.

Z. Auto/Hold-Displays whether to make the incident/event available for automatic
assignment or to place it on hold in the call stacking queue. (Not routinely
used).

A-Displays the incident/event available for automatic assignment from
the call stacking queue.

a.

b. H-The incident/event number is held in the call stacking queue until the
concerned operator updates it to Auto (A).

.315
Los Angeles Police Department — Communications Division Manual-2015 Edition



Volume H-EQUIPMENT AND APPLICATIONS

Dispatch-Enter or accept up to five Unit IDs for dispatch. The first available
unit in the list can be dispatched as the primary unit. Units at scene on an
incident/event but are still available will appear in yellow.

AA.

Preassign-Displays how to assign the incident/event.BB.

Y-The (Y) will preassign the incident/event to the unit’s call stacking
queue. (Default)

a.

N-The (N) will assign the unit to the new incident/event and place the
current incident/event in the unit’s call stacking queue.

b.

Comments-Displays the comments in the audit trail. Scroll down using the
arrows for additional comments.

CC.

Flags-Displays messages for the following:DD.

F.A.S-Fire/Ambulance has been requested.a.

Form Update-Form update can be clicked or depress Alt + U to display
another form where fields can be edited.

b.

L911-Incident/Event is from a 911 call.c.

More Comments-Additional information is available.d.

No Complainant-Do not contact complainant.e.

Previous Incidents-Previous incident information is available for the
reported location.

f.

Previous Plate-Vehicle plate number was previously associated with an
incident.

g-
Previous Incident/Previous Plate-Previous incident information is
available for the address and the vehicle plate number was previously
associated with an incident.

h.

See Complainant-Complainant can be contacted.i .
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XStrê iRKD LINE
CdterAdSAME

31
S o u r c» C o r a o W C5

Team 02 Areal 02 Mod Grom

Pnmao»
~

Map 6 34 3C

J FtoutrFI' XAIN

^uto/Hold

£reac:ign|

Type 415B I
Bear;0245

C*jLA"

jllOO IT
"

7TH
‘

ST Premie#
Name S/S PEDRO

Bldg Apt

DiaINCB

2120-92< CAD Recommendation* 2A45-92 2191-922A15-92 2A1-92

; MS CORONADO
Oxigmal Location

: C-ra CAN DIHBZT _TO SUSPJL.H . TOT
, SHIRT BLU ,PA1HS,„I^ITOINQ_ REEBSIHG, TO,

. 1 Comment: [^ Communication ( 3 Route: I

TTTiTCi
76 CAS STATION

Piev fnod«nii

255 VEHICLE STATUS (VS)

The Vehicle Status (VS) command displays information about a field unit’s status for a specific
Area or the stacked calls of a specific Area.

Default OrderI.

VS.Area IDS

Identifiers and DescriptionsII.

VS-Command.A.

Area ID-Enter the agency ID/Area for which you want to display informationB.
for.

C. S-Status. Enter this identifier to display the status of stacked calls for a
specified Area.

m. Examples

VSA.

Displays unit status information for all units in the logged on Area.

VS.01B.

Displays unit status information for Central units.

C. VS.01.S

Displays stacked calls for Central Area.
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D. VS.PD/.S

Displays Citywide stacked calls.

Note: This command not only displays units in Roll Call status but can also be

used to trouble shoot when a field unit is having difficulty logging on.

VEHICLE STATUS FORM255.01

The Vehicle Status form displays the current status of the units or stacked calls in the Area being

covered when the VS command is used.

Field Descriptions (VS Command)I.

Area-Displays the agency and area of the unit.A.

Unit-Displays the agency and Unit ID-watch.B.

Flag-Displays the unit’s flag. The asterisk indicates the unit is MDC equipped.C.

Status-Displays the unit status.D.

Time-Displays the number of minutes the unit has been on a particular status.E.

Unit Location-Displays the location the unit is currently active on.F.

Incident Number-Displays the incident/event number.G.

Type-Displays the complete detail type.H.

BEvhn lr SUtins • MOM * Hints AYriiLibJjP

TV
Command }fiVS

|Incident Number Type |V/CategoQ>|DUy Type

P
Flag|Statu; jTme |Urtf LocationlUnt 1

146PD01 FDU1-V1
PDOI ppun-re
PD01 FD1A15~¥3
PDOI ppm6-re
PDOI PPlA23-y2
PDOI FDU2S-g2

PC ?29
RC 729

P699
RC 728
RC 728

A
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II. Field Descriptions (VS.Area.S)

A. Unit-Unit number.

Priority-Priority of the stacked incident/event.B.

C. Type-Incident/event type.

Time-Number of minutes stacked.D.

Address-Incident/Event address.E.

Incident Number-Incident/Event number.F.

Complete
Detail typeUnit ID-Watch Address

I /
BE2 Veln- ' te St.ilir, Unto taiilnbte

3Command

Press?igned Incident?

|Time 1Addre<:PriorityUnH Incident
PD3A99-V3 3 245F

6201'
242P

478 2285 U 29TH PI
314 860 N 42ND ST
415 3839 STEVELY AV

No stoked mcds
No stcked mcds
No stoked mods

080306000269
i 080306000249PI3A99-N3 2

PB3A99-G3 ! 080306000345
FD 3J14-W2

ikPD3J16-W2 i
PD3I2O-02

Priority Incident/EventTime

256 SYSTEM DATA ENTRY COMMANDS

256.01 BE ON THE LOOKOUT (BOLOVBULLETIN BOARD (BB)

The Bulletin Board (BB) Command displays Be On the Lookout (BOLO) and Bulletin Board
messages. Messages may vary in content and may relay such information as recent crimes
(including crimes relayed from outside agencies), information on handling barricaded suspects
and hostage situations, important incident numbers, Communications Division break schedules,
recent changes to policy and/or procedures, frequently used phone numbers, tips on interviewing
callers, TTY procedures, and miscellaneous/general information, etc.

I. Default Order

BB.S.EV.N

319
Los Angeles Police Department - Communications Division Manual - 2015 Edition



Volume n- EQUIPMENT AND APPLICATIONS

Identifiers and Descriptionsn.

A. BB - Command.

S-Subject. Enter the Subject text.B.

EV-Event/Incident Number. Enter the entire 12-digit incident/event number.
This feature is available but will not routinely be used by LAPB.

C.

N-Number. Enter the message Number.D.

m. Examples

BB <E10>A.

Displays the Bulletin Board form.

Note: The first column of white boxes under the “Actions” line allows the user

to view that information by entering a “V” for view.

BB.N;12 <F10>B.

Displays message 12 of the Bulletin Board.

BB.S;* AM WATCH * BREAK SCHEDULE <F10>C.

Displays the break schedule specifically for AM Watch.

Note: Any information which follows the “S” parameter must be entered

verbatim with correct spacing, exactly as it reads in the subject line of the

Bulletin Board.

READY REFERENCE (RR)256.02

The Ready Reference (RR) command accesses reference information. It provides a list of

telephone numbers for Other PDs, City Departments, Stations, etc. Ready Reference is

categorized by group titles and specific keywords. Therefore, the (RR) command searches can

be based on group title and keyword specifications. Group titles or keywords allow for more

refined searches for Ready Reference information.

Default OrderI.

RR.G.K
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Identifiers and DescriptionsH.

RR-Command.A.

G-Group. Enter the title of the information group containing the Ready
Reference information. To search for information that is in a group title
containing the same characters and character positions, type an asterisk (*) at the
end of a partial group title. For example: P* retrieves group titles that start with
the letter “P” such as police, pages, plates.

B.

Note: If a group title is not specified, the Ready Reference search retrieves all
Ready Reference information.

K-Keyword. Enter up to eight keywords that specifically identify the Ready
Reference information. Multiple keywords must be separated by commas. Only
information that includes the specified keywords is retrieved. If keywords are not
specified, the Ready Reference search retrieves all Ready Reference information
in the specified group.

C.

ExamplesHI.

A. RR.TOW

This command searches and displays ready reference information in the Tow
group.

B. RR.TOW.KEYSER

This command displays specified information on Keyser tow.

C. RR..A5

This command displays information for Harbor Division/Area.

256.03 EMERGENCY INDICATOR MESSAGE (IM)

The Emergency Indicator Message (IM) command allows the operator to reset the unit’semergency status when an ASTRO ROVER is activated.

Default OrderI.

EM.U.SI

Identifiers and Descriptionsn.

IM-Command.A.
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B. U- Enter the Unit ID followed by the watch ID.

SI-(Not routinely used).C.

ExampleIII.

IM.2A15-W2
[

LINE UP LIST (LL)257

The Line Up List displays a list of serial numbers, officer names, unit designations, vehicle

number, and radios of all the officers assigned to patrol in a specific Area.

Default OrderI.

LL.PD.CC orLL.A.CC

Identifiers and DescriptionsII.

A. LL-Command.

B. PD/-Agency

C. CC-Communications Center. (Not routinely used).

257.01 LINE UP LIST (LL) FORM

There are three ways to display the Line Up List formI.

<F10>A. LL

This command displays the Line Up List form.

<F10>B. LL.PD/

This command displays all the Logged on units Citywide units.

C. LL.A <F10>

This command displays a list of the officers logged on to the specified area.

The following form appears when using the LL command with identifiers:
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ASTRO ROVER
numberArea/Division Unit ID

/ \E Jn|x|Lino Uf [ M - Urn? up I ht Complete
T

3Comm-
Dispatch Group |Agency/mea |15

|Olhcer |Name [Vehicle
FD 15A21-H2 [

[ F D 15A21-¥2 _
15A21-H2" j

i PD^15A27-W2
jFD 15A27-TJ2 _
: FD 15A 3-W2 ^ J
; PI^15A 3-V: f
;PDX15A39-W2 t

[Uni* |Radto Number
Area
PD15 |

PD15
PD15
PD15
PD15
PD15
PD15
PD15

0000
0000
0000
0000
0000
0000
0000
0000 3

Agency/Area-Enter the Area ID to be displayed.1.

Area-Displays the Area specified on the command line or in the Agency/Area field.2.

3. Officer-Displays the personnel number of the officers.

4. Name-Displays the names of the officers.

5. Unit-Displays the Unit ID-watch.

6. Vehicle-Displays the shop vehicle numbers.

Radio-Displays the assigned ASTRO ROVERS.7.

258 SPECIAL SKILLS (SS)

The Special Skills (SS) command is used to retrieve a list of on or off duty personnel with
specific skills.

I. Default Order

SS.SK.OD.PR

Identifiers and Descriptionsn.

A. SS-Command.
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SK-Skills. Enter up to five special skills to search only on-duty personnel.

Separate each skill with a comma. The skill must be typed exactly as it was

configured. If more than one skill is entered, the form displays only the personnel

who match all skills.

B.

OD-Off Duty. Enter up to five special skills to search all personnel, including

off-duty. Separate each skill with a comma. The skill must be typed exactly as it

was configured.

C.

Note: The SK and OD identifiers cannot be used in the same command string.

PR-Printer. Enter a valid printer location to print the results of the search. If

you use the identifier without additional information, the list prints on the default

printer.

y j .

in. Examples

SS.OD;S/SA.

This command displays a list of all personnel, including off-duty, who speak

Spanish.

SS.FARSI.PRB.

This command prints a list to the default printer of all on-duty personnel who

speak Farsi.

SS.DRE,GERMC.

This command displays a list of on-duty personnel who are DRE qualified and

speak German.

CAPABILITY UPDATE (CUI259

The Capability Update (CU) command allows an operator to update a field unit’s vehicle

capabilities without placing the unit off duty or out of service.

Default OrderI.

CU.U or CU..V#

identifiers and Descriptionsn.

A. CU-Command.

U — Unit. Enter the Unit ID, only IDs of on duty units may be used.B.
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C. V-Vehicle. Enter the vehicle shop number.

m. Examples

A. CU.1A45-W3

This command displays the capabilities for 1A45-W3.

B. CU.V;

This command displays the capabilities for vehicle Shop No. .

259.01 CAPABILITY UPDATE (CU) FORM

The Capability Update form will be displayed when the CU command is used without any
identifiers.

Field DescriptionsI.

Unit-Display the agency ID and Unit-watch.A.

B. Vehicle-Displays the agency ID and vehicle shop number.

Capabilities-Enter the following capability associated with the unit, if not
already displayed:

C.

1. P -Patrol

Note: Updating a field unit’s capability to “P” allows the unit to be
recommended for dispatching.

2. T-Traffic

Note:Updating a field unit’s capability to “T” allows the unit to be
recommended for traffic type calls.

3. 2M-Two man Unit

1M-One man Unit4.

PH-Photo/Camera equipped.5.

6. FK-Fingerprint Kit

7. UP-Police Rifle
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8. TS-Taser

SW-Swift Water9.

10. BB-Beanbag

Personnel-Displays the personnel number of the officer assigned to the unit.D.

After filling in the fields, depress <F12> and the information will be submitted.

EJ *nlD* ?jjI'rml r.il: (-ociviiuler Anticd Urup.i1 i A

Pie Ldfi ‘IiatTTTKjr-i-aULrw Tcsob Window ? *L-t
AcJtvn Wtodcrtu *2 CMH>9B P-0T^O; CE»flPE-cT TQ&3&0Q , fpwpatefaw » Pwd

£B U'iflll -J1 1 A-ir. ~3Comtngno||CU
r^iVr ,

Un* 1 V«*K* I

r- r- r- — r-“ j—
Paftomal f r fill- - r

Lrf
( op.ii.lllty faMjLlTK - ljn»i ( * APATLlLJl titti l EiilLD .Jnsxj

Command !|cU.2A21 3

vahriauni pwaurt-wa \

^VotKttM (P ]2M | r~ r~ r ~

' {P jPirorn/ tra rv !
!f \ r (r

Vehicle-Displays PD and
the specified vehicle shop
number

l

Displays the equipment
the unit has.
PH-Photo/Camera
FK-Fingerprint Kit
UP-Police Rifle
TS-Taser
SW-Swift Water
equipment

Type the capability of the
unit
P-Patrol
T-Traffic
* If the unit is to be
recommended for
dispatch, a P or T needs to
be displayed

Unit-Displays PD and the area of
the specified unit

Displays the personnel assigned to
the unit

OPEN QUERY COMMAND LINE260

Default Order/Identifiers and DescriptionsI.
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A. QP.U.LN.ST.LT-Query Plate (Vehicle Plate Check)

1. U-Unit ID or Console No.

LN-License Plate No.2.

ST-State (Defaults to California).3.

4. LT-License Plate Type (Defaults to A-Automobile).

Note: SVS, CWS, and DMV are automatically accessed when running a license plate on
the Premier CAD command line.

B. QN.U.NA.SX.DB-Query Name (Warrant Check via CWS and CLETS/NCIC)

U-Unit ID or Console No.1.

2. NA-Name (Last Name, First Name).

3. SX-Sex (Male or Female).

4. DB-Date of Birth.

C. QD.U.DL.NA.DB.ST.SX-Query Driver’s License (Cal-Op check by Name or
Number)

1. U-Unit ID or Console No.

DL-Drivers license or Identification No.2.

3. NA — Name (Last Name, First Name).

4. DB — Date of Birth.

5. ST-State (Defaults to California).

6. SX-Sex (Male or Female).

D. QV.(Unit ID or Console No.).VN-Query VIN

1. U-Unit ID or Console No.

2. VN-Vehicle Identification No.
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E. QA.(Unit or Console No.).SR.CA.TY-Query Article (Property)

U-Unit ID or Console No.1.

SR -Serial No. of the Property.2.

CA-Category (i.e. radio).3.

4. TY-Article Type.

F. QG.(Unit or Console No.).SR.CL.MK-Query Gun (Firearm)

U-Unit ID or Console No.1.

SR-Serial No. of the Firearm.2.

CL-Caliber (i.e., 38, 44).3.

MK-Make (i.e., Smith and Wesson).4.

PT.(Unit ID or Console No.)-Response RedisplayG.

1. U-Unit ID.

II. Retrieving Data Base Returns

There are two ways to retrieve the database returns that were entered on the command

line.

Query MailboxA.

23 Po«
'nl Mossiip/is - First Page X

Command HMR.QUERY

View Mtflt For }Console
~ l̂ Type [ Internal ( Printer|MDCPRT2New Me'Ibnn j

Action JVftew [Dlelete iPlnr* FMlove
Ti»pe Ongnator

]PD- 9Zi^F4

] p&97.z-m “

f
~ MEBM fccSSoSl PETAIT

[| BEE j ^CONSOLE pr^b

! SCOHSC<LB;

Mailbox QUERY

Pn Oate/Time

{ ' Hot —Hit 1 TO 9Z2-} :Q 07 H7 31 T 20

' PIV922-} ffl 07 07' 31 17 20

PERS
~ »SraC il> 5 107 '09 07 10 llT

> IS 07 / 0 a >

;0’7 10 20

07^09 07 19
^

32

Subject

r 1
QERY

i QERV

I -CA6 VEH SAH123

"{SMPOM* f ] .9PD 4b

10:37 55 A6 !Call Tal er Trod ilffS• 0=7 C-24 P=0 T-6 CE-0 PE-0Active Window-: » 29ead Me?eage&
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I"*': Vnaw By Console - last C'l X

3&Command ||MR-QUERV

Achon j [Dlei iFlwrd lllnc IPInnL fSlmry

Type QERY Pri 5 Subject A6 VEH SAMI2 3

;Printer |MDCPRT2 HAtif 7 Of

Incident
i

3
OQ ia2a26‘> VEHICLE
A6 VEH: SAM123
CJIS-SVS RESPONSE FOR
1AAX.QVKLCA0194200.LIC/SAM123.US/C

CAUTION - VEHICLE MAYBE ASSOCIATED WITH WANTED PERSON(S)
lerac:

WITH CAUTION CODE(S)
ARMED AND DANGEROUS
WANTED RECORD TO FOLLOW VEHICLE RESPONSE

INQUIRY MATCH ON LIC/SAM123
STOLEN VEHICLE

x:i CJB

2 in FQ-7 C=24 P=0 T«4; CE=0 PE=0 pi0:39:13 rv ; Cal Taken Prod
"Bead Me: i-age: : Achve windovur » SsATM

Note: The database return can be documented into an incident by “writing to the incident.”
When the Query mailbox is displayed, the four digit incident number can be entered in
the Incident box.
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Open Query System Auto Display (Ctrl D)B.

File Edit Tools Help

j 4J| J|j |lEmes New RorajJ|l1 4jA!!
T CUQEfO 3Command Line

07/14/2008 T£50:82
Reply Ci- 648371
Une Count- 4:

2 CAL-OP- Reg Veh
Attachmsntlsl

VEHICLE
Warns Warrants - DMVA r ftooi Mat

4_prop0r1y
5_Fireamri
6_COP
7_PespcTise Redisplay

OK
C8 VEH: SAM123
CJIS-SVS RESPONSE FOR
1AYXQVK.CA0194200 LIC/SAM123.LIS/C
INQUIRY MATCH ON LIC/SAM123
STOLEN VEHICLE
LIC/SAM123 1971 CHEVTK PK RED
STATE/CA EXP YEAR/2005 PLATE TYPE/PC VIN/VEHICLEIDNUMBER
MIS/DO NOT LOCATE OR CANCEL - DOJ TEST RECORD
REPORTING AGENCY/CA0349457 CASE NO/DQJ-TEST2008 DATE/20080701
FCN/1860818302097 ENTERED/ON CALIF FILE ONLY
IMMEDIATELY CONFIRM WITH QRJ/CA0349457 ATU STOLEN VEH/ABS
UNIT MNE/ATU0
TELEPHONE

VICTIM DATA
VICTIM/TEST.RECORD CALIFORNIA
ADDRESS/4949 BROADWAY
CITY/SACRAMENT STATE/CA ZIP/95820
DAY PHONE/ NIGHT PHONE/
DMV-VR RESPONSE FOR
DATE: 07/14/08 TIME: 12:49
07/01/08 DOJ STOP
Reply Navigator

* * * * * * * * * * * * * * * *

d
©View Form __
©View Auto-DfipJay
iVtew Gusty Log

9 View Reply Log

f View Query History

i View Reply History

Reply It* Dale Received Attachment!?!

SP®«8371 07/14/3108 !:® 02 VEHICLE

III. Logging On Premier Computer Aided Dispatch (CAD) Open Query System

From the Windows Start Menu on the AWW screen, select Open Query. The

Motorola Premier CAD Open Query welcome screen appears briefly followed by
the Logon Information dialog box.

A.

Type your user name in the User Name text box and press the Tab key.B.

Click OK. The Open Query Status Window will appear.C.
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IV. Logging Off Premier CAD Open Query System

To log off Open Query (without closing the application), select Logoff from the
File Menu on the Title Bar. The Logon information dialog box displays. A new
user can now log onto Open Query.

A.

Exiting Premier CAD Open QueryV.

From the File Menu on the Title Bar, select Exit. The Open Query dialog box
appears.

A.

B. Click Yes.

Open Query WindowVI.

The Title Bar displays at the top of the main Open Query window and contains the name
of the currently logged on user, the select command, and if you are in the view form
window, the name of the currently displayed form. The main menu bar contains
commands that perform various procedures.

VII. File Menu

Send Form <F12>-Sends the query to the external database from the form.A.

B. Send Command <F10>-Sends query to the external database sources from the
command line. (Not routinely used).

C. Print Hardcopy (Ctrl H)-Prints the information contained in the work area.

Print Setup-Displays the print setup dialog box. (Not routinely used).D.

E. Delete-Deletes the currently selected reply.

F. Retrieve-Opens the Query Retrieval Dialog box where you can specify the time
period for which you want to retrieve queries or replies.

G. Note-Opens the additional reply information dialog box where you can enter
additional note information for a reply. (Not routinely used).

H. Connect-Reconnects Open Query when your connection is terminated.

Log Off -Displays the Logon Information Dialog box so a new user can log on.I.

Exit-Exits Open Query.J .
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EQ Tools Help

FILE MENU-VIEW FORM Send Form FI2

Send Command F10

Print Hardcopy Ctrl+H

Print Setup.. ,file To* H* -1 gjelal aj
IE >2 iMM i p
2_CAL-0P-baa von r— •

3_Wants& Wanan1s-D
4_Properiy
5_fiream

Ail Connect

3
Log Off

Command Code

.Database (PW) I
.Incident Number {____

JJniMD
CaH3p

.State ICA-Califomia

Exit
/

File HelpTools
6.C0P /
7_Response Redisplay Form Selection Ctrl+SAll

1 C Ctrl+FForms
Auto-Display Ctrl+D

o \ Query Log
*.< * Reply Log

Favorite Forms Ctrl+M

Command Line Alt+C
Go to Gopher Ctrl+G

/Name Ctrl+Q
•/Se* Ctrl+R

4 C/.Race
6j/Har
t j.Eye

7J.HeiqW

_Weiqht

BIMMDDVTKI )

Query History

Reply History
/

Options

Show Edit Box Ctrl+E
Clear Form F5Ld

SMwFotjt.
©VlewAufrOispia/

3 View Quay Log

AddibondFomi Inrocvnaban

H^pFile Tools
ttMhfvirhtaSfljfft Wflh MuFmntftFnito

! Help FI HAll d hc Field Tip Ctrl+T
I2_CAL-C About *
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FILE MENU- VIEW AUTO
DISPLAY FORM File Edit Tools Help

Delete
Retrieve.. ,

Note
Send Command F10

F3ffe fit Tools Help

•I eWtilil H ®| |5 3FT3ij
Print Hardcopy Ctrl+H
Print Setup.. .! LLCAL-Or -neQVen

£onfiiatidLne
1

m
3_Wants Warrants - D

^-Property
6_Frreanri
6_C0F'
7_Respcnse Redisplay

Connect

Log Off
Exit

Edit Tools HelpFile
lIS Clear

m Find. . . Ctrl+F3
I

HelpFile Edit Tods

Form Selection Ctrl+S

Ctrl+F
Ctrl+D
Ctrl+Q
Ctrl+R
Ctrl+M
Alt+C
Ctrl+G

Forms

2 CAL*’ Auto-Display

slwanl ***** Log
Reply Log

Favorite Forms
Command Line
Go to Gopher

i

il I
Repty Navigator%View Form

@V«wAuto-ttsplay
© View Query Loa

4_Prop<
F_Finea
6_COF
7_R*SG

Reply fD Date Received Aftachmentfel

Query History
Reply History

Internal Message F6
Send to CAD F9

Options

Reply List/Detail Ctrl+L
Add Blank Entry Ctrl+B

. File Edit Tools Help

[AN Help FI

| Field Tip Ctrl+T
2.CAL-0F -
•j V. A o v A-

About...
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Yin. Edit Menu

Clear <F5>-Clears the current form of all entries.A.

Find (Ctrl F3)-Locates a word or group of words. (Not routinely used).B.

Tools MenuIX.

Forms Selection (Ctrl S)-Makes the Forms List window the active window.A.

Forms (Ctrl F)-Displays the View Form.B.

Auto Display (Ctrl D)-Selects the View Auto-Display command.C.

Query Log (Ctrl Q)-Selects the View Query Log.D.

Reply Log (Ctrl R)-Selects the View Reply Log command.E.

Favorite Forms (Ctrl M)-Selects the Favorite Forms command. (Not routinely

used).
F.

Command Line (Alt C)-Activates the command line and displays the ten most

recent entries in the drop down list.
G.

Go to Gopher (Ctrl G) -When the Form Gopher is open and the Open Query

window is active, this key combination makes the Form Gopher the active

window.

H.

Note: From the Form Gopher window, Alt G makes the Open Query window the

active window.

Query History-Selects the View Query History command.I.

Reply History — Selects the View Reply History command.J.

Internal Message (F6)-Opens the Send Internal Message dialog box where you

can send a query or reply to another console.
K.

Send to CAD (F9)-Open the Send to CAD dialog box where you can enter the

information to send a query or reply to the Premier CAD incident.
L.

Options-Displays the Operator configurable Options dialog box where you can

select specific options about how Open Query displays the information.M.

Reply List/Detail (Ctrl L) -Changes the focus from the Reply Navigator to the

reply text in the middle of the window.
v
A l t
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Add Blank Entry (Ctrl B)-Adds a blank entry. At some agencies, users can type
free form queries to the state in blank entries. (Not routinely used).

O.

Show Edit Box (Ctrl E)-Opens the Field Expand Editor dialog box for the
selected field. This option is most often used when the note exceeds the length of
the display in the form.

P.

X. Help Menu

Help (FI)-Opens online help.A.

Field Tip (Ctrl T)-Displays information about the currently selected field.B.

C. About-Displays the About Open Query window with version information.
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BUREAU COMMUNICATIONS COORDINATOR (BCC)

MAINTENANCE MENU (MN)
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261 PREMISE HAZARD CONFIGURATION (SPECIAL LOCATIONS) -
MN.3 Enter the letter corresponding

to Premise hazard category

nE -M x|Li>c «i1wo AAHIIII l. unJIftUJiDhJu
Command jjlBlglB]

kW*
~

iK
C |CAUTI0H LOC

EnterSateen fT V|I4 X.'A 0 8^'i

i MFOKS: P Ki

; O K. i V N.'A
W N.'AD N'A R K'ir

E Hi L N'i S SPECIAL ItfSTF * X*'A
•V i.•-

P A M ;K- A

K

r 1L A i- M 'A
& (307 SIDCS/RESD U H' i ZH4

A-Add
C-Change
D-Delete
E-Exit
S-Show
N-Nftxt

Will always
be PD

Date (YYMMDD)
for the record to be

deleted

Premise Hazard Address
(Special Location)

Beat/Zone Bldg./Apt
number(RD)

/ -M x|/£?ire

q;.Command 1(3
CAUTION LOC V-Actor]NJF.

IN. Dll

l«*|A
_J Se» /Agent# [ T|

Purge Type| Purge Date /[ f

Addrw*

Bulge °!Buonesa |

PersonnelAiil
City |

Errtrjk|
Comment j

_ — — p s i"?.— .Jn±xsa£=.~ r :rrr
Ji.. .

Premise Hazard Serial number of
location name personnel

authorizing entry

A-Record is automatically deleted
Blank-Must be Manually deleted
N-Notify-Will not be used by LAPD

Premise Hazard
information

The following fields are needed to add a Premise Hazard:

Action- A to add
Agency - PD
Lock-Defaults to A
Business-Business name or Residence
Address-Address associated with the premise information
Personnel Authorization Entry-Serial number
Comments-Enter comments associated with the premise information and include the
date of entry.

1.
2.
3.
4.
5.
6.

7.

Note: CAD will verify the address through GEOFILE before accepting the Premise Hazard
Information.
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VEHICLE DATA -MN.9262

The ACC advises that they are trying to “ON” a field unit and the vehicle is not

in the system.
PROBLEM:

SOLUTION: Add the vehicle to the database via the MN.09 form (the vehicle ID and

description are mandatory fields).

A -Add a record
C- Change a record
D - Delete a record
E-Exit form
N - View the next record
S -Show record

: \ If Tlttl.n fnlh * » A|iH re t . nhj- Oi ptlin .

Conwyd
3\

Ac*w AgancylQ ( PD VehecfclD ( Categwy r M&T Chip Code ) Tracking Ur# f j*}

AVL Equpped I j
~

OR; I
DID 1
DID

osa 1
^

.

’

jd
OSRI f

‘ Vj

Chart**-, f P| P
Dal* Type {'* Capita: f

~

f |~| T Pi TT I ~ I
MOT Senai » T

AU* MDT Addre«

CuruPrUMni !
Dercnpbon j

ftario'ymei

Radot| Rato if R*to*fRato 2 f
Avolablr To Foreign Sjrtwr P3 Fowgn Syctom ID f .]

1
'

Always PD Vehicle number
l !

E Vehicle L >.ita Police Vehicle Configuration - 00070: RECORD FOUND

Command [|l.TI^] a1
1Aciw |§3 AoenculfelPD VeNde ID fracktig Ur*|H d. Catagoy- 1 MDT ChipCode j

MOT Serai # |~ AVlEouwedf ^JChmfe (00 fob foo joo Aw MDTAddnr; [

DL*V Type ^rrm"i TTI~r r : rDID

Deitapbon|2 Q 05 '
Wo* ’* *

CR0UK VICTORIA Current Urtf r A

. 0ID I
OSD

’
o w i f

'>•*§[ Rwrpa
fiatol ( I -dR a t o j }

~

System | Foreign SIL'em|D | f
~

Rato11 Rato4
3

Avaiatte To Ftxeigr

fr^ IPWauiteT

Description of Vehicle
YR, MAKE, MODEL

Enter “S” for the Action, PD for the Agency ID and Vehicle # in the Vehicle ID

field and press <FI2>.
STEP1.

This screen will display which unit is logged on to a specific shop
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STEP 2. Once verified that the record does not exist. Enter “A” in the Action Field. Year,Make and Model of Vehicle in the Description Field, and press <F12>.

263 PERSONNEL SET UP-MN.12
(Creating a personnel record)

A-Add record
C-Change record
D-Delete record
E-Exit record
N-Next record
S-Show record

Personnel Name
Doe, J-XXX (last 3 digits of Serial Number)

Always PD Serial Number

E -H«i
t' vrii Mtne1 Drtt.i PQ t\QN ne I S<si up

CommaAd zI

3Actan \ k ! Agency ID |pD Numbei [~ Supervisor Required [

NT IJ:er |

Name f
Und JPa::word | Badge [

Intel-:
Novtce/Adv j j*j Remote ID |

Acce::Level C ActivateDate j08^02/15 Zri Di

NT Pwd |

Email ID [
Di:pNam* l

Njtemofr Pa*:word )

Date j :/f j\
' Z.1'Description /

: Special - - —
I .

7>TZ'-~ —jrl.---I 3 CIK; of Sarwic.(
Contact Phort.J

Medoalfflat

Blood / jipo j
M^lcalComment-:|

Contac' JEmerj

C-Calltaker
D-Dispatcher
S-Supervisor
M-Master

First Name Rank/Division UO:
LNG: SKL:

Must have
an active

date

Last Name up to eight characters

The following fields are necessary to create a record for an employee:

Action-Enter “A” to add personnel record1.

2. Number-Serial number.

Note: Officers with a “P” in front must not be deleted or changed in any way.

Name-User name ID. The User ID consists of the operators last name comma firstinitial dash, and the last three digits of the serial number. Example: SMITH,D-123

3.

4. Password-Enter the last name (up to eight characters). Example: SMITH

5. Access Level-Enter the access level of the person for which the record is being created.

Note: Sworn and Civilian personnel access levels shall be “D” for dispatcher.
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Description-Enter the first name of the person for which the record is being created,

followed by the rank/division number. Example: JAMES PSR/56
6.

Note: Personnel’s first name shall be entered before their rank.

Personnel Serial
NumberAction Show

\
=JdsQ Personnel Dal -i - Personnel Setup

Contend |[MN.12

( S3 Agar^lD jPDj'JNumta

Imhai- I Proword [

NovtcVAdw I ! Remote ID f~~

Accê ? Level t Activate Date 108/02/19 jjJ Deactivate Date | /f /(

Oo*cnpl»on!|
Special Sk'ifr.

3 !
lUi>:

Si^wrvfor Roqured | Jrf
NT Uu*[

’

NT Pwd \
Email ID f

Dup Nam* f
"

r-'i.ns..» I 'AfcE 1 (IfNan*?Action

Un* /Badge

Remote Pa ; iword ,|
i

r (r i
• .• '.csr-.-. T..-. ' -> - V - =JL;VSS ; • ;

Medicat Alert f 3
Blood Type | ^ Emergency Comae* j

Medical Comment f Cla;; or Service j

Conrad Fhon* j

In order to change a personnel record, the record must be shown. Fill out the following fields.

Action-Enter “S” to show the personnel record.1.

Number-Enter the serial number and press <F12>.2.

Once the F12 Key is pressed, the Premier CAD system will search for an exact match of the

personnel serial number being requested.

The requested record will display

-T- J Ĵ *iPCIMAMJ tUlA Peiibnnel

3ljMN.12

Acta? }i_£| AgenqilD fPE'jJ Mumber

Jnfcafc - 1 Pa:;woni [« » Badge f ilnrt , i

Novtce/Adv J 3 Remote ID |
Acte:;level 1lT3 Activate Date ]03AJ4/09 J Deactivate Date ]CC /fOG /|00

Deicrfrtion ] PSR 1 /56
"

00^ING SPWTSKI:

; SoecialSIJte;

Command
Supervisor Required f }

NT Uror f
~

NT Pwd|i«WHHHHWMiHMW

Email ID (
(tapName {

. .
PAHt I Of 3Name

Remote PM;wort* ,***

r- r r“ r“
i.J * 4 '4

- f f
W/ —^ — muAM »

r- - p 1
JI -- .V

Clan ot Service

Contact Phone j
Medical AW j c3 Medical Comment |

Stood Type Emergency Contact j
• l— A • • r

340

Los Angeles Police Department -Communications Division Manual - 2015 Edition



Volume II- EQUIPMENT AND APPLICATIONS

/
£ -Ej x|

t'oilnillw'j ( it * Put ini.ntl Setup OOUH U|fOKJ UllfH*
Commanjft ||MN.12

Action [Cj] Agency ID (pp [ Number |

PacMVord j******** Badge | Un# 1/

Nov»ce/Adv I Remote ID |~

Access Leval ID ^I Activate Dat* (03/04/08 J Deaerate Date|00 ;/ (0Ch/|C)Q

Dexmhon |PSR
*

3
“

/56
'

UO:B
~

IHG:S?AH
“SXIT.-Special Skiff , v -.-77 7 —"

3
Supervisor Requved [ TrJ tLr.frt^ 1

NTU êr i

Name

Inrtak
"*

TTRemote P«-«*wcf |********** NTRwd |*«**

Email ID f
•: Dtp Name |

r
u9rMedea]Alert |p ^l

Blood Type j
Medical Comment; |

Emergency Contact |
Class ot Service |

Contact Phone|

Once the personnel record is shown do the following:

Action-Enter “C” to change the personnel record.1.

2. Make the changes, and then press <F12>.

Once all changes are complete, press the <F12> key for changes to take effect.

264 RADIO MAINTENANCE - MN.20
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A-Add record
C-Change record
D-Delete record
E-Exit record
N-Next record
R-Reset record
S-Show record

HKI
3:Command MN.20

sjrtentID j

EID |
Tafcgraup J
irwdanMt J

/rUntil* '|

Vehcfcf|
Pw*onnd 8|
PTT Sub It*

R5H i

*r
Agency ID| jr| 3/ 1

RIM I

ASTRO ROVER ID No. shall be preceded by
zeros for a total of eight digits.

Always PD

Displays the Unit ID logged
on with the ASTRO
ROVER No.

Current Active
incident number

ASTRO
ROVER ID

/
System Pm -imelek - Rad« Mamieiian< e 001M: RECORD FOUND - r; x

[MNL20
-

Atfvn Vj
SjrkemlD )l

EID[00002027

3.Command

V
Unit ID ( 9A14-W4

Vehicle |
Peromel # f
PTT 5iilD |

"

/ jPD Talkgroup j
”

Incident ft 7O828D01742

Group Name|

RSN j

'1
3Agency ID|pD_» j

RIN |C C 002 0271

Note: MN.20 shall also be used to reset an ASTRO ROVER that still shows assigned to a field
unit from a previous watch. Select “R” in the Action field and press <F12>. This will
clear the unit previously assigned to the ASTRO ROVER.

REOCCURRING MESSAGE-MN.36265
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(Modifying a reoccurring message)
Find the subject to modify by
paging the form (Shift F8) or
typing the name in the subject
search field *

M - Modify or view the existing message
D-Delete the existing message
P-Print the existing message

C-Create a new message
E - Exit \

/ M*l ;!

t]|MN.36 3c
iClreale New lEjxit | J

PnnK* ]MDCPRT2

IrKicten*

Subject Search j
Adfons iMtodty IDjdete. iPirint
1Agency Sublet

f |pf f{* U
Next Delivery

^[NOTIFICATION
^[NOTIFICATION
- -J. — • - —.-w E r-^— . .4

JljHOTXFICiTIOH
>^nvx>:ATZCir

”
!

}
'[NijTIFICiTIOH

Numbef
rBB TABLE OF CONTENTS

AH WATCH * BREAK SCHEDULE

| |PI' [{» t'AY HATCH

f
']PT< |{* PM HATCH

[ jPD [{»» TACTICAL

i
r.PD

BREAK SCHEDULE : 3a

e BREAK SCHEDULE 1:4

RESTRICTIONS ««> 1.21

e r r -i- : ~ 'i r / • Vi :

(To Create a new message, enter “C” in the (C)reate New, (E)xit, field)

Subject Name

pjx|
3 'Command ||MN.36

REXCURRING MESSAGES CRMTE (E.lmr f PAfiF 2 OF ?-

Agency j PD !
Elapse Type [N !

Ineater# j
Stop Date [ 08/02/15 or Increment jo 00

Sublet’*|
Start Date/Tme [ i08/02/14

~' jjj * iQ&OO

J

N-Notification Message (Default)
D-Daily
H-Hourly
M-Monthly
T-Every minute
W-Weekly
Y-Yearly

Not routinely
used

Message
(unlimited text)

Not
routinely

used Once “C” (to create) is entered in the
action field, Page 2 of 2 is displayed.

Shift + F8 to display page 1
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Requires the console
number of where the

information was entered
Subject Name

*Q Reoccur' ring Mess Put Pagoa
3;Command |MN.36

vr*

InctdM [IEW rvi PAiir i m iCREATEIREiXCURRIHii

iubtectf
CartBy^W ( Acknowledge?1N_5 ABComde^fK ! AIUntf:?|Kj^I SignedOn?l? VI

•“ i r I rCommand &»:

mrr r
flame: [

rr
-r i rni

* rr- • 1rI ' rrrrrNufflher. j

I P f __
£nail AliawGroup:f

~

Template ID jP

r rfroupf I r fr rr
TI r i

(To Modify a new message, enter “M” in the (C)reate New, (E)xit, field)

....
3:Command |MN.36

IRKirCCDBRIKG MESSAGES HOI'IFT

Aoenw|PD T| Subiecf ]*** TACTICAL FREQ RESTRICTIONS •*»

Elapse Type|NV| Start Pate/tTrme fos/STl? 3“|TW»

*p*f3 (TTH'WiUlNotification © j21

Incident j

Stop Data (06/OI /18 nr IncFenuni[oS6

jQCB TAC 1 CH 36-CTD IMPOUND
OC0 TAC 2 CH 37-RAMPARTI0603

QSB TAC1 CH 30-CLEAR
OSB TAC 2 CH 39-CLEAR

OWB TAC 1 CH 40- ’
OWB TAC 2 CH 41 -CLEAR .zl

Once “M” (to modify) is entered in the
action field, Page 2 of 2 is displayed.

Shift + F8 to display page 1

Fields with a white
background may be modified

Q Reoccurring Messagt - First Page

3:j|MN.36

jfixeinmIESSASS ~
CSE£T&

Command fcrwf

Command

lEbtf f^z\ Indtter# ] igraami

1 ftfclTdflubjecfc]|
Cwhly^N

~ |̂ Acf nowtedge^lN All Console:?(ft *1 AIUrMte?flT»| SignedQn?lY ! ;ynitj 1rrB«n: f" ' f r 1r rr r r r3

-n’!nWMnJb*i:(~ J
*«rr ' rr rr~ rr~ r

T r~

~ rr i 1j 1 Template ID

rirr
£mai Alia*/Group:]

R E A S266 Page 1 of 2 allows you to specify who to send the modification 344
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(Changing the Ready Reference)

A-Add record
C-Change record
D-Delete record
E-Exit record
N-Next record
S-Show record

Group name Keywords
(Up to 8 keywords maybe imputed)

PD

/\
Q Rt'rtdy *

Command^ jMIN.43

Acton fs
3\

Agency Type \* ^\ Agency IdGroup

iKay;

Roterenwlnto

Comment field

Enter “N” for next in the action field to display
the first ready reference entry and press <F12>

Note: For audit purposes, only Training Unit personnel shall make changes to the Ready
Reference.

Keywords (Any one of the following
keywords maybe used to locate this file). 345
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Group Name

Q Ready Reference - & JQ7U: RECORD FOUND dd *1
Command 1|MN_43 J

Acfwn fj§3 £
Group JKCDC HOMS

'

Key: [PRIMARY

3£a-
Agercy Id |PD3

19-1-1|911 ,MCDC

[VCDC
flcteren^ lnto (PRIMARY KCDC 213/92B-8206

(PRIMARY VCDC

(SPANISH LIME
' 0107734-2215

018/734-2209

Fields with the white background may be changed. Enter
“C” in the action field to begin changing. Once all changes

are complete, press <F12>

Keyword

I.E. RR.MCDC NUMS.911 or RR..911 would locate this file

-hi xiiS3 Ready Reference Comniand - Reference text retur ned

Command ||RFLMCDC NUMS.S11— •-‘a - —*V» " * 'F* * • •• • » • m

Index Numbei sJBf
3ii r

index GKM> :MCDC HtJMS

PRIMARY MC»; 213/920-020*"" sio/mTSSS
81» 734-2215

•PRIMARY VCDC
-v.

!SPANISH un
— 1
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ROLL CALL MAINTENANCE -MN.16267

The Roll Call name must be spelled correctly or the Roll Call will not display. If the Roll Call
name is not known, enter “N” in the Action Field and type the first three letters of the roll call in

the Roll Call ID box. Press <F12> until you find the desired roll call.

A-Add record
C-Change record
D-Delete record
E-Exit record
N-Next record
S-Show record

Roll Call ID Name

-M' xl jQ Pol! r

Cammed
Dulylype: f jj

1 Area|Beat; I j

Rol CallShift ID |Action: js ( Agency|PD } flofl Call ID: SetL4e I
IVehicle IP I Extra Radio1 Officer 21 Officer 1Ur# ID

f
Delete Unit I Change Unit [! Display Detail : Available— N M — ( H

Unavailable [;|firoip Change-AddUnit

Un^r List |^^hprliilinn Intnrmahnn I

Select “S” to show roll call Enter the name of the roll call in the
Roll Call ID field.

AWW/USD the unit will display on.Roll Call ID Name
V!

E - n xRoll Call Maintenance Retold Found

Command

Action: jN Agency jRDJJI flol CaD ID|cENT-U4-TAXI

Officer 1
PD/1M21-W4

PD/1M22 -W4 PD/1M22-W4

PD/1Q3 m PD/1Q3-W4
PD/1Q4 -W4 PD/1Q4-W4

jjj
- -rs— ^

hift ID: 4 DulyIype f
~

jJ
Area | Beak

RollSetLt» (

Vehicle ID

- — a

]f Extra RadioOfficerUnit ID

01
01
01

| Delete Unit j' £hangeUnit jji Display Detail| Available [j Unavailable [^roup ChangeAdd Unit

List of Units in the Roll Call
Unit' List | Inlnmnahnnl

Use to show a field unit
Unavailable for deployment

Use to show a field unit
Available for deployment

Use to add a field unit
permanently to this Roll Call

Note: A Roll Call may only be modified once it has been reset.
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GENERAL ROLL CALL INFORMATION-MN.16267.01

2Roll Cttll M>itnltHWim
= e.-T-i.kr-v.-r --

SiCommand ||

Acta jS Agency|PD jyj fid!Cafi ID

MN.16

Rofl Call ID: j Duty Jype: J~ j
I Extra Radio lAreaI Beats

SetLfc* - - V.J
f Officer 2 1I Officer! I Vehicle IDUnit ID

£ddUmt ^ £ielgteUr* [' Change Unit [ Duplay Detail;1: Available [ Unavailable [ firoup Changaf

Unik Li.^ |SrhpHubnn Infnmwhnn ' . I

Roll Call Maintenance is performed within the MN.16 form.

25 Rrr l l < $H M mi lv i. m

ii 3!MN IfiCommand
•'1" ' -•

^Agency|PD ^1 Qoll Cafi ID: J
—

Rod C a l l I D j Dirty Iype

) Extra Radio | Area f Beats

Acta S SetLt* 0L js

rUn* ID 3I Officer 1 lofficei2 ( Vehicle ID

| Delete Unit|Change Unrt (j DisptagDetail| Available J Unavailable^Jjroup Change|AddUnrt

. ^ f S^hPimi jlinn [nfnrnwhnnI

The available actions are S-Show, A-Add, C-Change, D-Delete, E-Exit,
and N-Next. The Default is S-Show.
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BRoll Call Maintenance Record Found

3iJIZCTEConnmand

Roll CaflihJl ID: fuT Dutyhv> j 3,,

IArea j Beale

[53 Aflentty |PD3 floli Cad ID :CENT-U4-TA2I SetLjLen
~

T VehidelD
Action

1j Otrtcer1 I Extra RadioI OfficerUniHD
FtJ /lMgl - fl/4 01PD^1M21-W4

PMM22-W4
PD/1Q3-W4
PD/1Q4-W4

01PD/1M22 -W4
PD/1Q3 *W4
PD/1Q4 -W4

01
01

| Unavailable [' Group ChangejF Change Um> [i Display Detail[[ delete Unit AvailableAdd Unit f.
List of Units In the Roll Call

Unit:Lift | c^hpi-iuhn,-, Intnrmahnn 1

The Ron Call CENT-W4-TAXI is displayed

Note: Normally, officer serial numbers will be generic (and the only thing listed) for MDC
equipped units as the officers may change each day. Specific Serial Numbers, vehicles
and ASTRO ROVERS would be entered for non-MDC equipped units (i.e. motors, cycle
units).

ADDING A ROLL CALL -MN.16267.02

Ja*iiSB (MU ..ill Haimon,

3Command |

Action j 2 A&n# |PP ^£ fioil Cal10 [
1 Officer!

nMM I

: Ro* CalShift 10 [ Dutyl/pe |
‘ .. T f'-' , . . . -.’A ..77-?' — 1 “ 1

[ Extra Radio [ Area j Beat:

Set U^e|_
j Vehicle ID

’v : "..IT T.T

I Officer 2
^ . . ..

TUral ID

| beb*ellnit | Change Unit\ Ciuptej;Detail[j Available }; Unavailable [i&toup Change}AddUmi

u *' U:•|Sr>iarfijlnnInlnnWinn1

The following actions are needed to add a Roll Call:

Action-Enter “A” to add a roll call1.

Agency-Defaults to PD2.

Roll Call ID-Type the name of the Roll Call ID3.

Set Like-Not routinely used.4.
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5. Roll Call Shift ID-Type the Shift ID

6. Duty Type-Will not be used

Press <F12> to submit the form, a message will display “Record Added.”

Q Roll < \U M IlftltMlfintl

3Command \\\
Action:! ( Agency (PD l̂ QolCallD 4

MN 1 a ~
RolCall jhilt ID j j*j

'

1EsrtaRadio

Se* L4e [
1 AreaI BoabIVefidelD JI Cfticef 1 IOfhcer 2MID

AAJUmt \ Delete Ur# [ £hange Ur# f Dbplay Petal jj Available j Unavailable ^ firoup Changej

_ [sdierynn JnjnnTtgtinn} _
To add a permanent unit to a Roll Call click “Add Unit”

Unit ID including the
watch that is being
added to the Roll Call

Check here if the Unit
ID is a supervisor

/ \

E illRoll fall Maintenance - Record Found

limarcy d:Command

LB, ,t plrcfr- - f 4* if ifsrii L | '1 I'Kay i 7i.it4-TAXIir'l̂l s' ,.!

A 3 SifiBiyisprjIp i
' RqjJios P .

A i IsSipeiYWOT Duly Type [-W 4 >|TO3 VeMrf
Tj/fp?3 2 3

£Jn# ID|IQS
Ottigers TB *1

"
/L B *r~

'0^1M1jlQ5-54

zjm i

f3J T
j

M
r --Hr - 3-s- r * V--. r1riAreafoT

*"

AH Beat* (leaffl
i

B? :a J:
i -i- t B-T•• • -V

r — r

i I Imh I iB If **FWail!"

A two-digit Area number shall
be used for which AWW/USD
the unit is to be displayed on.

Officer 2 ID is not
required.

Officer 1 ID will be the same as
the Unit ID number including the
watch.

Note: If no Area is indicated, the unit will appear on the Police City Wide (PCW)
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E BIDRoll Call Maintenance - Record Added

3:Command j

Action [Sjj Agency jPD ( floll CallID|CENT-¥4-TAXI

MN 16 Command line

Roll CalShift ID Dufy Iype ] ^}SetL^e f
Tvehclelp I ">I Qfticerl 1 AiealBeat:Unit ID Officer 2 Extra Radio

PD/1M21 -W4
PD/1M22 V4
PDflQ3 -W4
PD/1Q4 -W4
PD/1Q5 -W4

PD/1 M21 -W4
PD/1M22-W4
PD/IQ3-W4
PD/1 Q4-W4
PD/1Q5-W4

01
01

i01
01
01

Add Unit [ Delete Unit f £hangeUmt [ Duplay Petal|| Available • Unavailable group ChangeJ j

Unit:List [ jrtnrmatim

New Unit ID added
to the Roll Call

The following fields are needed to add a Permanent Unit:

Unit ID-Type the unit ID and watch.
Officers-Type unit ID and watch as the officers serial number.
Area-Type the Area of the unit’s assignment.
Submit the form <F12>, A message will display “Record Added.”

1.
2.

3.
4.

267.03 DELETING A FIELD UNIT-MN.16

E IDRoll t a l l Minutertflnet? ftccoiil Fuimd

3!Command j
Achon J jrj fluency jpp l fid Call ID jCEHT-

IOtticcr1 Poitou

r-1
RdCdShtfUD j¥4 Polype j jj

f Extra Radio ) Aiaa I Beat:

SetL&e (

^VdiictelD

¥4-TAXI

Unit ID
l-RDVlMtf V.-i PD/1M21-W4
PD/1M22 -W4 PD/1M22-W4
PD/1Q3 -W4 PD/1Q3-W4
PD^1Q4 -W4 PD/1Q 4-W4

01
01
01
01

L Delete Unit|£hangeUn*|Dfepfajj Detail Ajjaitobte [; Unavailable f Group Change!Add Unit

Ufl^Lut|cin^AnnIrtnmvtfmn!

To delete a field unit, click on the Unit ID then click
“Delete Unit”
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Note: Only the Configuration Team at Application Development and Support Division (ADSD)
can delete a field unit. Otherwise, make the unit unavailable.

CHANGING A FIELD UNIT -MN.16267.04

E P o U t o l l' M a i n l e r u i B c c - f f e c o i d li l d

3Command

RaJMfihml& lvr
I ExtraRadto j Area ? Beat;

jPD^J BoDUID [STD-KOTORS-Vi S*L4«|
1 OttiowT

-u,% •---

Agaric#
;• :* v

1 Qlhcef 2 I Vehicle IDUnit ID
PD/OOO 25
PD/00 25
PD/CQ 25
PD/00 25
PD/0GQ 25

PD/25MQ90 -WG PD
0 PD/25MQ91 -WG PD/

PD/
PD/25MQ83 -WS* PD
PD/25MQ84 -W6 \ P

i i

-tf^f]«1
Add Und f fietete Un*|Change Lind ^ Display Pete!| Available [I Unavatefete j Sroup Change;

f

Upt-s Lift|9c|iedUing Inioimahon|

Select Change unit tab,

once unit is highlighted
Select Unit ID whose information
needs to he changed. (Unit ID
will be highlighted in blue)

Unit ID is in
Gray, may not
be chpiged

3Rtf II Hu\\ MajftH "*IWIK <* Ftecoi dhf ound : x• .

3:Command

rsi=:=— prTO 4- prz
i
'Oihcor.- * ">

l /fp53 2 j
_3

.v- ' »̂U ^ .* KB“»*»-- —'i-i'- - vjirrrrr

|̂ TD--HOTORT*-3f.*U.,||• if <_
' -•

/T3 Outylwt f~~_li
~ A 3 RDute i
’

'Plii i

A 3 SumWiorlDl r lvSupc®50r

1|0 QC0 !/|PD^|2:]
#T3 <r

rj*T£V -, -i . .pTL.Tr , tasg
31 I 3•i ,

Ar« (25 N A*beat*—.1

JW*.****’ { vr

IIniteI rtf

ASTRO ROVER
number (8 digit
number)

Unit Serial #Area

Note: Fields with the white background may be changed. Unit ID can only be changed by the
Configuration Team at ADSD.
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267.05 DISPLAYING A FIELD UNITS DETAIL -MN.16

1'S R u l l C a l l MaJlitA riant# ftattird f r i u m l

I I 2MW ISCommand

li Action M Agency fPlT^( flollCdllD.|CHn
,-CYCLE-TJ4 SetL^e J

1 Vehicle ID

Roll Cdft# ID j?4_ Duty Iypt V|
f Extra Radio j Area I Beat?

-***•**

j Officer! [ Officer 2UnU ID
PD/1C20 -W4
PD/1C21 -W4
PD/1C22 -W4
PD/1C23 -W4

PD

6

01
01
01
01
01

PD/{ =
[
i

i
f

r
ii j

?

; QetofeUnt \ Change Una| Display Defd • AvailableAdd Unit ; Unavdatfe firoup Change
i i

UflltS. Ltf 1 qrhfidiJnriiJnfnrmaltnn!

Select unit ED
(Unit ID will highlight in Blue)

Select Display Detail for
the unit’s information

The Detail Display allows an operator to view a field unit’s information. All fields remain
grayed out not allowing the viewer to make changes.

Unit ID Vehicle shop
number

Supervisor ID

/ //
Q R u f f Call WfljnlMhiritf ftet'Afri f ounil -Mm,

Coimmd
~rm I 1 1 » v .|' in [u4

r " -ifa.- v; ,.n OlityJlyD*

\CYCLE -W 4 h . - •'.’'if ClJ^— --v. ...

-04y! _£j-/F3 2]blja
vi 3 *

Un̂ lt; 3 Vohieje

3 2 j
/ f 3 4 /

3 SMDMUKOV ID [1C20

* - Radia> —
1 1 , 000

3
f Off£au - -3

/ 3 'Route |/] 31 /

3 y 33 3 J/- -i~ i ,n

Are# 01
fleah,'

IT cam Alt Beatfi

I
'?

Unit Petal [

ASTRO ROVER
numbersofficer serial

numbers
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MAKING UNITS UNAVAILABLE-MN.16267.06

SBQ Roll Call Maintenance - Record Added

3:Command |jMN 16 Command ine

Roll CallShift ID 1¥4 Dutyjype [
j Exha Radio

"

TAreaTBeat; \i

Action fSjJ Agenqf|PDjJ floG Call ID|CENT-Iv 4-TAXI Settle

iOlhcef 1 1 Vehicle IDI Ofhcer 2Unit ID
01PD/1M21 -W4

PD/1M22 -W4
PD/1Q3 -W4
PD/1Q4 -W4
PD/IQ5 -W4

PD/1M21-W4
PD/1M22-W4
PD/1Q3-W4
PD/1Q4-W4
PD/1Q5-W4

01
01
01

:01

Add Unit l lieleteUnf [ Change Unit S Display Detail[ Available
r

; Unavaiafele [ Group

SHifiHiinnlrinrmflhnn 1

To make a field unit unavailable click on the Unit ID then click ‘‘unavailable”

The Unit will have a red circle with a slash through it indicating it is not available. Units that are
not available will not show on the AWW.

-Mil!Q Roll Call Maintenance - Fteraii ri (rfumgeri

I in HI tm 3Command |

Q ^olCaOID }STO-MOTORS-W6“ Wife]
lOthcer 1

RollQtf .£h&|f>|F6 fluty Jypej

f AreaT~
Beats

“

Ad3Cfl

IVehicle tD l ExtraRatio] Qfhcer 2Unit ID
PD/OOQ 25
PD/O 25
PD/00 25
PD/000 25
PD/00 25

PD/25MQ80 -W6 PD
0PD/25MQ81 W6 PD

PD/25MQ82 AV6 PD
0PD/25MQ83 -Wfi PD/

JED/25MQ84 *W6 PD/
J4

6ddUnt J JjLelete Urn* [ Change Unit [ Display Detai[ Arable f Unavadatfe|froup Changej

Ufllts LisAl ^nhwHuliW Intnrmahnr \

|0PD/25MQ81 -W6 POUnit is Unavailable
for deployment
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267.07 MAKING GROUP CHANGES-MN.16

E S31Mi> M t til! f4tilrtlffiutftf:ii ketui > 1 1

3!Command |MN 16
; raau-ggaa-— - '-a--*-—---— *•** 1

Action Js3 Aflwvyj M*\ FIOFLCABFFF jSTD-KOTORS-U6
-;

r
*^s j^^7^r ^ RolCal&jtffit, jyT Bwvli** j~^f - jS«U4* j

*-*=.—r5“S-^vSi . AT- t.=:-aaEK

3I Qlhccrl 1 Officer 2 I VehrcfclD 1 Eafra Radio 1 Area I Beak.Unit ID
PD/25MQ80 -WB

0 PD/25MQ01 -WB
PD/25MQ82 -WB

E PD/25MQ83 -WB
PD/25MQ84 WB

PD/ PD/00 25
PD/00 25
PD/000 25
PD/00 25
PD/00 25

«1 I
AddUnf j delete Unit|EhangeUn* j Display Dalai y. Arable j Unavailable j fiioip Change!

UQ^ Lef jSr>»)rlijHhr Intnrmahnn i

To make a group change enter your selection in the Action field:

A-Add, adds a field unit to the Roll Call.

C-Change, changes a field unit information. Fields with a white background may be changed.

D-Delete, deletes a field unit. Not routinely used.

R-Replace, deletes the unit and allows you to replace it.

U-Unavailable, makes a field unit unavailable and places a red circle with a slash.

V-Available, makes a field unit available.

Display Detail-Displays units’ information, but does not allow any changes.
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267.08 ACTIVATING ROLL CALLS

Prior to initiating a Roll Call, an operator should IS (in-service) the Roll Call.
This will display all the units on the AWW/USD that were deployed, but never logged on,
removing them from RC status.

yjj Coinm.iiid Lin|p Bill
3JjRC.CENT-W2.IS|Command

If the following message is displayed, all units have been properly logged off and the Roll Call is
no longer active.

ifctiE (’

iniiiit'iiul 1.11it; hHU. |<« iII i ,\W Mol i hi NT'itns BIMI n

The following message is displayed when the Roll Call/units have not been logged off (UF). Any
remaining units will appear on the AWW/USD.

13 BillVyhn l >: stolid Ilol!till iLu Dnu ACIIMHO

The operator shall now complete (UF) the Roll Call. This will log off (OD) all the units that were
previously displayed on AWW/USD due to the use of the in-service command (IS). The Roll
Call from the previous day is now completely logged off.

The following message is displayed when the Roll Call is completed.

-UH*il
Command llRC.CENT-W2.UF 3
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The operator shall reset (RE) the Roll Call. This allows the operator to add units, make units
available or unavailable and changes to the permanent deployment.

The following message is displayed

m[Eg Cnmni'iml Lir.'% bill UN Has Bonn MJLAHiU

RC.CEN RWZRE 3!Command |

The MN.16 command statement is used to look up a Roll Call for a specific Area and shift.

Roll Call nameAction S - Show

JnixJ!A- ,
miM ICoi - r

Aoton |s3 Agtw»]PDjJ BriCril (tr |c5rT-ff2 Se» L4t [
"ToSicert ~

V"* '• •-«< *«

MC alShift 1 0 O u t y l*>» )
t ExtraRadio I AriaI Ber ts

' " ” IOfficer 2 I Vehicle IDUnit ID
PD/1A1 -W2
PD/IA15 -W2
PD/1A45 -W2
PD/IAS1 -W2
PD/1L20 -W2

P0/1A1-W2
PD/1A15-W2
PO/1A45-W2
PD/1A91-W2
PD/1L20-W2

tnt
01
01
01
01

Add Unit [ £eteieUntf [• flTanyUnit j; DispIq^Deiailf fj Unavaifafete jjfipwg Changej

UfllM.Kt|SrihnrtAnn Inrnrrtwhnn L

Tabs highlighted in black
are available for use.

Note: If a field unit logs on (by use of the ON command) to handle a call prior to the initiation
of the Area Roll Call, that unit shall be mark as unavailable (in the MN.16 form) by the
ACC or BCC (when necessary) prior to the completion of the Roll Call being initiated.

The operator shall now initiate/watch start (ON) the Roll Call. Once the ON is used no
further changes are allowed from the Roll Call Maintenance Form. Any other units
requesting to be deployed, will need to be individually added using the ON-Dutv (ON)

command form.
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The following message is displayed once the Roll Call has been initiated

E Command Line - Rod Call Has Been INITIATE!

j[RC.CENT-W2*0NiComrrtartd

1
i

The following is the MN.16 display, after Roll Call has been initiated.

E f;«fl Till Mtliiltfttflrtf* Broitl round dcMl
Command ||RCCENT-W2.0N

tetoi|sj»J Afjfnc?| flo*C»» ID ICENT-W2_
• .. i _ .Tthlb1.... .irv. j.-,.-j..* 1' — ~ ' ' ""V. . *\ v v

a
WLfeaf flJCrfiWID|5T i “ I .— • V - O hI EatraRacto |Area I Boat. IToincer1 I Olhcof 2 I Vehicle IDUr*ID-* PD/IA1 W2

^ PD/1A15 -W2
•A- PD/1A46 -W2
0PD/1A91 -W2

•*^HP/IL20 -W2

FD/IA1-W2
PD/1A15-W2
PD/1A45-W2
PD/1A91-W2
PD/1L2DW2

oi
01
01
01
01

<:r_J DBPjgi£gg}| ft . Inv : .I

!U

U|i|lt Lr*|SrJwkiiwi lrt«mfllinn i t

Units deployed are
displayed with a
patrol car in front
of the Unit ID

Units not deployed are
displayed with a RED
circle with a slash in
front of the Unit ID

Tabs are now in gray. No
other changes are allowed
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The Vehicle Status command can be used to verify that the Roll Call has been initiated/Watch
Start has been done.

Unit’s current statusUnits deployed

/
E Vffliin. l* Mfljwi VMiM Slniw. Litl

Command

V/Categoiy|Duly Typ A jjRag ]Stat|£ [Tima |llniH ocabon

RC 000
RC 000
RC 000
RC 000

|lnciden> Nmribw t ;]Un* Type

PD01 PDlAl-^
pD01 PD1A15-U 2
PD01 PD1A45-V2
PD01 : PD1I20-W2

liU

Units currently deployed or logged on without a clear status will also appear on the VS form, and
should not appear on the AWW/USD.

jiiir Slit IN [M i d i f r i—
Co Units1.0004
Area:PDPCW
mi W4 > FU 466 502 Cf; 000075 SEPULVPDA/RINALDIT23ABC V, u5nFR£ 5T.;T,0;i
E-13 <tu

ouERw
pMilSlS

0 000022 25 FIGUEROA
0 000034 100 N LCSi^ELES

Y1QKUHN > C6 521 006
1CJS > 05 621 006

Note: Only the PCW Area is displayed on the RTO’s AWW/USD

The Area ID will appear once the first unit logs on to their MDC. Units logged on with a MDC
will appear with an asterisk next to the Unit ID.

fflifiM Stoliis.jMiiil

*t «l11

*Aren:PD01
A4

AreaiPDPCW
7X22 W4 > FU 476 902
oTia
YiGKUHN
YCJS

<T 000075 SEPULVEDA/RINALDI 123ABC
W2

0 000022 S FIGUEROA
0 000034 100 N LOS ANGELES

> C6 631 006
> C6 631 006
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The Vehicle Status (VS) form will display which units have logged on.

Q Stavin Ufiii frmm i m ConuMiii*

J|vs 01Command

Area |Unfr Flap [Status [fine jur^ Location jWCategoty jD uty TypjjIncident Number
PDD1 PDlAl-ffZ
PD01 PDU15-¥2
PD01 FD1A45-W2

IPDOl FEI1I20-U2

RC 001
RC 001

000
R*:

LdJ f 1

JT
1A45-W2 is logged

on; their status shows
Clear

Units that have not logged
on, will still display in Roll

Call status (RC)

The operator shall only In-Service (IS) a Roll Call after the use of the initiate/Watch Start (ON)
command, when the Roll Call is for non-MDC equipped units, (i.e. STD motors Roll Cali).

The following message is displayed once the Roll Call is In-Service (IS)

E Command Lino - Ro (( Call Has Been ACTIVCrTfp

Command ||RC.CENT-W2 tS|

Roll Calls In-Service (IS), display all available units from the MN.16. Units marked unavailable
will not be displayed.

Area -.PDOI

BAt W2
At* W2

IA45 W2
mtL2Q CLEAR

AreirPOPCW
7 X Z Z
8Al3j
YlQftUHN

YCJS

W4 FU 474 9P2 Q 000Q7S SEFULVED^ReTOLDI 123ABC WiLSHIRE STATION.

•nr m

> C6 620 GD6
6 £3 003

0 000022 -SFIGUEROA
C. DCmrM 100 N LOS A MG ELES

5 FIGUEROA
TOD NLOSIgBitfll5SI
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Roll Calls activated (in-service) will display Clear on the VS form

321*11£2 Vatin HP ST *r, i, ifrtiT Slflrii i in i nmfiliiT*

3:Command ||VS, fl1

'6[llrat Type |V/Category|DutyTyp[Flag [Statu: jTine [tin# Location
000 CLEAR
000 CLEAR

[incident Number
PD01 ; PDIAI-T??
PD01 j PD1A15-V2
PD01 ; PD1A45-V2
PD01 ' PD1L2 Q-W2

001
000 CLEAR

ZZI3
«

Units that request to be deployed after the Roll Call has been initiated must be
deployed using the On-duty (ON) command form.

Note: Non-MDC equipped units will required complete log on information, (i.e., officer serial
number, ASTRO ROVER No., and shop number)

Unit-ID and Officer 1
will be the same.

E SBLaw Uftil Crqifu* On Only

3-m/Command
I •- fl
'I JZi\ Ni '\

~3\ j^J L
! Recall

" " . Defaults

1D*1X3S-W2

S.upw ID:

Route P

Jj :1X35-W 2 f

^ Radio1

Z. Rad» 2

Z
_

Ratio 3-

Ra4o 4

Number

/| 3l Odometer { l j Recall *

iOrttcer m:
; Defaults •

1Ratkt
/4 iRider: _ _

, , QfftccrQ _
, . .

Avateble To Foreign System| ! ForwQn System ID [ 331 *

Active Shfr [”]
Static Cipabfihas

Deld Code
Hmy Typo:[ 3 ON £apabiibi».| J ! Li

All Beat* [

Activity Code

Program Code rr^rr*"01 leamrf I IAIM
3:

jdfloat*. 1
•was-. T:-;-.-

Area number on which AWW/USD
the unit will be signed on to.

Note: Unit ID-watch, officer No.l (same as the Unit ID), and the Area, is all that is needed to
deploy a field unit. A field unit needs to be re-deployed using the ON command if they
logged off in error or due to MDC problems.
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268 CHANGING UNIT INFORMATION
(After a Roll Call has been Initiated)

Unit ID Use an Asterisk (*)

Jl!*!
Command ||3Z! >

ypit|1X35-72
3

4”3 *J a]Number /L Ratio1
Radio2
Rada ?.

Radio 4

/H3;Super ID: /Odometer • Recall
Default

l Reed
Otocer #1
Petal*

Radtt

Rider
£Route f ! /i-

Avadable To Foreign System- I Farei^ System ID| 3F"

Static Capable i

^
Vehtde I

* DetdCodeP
fiulf Tfpe:[ ON CapdaStietf

Alt Beatszf

• Activity Code|
Program Code f

&roa-

Achve Shirt j j
)

i— rri i i
3/

*.. . . *
*Beat*; sf i _

.r -->

Once a Roll Call has been initiated with the “ON” no other changes are allowed. Unit
information (i.e., Officers, Vehicle, ASTRO ROVERS, etc) may easily be changed using the On-
Duty (ON) form.

Vehicle’s
ASTRO
ROVER

Officer’s
ASTRO
ROVER

Unit ID Supervisor ID Vehicle shop
ID

ma l «.iw Hull vioino Oil Duty Hiiil k NoI On Duty
!£3>

IP I? T4Command

4“31 TilUnit:1X35-7

£uper ID* 1L50-72

Route [”
"

! i\ j/ 0000iNunber

Odometer
Radio

l* Racko 1

Ratio 2
Radio 3
Radio 4

000

5H; Recall
l. Detaiii :

2: ; Recal
Officer #1
Detail'

000 £
l Rrder i

r 1 Vehcfej
Detail Code j

Officer* I \
Avafafale To Foreign System| jrj Fore^i

JQ.uty Tjps:j 3 ON £af>al*N*|li5 jTS ? P M?
A|L Beat* [

Achve Shirt ‘© naiActivity Code

Program Code

AJBK 01

Ttehc Capab#te« \ J j

learn*] | I I I
1 ,1

i! i I*i '1

I i

3iBeat*: /
ixJ r:.

Area Unit’s Capabilities Officer’s serial numbers

Note: Any field with a white background will allow the operator to make changes. Changes
that are done using the On-Duty (ON) form will be for that watch only.
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RADIO CODES
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101 RADIO CODES

Radio codes are used to clarify and describe a particular situation. The following codes and
phrases shall be used, when applicable, for radio transmissions. Specific commands for these
codes will be discussed in the appropriate sections of this manual.

101.01 CODE ONE

A Code One is used when a field unit fails to respond to a radio transmission in one minute
(including voice broadcast radio call) or fails to acknowledge a digitally dispatched or assigned
incident after a two minute alert is received (when the unit appears gray on the AW).

Broadcast: “7A77, 7A77, Code One.”

Exception: When assigning non-priority calls to units at scene on a non-priority call or on Code
Six status, the operator shall advise the unit to monitor the Mobile Data Computer
(MDC) for calls prior to initiating Code One procedures (i.e., “16A1, 16A1 monitor
your MDC for calls”).

If a field unit fails to respond to three Code One broadcasts, a “Come In” service request (NT)
shall be sent to the ATO, which shall cause the concerned Area Watch Commander to be
notified. The concerned operator shall assess the incident for possible reassignment.

101.02 CODE TWO

Code Two calls are those of an urgent nature but not life threatening. The initial “any unit”
broadcast shall be made on Area Base, the appropriate traffic radio channel and Air/K9. It shall
be the responsibility of the concerned RTO to ensure that a field unit is assigned and
acknowledges the call. A verbal acknowledgement must be received from a non-MDC equipped
unit.

CODE THREE101.03

Code Three incidents are emergency calls. A field unit shall respond in a manner that enables
them to reach the scene as quickly and safely as possible. The emergency lights and siren shall
be used whenever it is necessary to disregard “the rules of the road” provisions in the California
Vehicle Code. A call may be justified as Code Three if any of the following elements exist:

> A serious public hazard (i.e., plane crash, verified explosion, etc.);
> Preservation of life;
> A serious crime in progress;
> The prevention of a serious crime;
> Officer requests another unit Code Three; and
> An immediate pursuit
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Officers traveling to the scene of a riotous incident in Mobile Field Force (MFF) configuration
with activated Code Three equipment shall notify Communications Division.

For instances other than in response to a radio call, the concerned field officer shall make the
final decision whether or not to respond Code Three. Officers shall immediately broadcast their
intention to proceed Code Three.

All additional units responding may also respond Code Three and every effort shall be made to
broadcast this information on the appropriate radio channels and enter starting locations into
comments. Radio congestion or other factors that occur during the emergency for all
other/additional responding units shall be considered.

Note: If a field unit does not provide a starting location, the RTO shall request the
information from the unit.

Guidelines for handling Code Three calls are addressed in the Dispatch/Broadcast Procedures
section of this manual.

101.04 CODE FOUR

A Code Four indicates that no additional assistance is needed at the scene of an incident. A Code
Four broadcast directs units not assigned to the incident to return to their assigned patrol areas.
Personnel shall broadcast Code Four on all channels initially used for the incident broadcast.
Code Four broadcasts shall include the location and, if known, the nature.

Example: “All units Code Four, Pico and Hill, suspect in custody.”

All Code Four information shall be entered into the comment section of the incident.

CODE FOUR ADAM101.05

A Code Four Adam indicates that no additional assistance is needed at the scene of a call, but the
suspect is still in the vicinity.

A Code Four Adam, followed by the location, shall be broadcast on all channels initially used for
the incident broadcast. A description of the suspect(s) should follow. When a Code Four Adam
is broadcast, field units assigned to the call may patrol or strategically post themselves at
locations near the scene. Code Four Adam information shall be entered in the comment section
of the incident.

Example: “All units, Code Four Adam, 1st and Main, Bank of America, suspect male black, tan
shirt, brown pants, last seen running toward 2nd Street.”
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CODE FIVE101.06

A Code Five is a “stakeout.” The Code Five advises field units to avoid a specific area except in
an emergency or in response to a radio call. The operator receiving the Code Five information
shall broadcast the Code Five location on the appropriate Area Group. The broadcast shali be
made once. The concerned unit’s location shall be changed to reflect the Code Five location and
an administrative “SM” message shall be sent to the BCC.

Example: (Assigned incident)
US.2A21-W2.L;C5 PICO/HILL
SM.CODE 5 I1234.J7

(Unassigned incident)
KT.2A21-W2.C5 PICO/HILL
SM.CODE 5 I1234.J7

“All units Code Five, Pico and Hill.”Broadcast:

The BCC shall notify the concerned Area Watch Commander, and enter the location in the
Premise Hazards file. EBO personnel should assess all calls in the immediate area of a Code
Five location when determining the need to dispatch. Personnel shall immediately assign all
Priority I and II calls within the area and may if necessary, contact the concerned Code Five unit
via MDC before dispatching a field unit to a Priority III call. If the concerned unit is not MDC
equipped and the need to assign the call is questionable, personnel shall consult a supervisor
and/or the concerned Area Watch Commander. At no time shall personnel refuse a call for
service based solely on a reported Code Five.

When a Code Five is cleared, the concerned RTO shall broadcast on the same channels used in
the original, broadcast. An administrative “SM” message shall be sent to the BCC who shall
remove the Code Five location from the Premise Hazards file.

Example: US.1A11-W2.CM;CLEAR C5
SM.CLEAR C5 I1234.C8

“All units clear the Code Five, Pico and Hill.”Broadcast:

101.07 CODE FIVE OT

A Code Five QT is a “stakeout” in which the concerned unit does not want their status or
location broadcast. No broadcast other than “Roger” shall be made. The concerned unit’s
location shall be changed to reflect the Code Five QT location and an administrative “SM”
message shall be sent to the BCC.

Example: (Assigned incident)
US.2A21-W2.L;C5 QT PICO/HILL
SM.C5QT I1234.C8
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(Unassigned incident)
KT.2A21-W2.C5QT PICO/HILL
SM.C5QT I1234.C8

The BCC shall notify the concerned Area Watch Commander, and enter the location in the
Premise Hazards file.

Upon notification from a field unit that a Code Five QT has been “cleared,” an administrative
“SM” message shall be sent to the BCC who shall remove the Code Five QT location from the
Premise Hazard file.

101.08 CODE FIVE EDWARD

Code Five Edward is used to notify Air Support Division (ASD) personnel of potential explosive
hazards.

Upon receipt of a Code Five Edward, the RTO shall immediately broadcast “Code Five Edward”
and the location. In addition, the unit’s location shall be changed to reflect the “Code Five
Edward.” This information shall be broadcast on the appropriate Area Group.

Example: (Assigned Incident)
US.3A31-W2.L;C5E ADAMS/CRENSHAW

(Unassigned Incident)
KT.3A31-W2.C5E ADAMS/CRENSHAW

Broadcast: “All units, Code Five Edward, Adams and Crenshaw.”

To avoid delays in notification, the concerned BCC shall be verbally notified upon initiation and
termination of all Code Five Edwards for entry and removal in the Premise Hazard file. The
BCC shall telephonically notify the Watch Commander at ASD of the “Code Five Edward”
location and any adjusted perimeter throughout the incident. When the hazard no longer exists,
the RTO shall broadcast to clear the “Code Five Edward” on the radio channels used in the
original broadcast.

Example: (Assigned Incident)
US.3A31-W2.L;C5E ADAMS/CRENSHAW

(Unassigned Incident)
KT.3A31-W2.C5E ADAMS/CRENSHAW

Broadcast: “All units, clear the Code Five Edward, Adams and Crenshaw.”
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CODE SIX101.09

A Code Six indicates that a field unit is conducting a field investigation and does not anticipate
the need for assistance. Units shall remain available for reassignment to priority calls (i.e.,
Priority I or II) by monitoring their radio frequencies. A field unit on Code Six status may
indicate circumstances that will make the unit unavailable for assignment to a priority call.
These circumstances may include:

> Suspect in custody
> Primary unit at a crime scene
> Required at a back-up, help location or other urgent field situation.

Units are to notify the RTO when they are available for radio calls.

Operators shall not make a field unit available and assign non-priority calls while the unit is on
Code Six status.

Personnel who reassign a unit from a Code Six incident to handle a priority
call (i.e. Priority I or II) shall utilize the proper Retone procedures (3/252)

Note:

Upon receipt of ANY voiced Code Six location broadcast, the concerned RTO shall
immediately repeat the information and enter the information into the computer. The
repeated broadcast shall serve as an acknowledgement to the unit. Terminology shall include the
unit number, location and other pertinent information provided by the unit (i.e., license number,
vehicle description, suspects, etc.). RTOs shall not run license plates unless requested to do so
by the unit. However, the license plate shall be included in the location field of the Code Six
incident.

Unit: “11L30 show me Code Six, York and Figueroa.”Example:

RTO: “11L30, Code Six, York and Figueroa.”

“11A1, Code Six, Fletcher and Riverside,
one, two, three, Adam, Boy, Charles.”

Unit:

RTO: “11Al, Code Six, Fletcher and Riverside,
one, two, three, Adam, Boy, Charles.”

If a field unit reports “Code Six on a traffic stop,” the KT command shall be used
with "traffic stop” indicated in the comment section of the incident. The
broadcast is as indicated above.

Note:

KT.1A12-W2.1ST/MAIN.CM;TRAFFTC STOPExample:

ALL Code Six locations shall be repeated for all officers, including supervisory units.
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The first unit advising Code Six or at scene on a Priority I call, shall always be acknowledged by
repeating the unit identification, Code Six and the location. Additional units advising Code Six
or at scene on the same Priority I call, shall be acknowledged with the word “Roger.” Units
advising they are Code Six on a Priority II or III call for service shall be acknowledged with the
word “Roger.”

101.10 CODE SIX ADAM

A Code Six Adam indicates that an officer may need assistance in conducting an investigation.
The broadcast shall be made immediately on the Area base and traffic frequencies.

Example: “6A15, Code Six Adam, Sunset and Vine.”

Code Six Adam will have two separate commands to override current time parameters and
incorporate the 10-minute alert.

Example: KT.6A15-W2.C6A SUNSET/VINE
U0.6A15-W2.100

As a result of the “100” being used, the operator will receive a ten minute alert (when the unit
appears gray on the AWW). If after ten minutes a Code Four is not received, the operator shall
broadcast, “Unit No., Unit No., Is there a Code Four?” If the unit does not acknowledge or
comes in but does not provide a Code Four, the operator shall dispatch a two-officer or two one-
officer units to the location, Code Two.

101.11 CODE SIX CHARLES (C6C)

A Code Six Charles (C6C) indicates that a Data Base Response (DBR) may involve a felony
want, possible felony suspect(s), an armed and dangerous suspect(s), individuals with suicidal
tendencies or mentally deranged, escapee or escape risk or the vehicles involved in these
incidents. This code was formulated to avoid phrases which, if overhead by the suspect(s) could
cause a violent reaction and endanger the officers. A DBR of this type, whether the inquiry was
conducted via Mobile Data Computer (MDC) or by the Radio Telephone Operator (RTO), is
accompanied by an alert at the RTO, Bureau Communications Coordinator (BCC), Area
Command Center (ACC) consoles, and the field unit supervisor’s MDC. Once the Code Six
Charles alert is displayed by the RTO, a broadcast alerting the requesting unit shall be made
immediately.

Note: The initial Code Six Charles broadcast will be made on the concerned Area base
frequency only.

The type of broadcast made will depend on the information contained in the return.

C6C on a LICENSE PLATE or VIN

If the Code Six Charles return is on a license plate or VIN the RTO will broadcast:
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(Unit No.), (License No. or VIN), Code Six Charles indicated, verify your location?

C6C on a CODE 10 (PERSON)

If the Code Six Charles return is on a Code Ten (person) the RTO will broadcast:

(Unit No.), Code Six Charles indicated, verify your location?

RECOVERED C6C VEHICLE

If the return indicates a recovered Code Six Charles vehicle, the broadcast will be:

(Unit No.), (License No. or VIN), recovered (date).

If a Code Four is received after the initial broadcast, the operator shall broadcast on Area base
for patrol units or on the frequency the request was received for traffic or specialized units.

“All units, Code Four on the Code Six Charles, (location and the reason for the Code Four if
given).”

Note: The RTO will not broadcast the violation at this time.

In many instances, officer’s locations are not being updated verbally or by MDC. Therefore, it is
vital that officers broadcast their location when requested. This request is made by the RTO
even if the unit just went Code Six prior to receipt of the Code Six Charles return.

If after the initial Code Six Charles broadcast, no acknowledgement is received from either a
two-officer or one-officer unit, a broadcast shall be made by the RTO on the Area base and
concerned traffic division frequency. A field unit shall be dispatched to the last known location,
Code Two.

For traffic and specialized units, this broadcast shall be made on the frequency where the request
was originally received, the Area of occurrence frequency and the concerned traffic division
frequency. If the Area of occurrence is unknown, the broadcast shall be made on Bureau Group
Select.

(Unit No., Unit No.), meet (Unit No.) Code Six Charles, (location) no acknowledgement, Code
Two.

TWO OFFICER UNIT

If after the initial Code Six Charles broadcast the unit provides a location and no Code Four, the
RTO will broadcast on Area base and the appropriate traffic frequency:

(Unit No.) is Code Six Charles (location).
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Note: For traffic or specialized units this broadcast shall be made on the frequency the
request was received, the Area of occurrence frequency and the concerned traffic
division frequency. If the Area of occurrence is unknown, the broadcast shall be
made on each Bureau Group Select.

No unit will be dispatched to a two-officer unit’s location at this time, unless specifically
requested.

If after a reasonable amount of time (approximately ten minutes) there is still no Code Four, the
RTO shall have the unit come in and ascertain whether or not there is a Code Four.

(Unit No.), Is there a Code Four at your location?

The unit’s response will determine the RTO’s action at this point, (i.e., request for an
additional unit, Code Four).

ONE OFFICER UNITS

If after the initial Code Six Charles broadcast, a one-officer unit provides a location and no Code
Four, the RTO shall broadcast on Area base and the appropriate traffic frequency.

(Unit No., Unit No.) meet (Unit No.) Code Six Charles (location), Code Two.

Note: For traffic or specialized units this broadcast shall be made on the frequency the
request was received, the Area of occurrence frequency and the concerned traffic
division frequency. If the Area of occurrence is unknown the broadcast shall be
made on each Bureau Group Select.

If the unit broadcasts a Code Four, the RTO will immediately broadcast the Code Four:

“All units, Code Four on the Code Six Charles (location), (reason for the Code Four, if given).”

If the unit requests to know the information contained in the warrant return, the RTO shall make
the appropriate broadcast which includes unit designation, violation, bail, officer hazard codes
and mismatched descriptors (if applicable).

(Unit No.), 211 P.C., $21,000.
(Unit No.), 211 P.C., $21,000, escape risk.

The warrant information can be provided to a one-officer unit without additional unit(s) being at
the location, if requested.

COMMAND STATEMENT
The operator will have several command statements available for use depending upon the unit’s
status at the time of the incident.
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If the unit is at scene and the Code Six Charles us related to the unit’s at-scene incident:

US.U\IT.L;C6C (LOCATION)

If the unit is clear or active on an unrelated incident:

KT.UNIT.C6C (LOCATION)

Note: If given, a license plate should be included on the location line.

CODE SIX GEORGE101.12

A Code Six George indicates that an officer is out of the vehicle conducting an investigation
involving possible gang activity and may need assistance. The code and location shall be
broadcast immediately on the Area base and traffic frequencies.

“15A14, Code Six George, 8960 Lankershim.”Example:

Code Six George will have two separate commands to override current time parameters and
incorporate the 10-minute alert.

Example: KT.15A14-W2.C6G 8960 LANKERSHIM
U0.15A14-W2.100

As a result of the “100” being used, the operator will receive a ten minute alert (when the unit
appears gray on the AWW). If after ten minutes a Code Four is not received, the operator shall
broadcast “Unit No., Unit No., Is there a Code Four?” If the unit does not acknowledge or
comes in but does not provide a code four, the operator shall dispatch a two-officer or two one-
officer units to the location, Code Two.

CODE SIX MARY101.13

A Code Six Mary indicates that an officer is out of the vehicle conducting an investigation
involving possible “militant” activity. The code and location shall be broadcast immediately on
the Area base and traffic frequencies.

Example: “8A68, Code Six Mary, Pico and Robertson.”

Code Six Mary will have two separate commands to override current time parameters and
incorporate the 10-minute alert.

Example: KT.8A68-W2.C6M PICG-SOBERTSON
U0.8A68-W2.100

As a result of the “100” being used, the operator will receive a ten minute alert (when the unit
appears gray on the AWW). If after ten minutes a Code Four is not received, the operator shall
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broadcast “Unit No., Unit No., Is there a Code Four?” If the unit does not acknowledge or
comes in but does not provide a code four, the operator shall dispatch a two-officer or two one-
officer units to the location, Code Two.

101.14 CODE SEVEN

A Code Seven is a request from a field unit to go out of service for “free time”.

Note: This Code is not currently being utilized by the Department, other than for
Security Services Division.

101.15 CODE EIGHT

A Code Eight is a broadcast for general information when a fire has been reported at a specific
location where there is a high fire hazard or threat of personal danger to firefighters from hostile
groups. Units in the vicinity should respond to the call but remain available for calls. The
information shall be broadcast on the concerned Area base and traffic frequencies.

Example: “Central Units, Code Eight, 1st and Hill.”

101.16 CODE EIGHT ADAM

A Code Eight Adam broadcast is a confirmation received from the Fire Department of a fire at a
specific location to which a field unit shall be dispatched/assigned, Code Two, to assist with
traffic or crowd control. The information shall be broadcast on the concerned Area base and
traffic frequencies.

Example: “1A11, 1A11, Code Eight Adam, assist the fire department with crowd control, 1st

and Main, Code Two, Incident 2431, RD 111.”

CODE TEN101.17

A Code Ten is a request for a clear frequency to check a suspect for wants and/or warrants.
Personnel should use discretion when clearing the frequency with regard to the assignment of
calls, Area emergencies, crime and information broadcasts and any other significant broadcasts.

Code Ten requests should be granted in order of receipt with the exception of motor units whose
requests shall take precedence over assignment of routine, low priority calls or requests from
other units. When granting a Code Ten, the following broadcast shall be made:

Example: “Hollywood Units, standby, 6A71 go ahead.”

“Southeast/Harbor Units standby, 18A3 go ahead.”

After the unit’s Code Ten broadcast has been completed, the frequency shall be cleared by the
following broadcast:
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“6A71, Roger, Hollywood clear.”Example:

“18A3, Roger, Southeast/Harbor clear.”

Personnel should note that primary consideration shall be given to dispatching/assigning calls
before granting Code Ten requests. This is particularly important when EBOs are attempting to
assign Priority I incidents. RTOs shall ensure that the EBO assigns/dispatches a Priority I
incident prior to granting the clear frequency.

101.18 CODE TWELVE

A Code Twelve indicates that there is no evidence of a burglary or robbery at an alarm call.
When a field unit indicates a Code Twelve, the concerned RTO shall make the following
broadcast on the same channels in which the call was originally broadcast:

Example: “All units, Code Twelve, (location).”

If a field unit broadcasts a Code Twelve, the appropriate disposition code is “FAL.” This code
eliminates the need to list Code 12 in the comment section of the incident.

If a field unit reports a Code Twelve on a ringing alarm and there is no established incident, the
RTO shall create an incident and list the name of the business, alarm company and the telephone
number of the owner, if supplied by the unit. The RTO shall then send a service request to the
ATO to contact the owner, alarm company or the Area fire station for the owner’s telephone
number, if requested by the concerned field unit.

A Code Twelve will also be used by the concerned unit when it appears that a false alarm was
caused by an act of nature or other circumstances beyond the control of the subscriber. The
disposition of this incident shall be “AON.”

A field unit may report Code Twelve in addition to any crime information when a 211 silent
alarm is used to summon the police for reasons other than robbery.

CODE TWENTY101.19

A Code Twenty is a request from a field unit to notify the LAPD Media Relations of a major
incident.

The request shall be broadcast on the concerned Area’s base channel. The RTO shall list Code
Twenty in the comment section of the incident and send a service request to the ATO who shall
notify:

> The concerned Area Watch Commander

> The Communications Division Watch Commander
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> Media Relations Section (during normal business hours) or

> Real-Time Analysis and Critical Response (RACR) Division (PM and AM watch hours)

Example: Unit: “6T3 Code Twenty, major T/C, vehicles over the embankment,
Sunset and Mulholland.”

RTO: “6T3, Roger.”

If the Code Twenty is received by the BCC, then the BCC shall be responsible for making the
notifications. The concerned RTO shall be notified via administrative “SM” message.

101.20 CODE 30

A Code 30 is a silent burglar alarm reported by an alarm company or an automated recorded
message.

101.21 CODE 30 RINGER

A Code 30 Ringer is a ringing burglar alarm reported by an individual, alarm company or field
unit.

101.22 CODE 30 ADAM

A Code 30 Adam is a silent burglar alarm reported by an alarm company in which the location is
being monitored audibly. The alarm company has the capability to monitor sounds/movement
inside the location (i.e., footsteps, voices).

101.23 CODE 30 VICTOR

A Code 30 Victor is a silent burglar alarm reported by an alarm company in which the location is
monitored via remote video. The alarm company has the capability to monitor the activities
inside the location visually and take pictures and/or video.

Procedures for handling all Code 30 calls are addressed in the “Specific Calls” section of this
manual.

101.23.1 CODE 30 NORA

A Code 30 Nora is an intrusion, panic or elevated radiation level alarm from a hospital
participating in the Global Threat Reduction Initiative (GTRI).

Procedures for handling a Code 30 Nora are outlined in Manual Section 3/306.08.
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CODE THIRTY-SEVEN101.24

A Code Thirty-Seven is a broadcast indicating that a stolen vehicle Data Base Response (DBR)
has returned on a vehicle license number and/or vehicle identification number. The broadcast of
a Code Thirty-Seven shall include the following information:

> Unit Number
> License Number
> Code Thirty-Seven
> Year, make, model and color of the involved vehicle

Example: “6A71, 123 Adam, Boy, Charles, Code Thirty-Seven, 2013 Ford Mustang, blue.”

If the concerned unit broadcasts a Code Four, the broadcast shall be immediately repeated and
listed in the comment section of the incident.

Example: “All units, Code Four, Sunset and Orange, on the Code Thirty-Seven.”

If requested by the unit, the additional Code Thirty-Seven information may then be broadcast
and should include the following information:

Agency and/or Area initiating the stolen vehicle report, date stolen and Division Record (DR)
number.

“6A65, Wilshire stolen, 07-14-12345.”Example:

Personnel should exercise caution when reading a DBR to ensure that accurate information is
provided to the units when broadcasting. Specifically, the return should be carefully reviewed
with special attention to recovered vehicles. A recovered vehicle shall not be broadcast as a
Code Thirty-Seven. Additionally, a stolen vehicle may be classified and returned as a Code Six
Charles dependent upon the circumstances of the crime. These returns will appear in the
Mailbox and the Alert Monitor box, and shall be broadcast as Code Six Charles.

101.25 CODE ONE HUNDRED

A Code One Hundred is a notification from a field unit reporting temporary surveillance at a
possible escape route from a crime scene. The unit number, Code One Hundred and the location
shall be broadcast on the appropriate channels. The unit’s location shall be changed to reflect
the current location, and entered in the comment section of the incident.

Example: “1A11, Code One Hundred, San Pedro and 2nd
.”

NDCommand: US.1A11-W2.L;C100 SAN PEDRO/2
IU.1234.CM;1A11 C100 1ST/MAIN
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101.26 CODE TOM

A Code Tom is a request for a field unit with a TASER to respond to an occurrence involving a
violent person. All requests for a field unit with a TASER shall be broadcast on the appropriate
Area Group.

A request for Code Tom shall be entered into the comment section of the incident and the
responding unit assigned to the call.

Example: “Any (division) unit, Code Tom, (location).”

CODE SAM101.27

A Code Sam is a request for a field unit with a beanbag shotgun to respond to an occurrence. All
requests for Code Sam shall be broadcast on the appropriate Area group.

A request for Code Sam shall be entered into the comment section of the incident and the
responding unit assigned to the call.

Example: “Any (division) unit, Code Sam (location).”

CODE ROBERT-RIFLE/CODE ROBERT- SLUG101.28

Code Robert-Rifle or Code Robert-Slug is used by field units to request the immediate response
of a Patrol Rifle or Slug Ammunition equipped patrol unit.

The RTO receiving a request for a Code Robert-Rifle or Code Robert-Slug shall immediately
broadcast the Code and location twice on Area Group. After the broadcast, the RTO shall
immediately assign the incident to a Patrol Rifle or Slug Ammunition equipped patrol unit and a
supervisor. The information shall be entered into the comment section of the incident.

The base frequency shall be placed on stand-by until there is a Code Four or the concerned units
have switched to a tactical frequency.

Example: “All units Code Robert Rifle, Temple and Alvarado, Code Robert Rifle, Temple and
Alvarado.”

“All units, Code Robert-Slug, Florence and Normandie, Code Robert-Slug, Florence
and Normandie.”
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FIELD UNIT REQUESTS
AND

BROADCAST PROCEDURES
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FIELD UNIT REQUESTS AND BROADCAST PROCEDURES102

Communications Division personnel must maintain a high level of professionalism and accuracy
when transmitting information to field units. All broadcasts shall be concise, uniform, and brief.
This not only provides for clarity, but also allows field units to discern the priority of the
broadcast. Personnel shall use caution to ensure that high priority or emergency broadcasts take
precedence over routine broadcasts. Terminology has been established for specific instances
and/or requests and shall be used by all personnel.

Personnel shall exercise judgment and repeat any broadcast that involves potential threat to
officer safety regardless of the unit designation.

Example: A two-officer unit reporting Code Six involving a 415 group with weapons should
alert the operator to repeat the broadcast because of the immediate safety of the
officers.

103 ACKNOWLEDGEMENTS

Specific, routine broadcasts from field units require only that the RTO acknowledge by use of
the word “Roger.” Some examples are listed below.

Unit Requesting:

Ambulance (provided all of the necessary information is known)
Time and mileage
Fire Department (provided all of the necessary information is known)

Unit Reporting Out To:

Station
Academy
Court
Hospital

.These locations are considered safe for A and L units
unless otherwise indicated.

4

Jail

Note: If a field unit requests to qualify at the Academy and Priority I or II calls are
holding, the RTO shall advise the unit to continue patrol and assign the unit a
call(s).

When any unit (i.e., patrol, detective or specialized unit), advises they are clear, the RTO shall
acknowledge the unit by broadcasting “Clear.”

Example: Unit: “9A49, Clear from our call.”

RTO: “9A49, Clear.”
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When any supervisor (i.e., patrol, detective or specialized unit) advises he/she is clear the RTO
shall acknowledge the unit by broadcasting “Roger.”

Example: Unit: “9L20, Clear from incident 4459.”

RTO: “9L20, Roger.”

104 AIR UNIT

When a request is made for an air unit, the operator shall use the Area name and the nature of the
request, so that the air unit can prioritize the request and location. All requests shall immediately
be broadcast on the Area base channel and Air /K9.

“Any air unit, come in on 77th frequency for a 415 man with a gun, 75th

and Figueroa.”

If the unit does not provide the nature of the request, the concerned RTO shall ask, “What do you
have there?”

Example: RTO:

If a response is not received from the air unit, a BCC shall be notified. The BCC will
telephonically contact Air Support Division (ASD) to relay the location and the nature of the
request. In emergencies, the BCC will broadcast the response on the concerned RTO’s
frequency.

When an air unit requests a field unit to respond to a location, the RTO shall broadcast the
request on the appropriate frequencies and create an incident for dispatch. Any additional
information provided by the air unit shall be entered in the comment section of the incident and
the incident assigned to the responding unit(s).

Air Unit: “Air 3 requesting a Southwest Unit for possible 459 in
progress, Martin Luther King Blvd and Denker.”

Example:

“Any Southwest Unit, meet Air 3, possible 459 in
progress, Martin Luther King Blvd and Denker.”

RTO:

BLUECHECK WIRELESS FINGERPRINT IDENTIFICATION DEVICE104.01

The BlueCheck Mobile Identification Device is designed to transmit fingerprint inquiries via
Bluetooth to the MDC to access the Automated Fingerprint Identification System (AFIS) to
identify a person in the field. An inquiry takes 90 seconds to complete and sends an audible tone
to a unit’s MDC on a positive identification.

Example: Unit: “17X97, can I get a unit with a BlueCheck?”

RTO: “Any Devonshire unit with a BlueCheck, meet 17X97, Reseda and Parthenia.”
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BOARD-UP SERVICE105

Board-up services are necessary for securing doors or windows of commercial properties that
have been vandalized and/or burglarized and the owner cannot be located.

When an officer requests board-up service for a commercial property, the RTO will send a
service request to the ATO.

Command: NT.B1 1A45 BOARD UP.G;ATO.I;0034

The following information shall be included in the request for board-up service: location, cross
street, number of openings, and approximate sizes of the windows or doors that need to be
secured.

CALL CANCELLATION106

When a field unit requests to handle a call that is assigned to another unit, the RTO shall
broadcast the cancellation. Do not broadcast “Roger” to the canceling unit.

Example: Unit: “15A5, Cancel incident 1234 from 15A15, we will handle.”

RTO: “15A15, 15A15, Cancel incident 1234, 15A5 will handle.”

Repetition of the broadcast will serve as an acknowledgement for the unit canceling the incident.

The cancellation command shall not be completed until the unit assigned verbally acknowledges
the cancellation.

107 CANCELING A CRIME OR INFORMATION BROADCAST

When a crime or information broadcast is canceled on an outstanding suspect, missing juvenile,
etc., the information and the reason for the cancellation are broadcast on the same frequencies as
the original broadcast. All information is recorded in the comment section of the incident.

Example: RTO: “All units, cancel the missing juvenile broadcast from (location).
The juvenile has been located and returned to his/her parents,
incident 1234.”

CANCEL THE WANT108

When a stolen vehicle is recovered and released to the registered owner in the field, units will
make a “Cancel the Want” broadcast. This broadcast alerts units throughout the City that the
vehicle has been recovered; however, the status of the vehicle (i.e., stolen) has not yet been
updated in the Stolen Vehicle System (SVS).
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When a field unit transmits a “Cancel the Want” broadcast, the RTO shall ensure the information
is broadcast Citywide. The “Cancel the Want” broadcast will include the vehicle license plate
number twice and that the vehicle is now in the possession of its owner. The information shall
be entered into the comment section of the incident.

Example: RTO: “All units, cancel the want, 123 Adam, Boy, Charles, 123 Adam, Boy,
Charles, vehicle recovered and released to the owner.”

The information shall be entered into the comment section of the incident if the unit has an
incident.

IU.1234 [F10] (and enter comments in form) or
IU.1234.CM; CANCEL THE WANT 123ABC PER 1A1 or
US.1A1-W2.CM; CANCEL WANT 123ABC

Example:

CANINE 1K9) UNITS109

Requests for a K9 Unit by the RTO shall be made on base and Air/K9 frequencies between
The request shall be noted in the comment section of the incident. The

broadcast shall include the nature of the request.

Example: “Any K9 unit, come in on (Area) frequency (nature of the request).”

If a K9 unit does not acknowledge, the RTO shall request the BCC to contact Metropolitan
Division.

If a field unit requests a K9 unit between the hours of hours, the unit shall be
advised to standby on a tactical channel. The BCC will contact Metropolitan Division and have
a K9 unit contact the requesting unit on the tactical channel.

CITIZEN CALL110

Units report out on a citizen call when a person flags them down and the incident is not related to
an established radio call. Citizen calls shall be repeated for all units. The RTO shall use the KT
command.

Example: Unit: “9A21, Citizen Flag Down, Van Nuys and Victory.”

RTO:“9A21, Citizen’s Call, Van Nuys and Victory.”

Command: KT.9A21-W2.VAN NUYS/VICTORY.CM;CITlZEN CALL
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111 CLERGY

When a field unit requests a member of the clergy, record the denomination and any additional
information in the comment section of the incident and notify the floor supervisor immediately.
The requesting unit shall be acknowledged with the term “Roger.”

Example: RTO: “1A11, Roger.”

112 CODE A AND CODE B

Weather Codes have been developed to notify motor units of weather conditions that may require
them to drive their private vehicles to work instead of their motorcycles.

Normal weather schedule constitutes Code A. Inclement weather (i.e., rain) constitutes
Code B. The motor code will be considered Code A, unless the concerned Traffic Division
Watch Commander makes the determination for a Code B status.

The operator assigned to BCC 3 shall be responsible for:

Obtaining the correct motor code from the Central and South Traffic Division Watch
Commanders.

A.

B. Broadcasting each motor code at fifteen-minute intervals to Central and South Traffic
Divisions on both Area base and traffic channels, two hours prior to their start of watch.

Example: BCC 3: “All Central Traffic Units Code A.”

The operator assigned to BCC 4 shall be responsible for:

C. Obtaining the correct motor code from the Valley and West Traffic Division Watch
Commanders.

Broadcasting each motor code at fifteen-minute intervals to Valley and West Traffic
Divisions on both Area base and traffic channels, two hours prior to their start of watch.

D.

Example: BCC 4: “All Valley Traffic Units Code B.”

113 COME IN

If the unit fails to respond to the Code One broadcast, a notation shall be entered in the comment
section of the incident. A “COME IN” service request shall be sent to the ATO. The ATO will
then notify the Area Watch Commander who shall check or send a field unit to check the last
known location(s) of the concerned unit. The concerned operator shall assess the incident for
possible reassignment.

Command: NT.B4 7A77-W2 COME IN NO ACK FROM UN1T.G;ATO.I;0812
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Additionally, a verbal come-in shall be broadcast by the RTO every 15 minutes until the unit
acknowledges. The RTO shall send a service request to the ATO AGAIN, if no
acknowledgement has been received after an hour.

“7A77, 7A77 Come In.”Example:

It shall remain the Area Watch Commander’s responsibility to locate the unit.

CORONER114

It shall be the responsibility of the investigating officers to notify the coroner of all deaths.
Should a field unit request an RTO to notify the coroner of a death, the RTO shall advise the unit
to contact their Area Watch Commander.

CRIME/INFORMATION BROADCAST115

When a request is made by a field unit to have the frequency for a crime/information broadcast,
the RTO shall put the frequency on a standby.

The following sequence shall be used for crime broadcasts when applicable:

> Type of crime
> Occurred
> Location
> Vehicle used or left on foot
> Direction taken
> Suspect description
> Outstanding features
> Weapon
> Property taken

minutes ago

Note: If the vehicle license plate number is given, it shall be broadcast twice.

Example: Unit: “7A92, Requesting frequency for a crime broadcast.”

RTO:“Wilshire/Pacific standby, 7A92 go ahead.”

Unit: “An attempt 187 occurred three minutes ago at Spokane Street. Suspect’s
vehicle is a blue, 2012 Toyota pick up with a white camper shell, last seen
southbound on Spokane. One male suspect is wearing a green jersey with
blood on the front. Weapon was a sawed off shotgun”.

Upon completion of the unit’s broadcast, the operator shall broadcast the information on the
appropriate Area Group. The information shall be entered in the comment section of the related
incident or a new incident created.
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Example: RTO: “All units, an attempt 187 occurred three minutes ago at 5699 Spokane Street,
vehicle is a blue, 2012 Toyota pick up with a white camper shell, last seen
southbound on Spokane. Suspect M/Unk wearing a green jersey with blood
on the front. Weapon used was a sawed off shotgun, incident 1234.”

115.01 TELETYPES

Any crime/information broadcast that must be repeated at scheduled intervals requires a Teletype
from the requesting Area or Agency. Communications Division personnel shall not make
Citywide Broadcasts (missing, crime, etc.) past the start of the next watch except for extenuating
circumstances. Requests for teletypes to be read past the next start of watch shall be referred to
the Communications Division Watch Commander for evaluation. The following time frame
shall be used for teletypes:

> AM Watch broadcast until 0600 hours
> Day Watch broadcast until 1400 hours
> PM Watch broadcast until 2200 hours

Crime broadcasts received telephonically from other agencies shall cause an incident to be
created and appropriately broadcast.

Note: Requests for 24-hour broadcasts for Juveniles or “At Risk” Missing Persons shall be
made Citywide and on Air/K9. “At Risk” includes but is not limited to a missing person
regardless of age that is the victim of foul play or a crime; is in need of medical attention;
has not demonstrated a pattern of running away; is the victim of parental abduction; or is
mentally impaired.

115.02 BLUE ALERT NOTIFICATIONS

The Blue Alert System was enacted into California law and was designed to solicit help from the
public to apprehend violent suspects that have killed or seriously injured law enforcement
officers and pose a threat to public safety. Similar to the Amber Alert system; the Blue Alert
system is intended to provide immediate information to the public via media broadcasts and
other notification resources.

A Blue Alert will be requested by Real-Time Analysis and Critical Response Division (RACR)
on through the California Highway Patrol (CHP) if all of the required conditions are met. The
California Highway Patrol will administer and issue the Blue Alert. Once RACR Division
receives Blue Alert approval; they will contact Communications Division and request that a Blue
Alert be broadcast every hour.

NOTE: RACR may use the Watch Commander or Bureau Communications
Coordinator (BCC) line to make notification.

The BCC receiving the call from RACR shall:

• Create an incident using the incident type code "187S" or an "Attempt 187S."
385

Los Angeles Police Department - Communications Division Manual - 2015 Edition



Volume III -POLICIES AND PROCEDURES

• Comments provided by RACK shall be entered in the incident.
• The broadcast shall be made bureau-wide in all bureaus and include all of the pertinent

information provided by RACR. The broadcast shall be made hourly until it is
cancelled.

Example: "All units, this is a Blue Alert Broadcast; (include all pertinent
information)." Terminology shall be consistent with current Division policy;

notify Watch Commander and provide incident number for the watch log.

® If the call is received in the Watch Commanders office; the information shall be provided
to the BCC immediately for incident creation and broadcast. The incident number shall
be included on the watch log.

RACR will contact Communications Division when the hourly broadcasts are cancelled.

EMERGENCY ACCESS TO COMMERCIAL BUILDINGS116

When a request is received to contact the LAFD for emergency access to an LAFD lockbox for
a commercial building, the RTO shall send a service request and enter in the comments section
“respond to unlock the building’s lock box.” In urgent field situations, the BCC may be asked to
contact the LAFD directly. If the field unit advises entry has been made prior to LAFD’S
arrival, an additional service request canceling LAFD’s response shall be sent.

If the field unit requests the response of a Responsible Party (RP) for a commercial building
only, and not the response of LAFD, a service request shall be generated for the ATO.

Example: NT.B1 1A1 NEED RP TO REPOND TO SECURE LOCATION.G;ATO.I;1234

The ATO receiving the request shall access the Fire Department’s Business Emergency Contacts
System (BECS) via the Department’s Local Area Network (LAN) system. The ATO may query
a specific address and obtain the owner’s name and emergency contact numbers. The ATO shall
document each attempted contact and the response received in the comments section of the
incident. When an RP is reached, an estimated time of arrival (ETA) and vehicle description
shall be obtained and relayed to the requesting unit.

Example: “1Al, RP enroute in a black Range Rover with a twenty minute ETA.”

In the event BECS is inaccessible or provides no RP name(s)/phone number(s), the ATO shall
contact LAFD Dispatch to determine the appropriate responsible fire station. The ATO shall
then call the local fire station and ask the Captain or other personnel if they have any RP
information. All attempts at obtaining RP information shall be documented in the comments
section of the incident.
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117 FOREIGN LANGUAGE SPEAKER

When a field unit requests a Foreign Language speaker (i.e., Spanish, Korean), the location and
unit requesting is required. The request shall be entered into the comment section of the
incident.

Example: Unit: “4A97, requesting a (language) speaker, 1st and Clarence.”

“Any (Area) (language) speaking unit, meet 4A97, 1st and Clarence.”RTO:

118 FURTHER

RTOs receiving a field unit’s request for further information on any call shall first check the
incident audit trail for the requested information. If the information is contained within the
incident audit trail, the RTO shall broadcast the information to the unit.

If the requested information is not in the incident audit trail and there is no callback number, the
RTO shall not perform the service request. “NO FURTHER” shall be broadcast to the unit.
If the requested information is not in the incident audit trail and there is a call back number, the
RTO shall broadcast “STANDBY” and complete a service request indicating the type of
information needed (i.e., location of PR, suspect location etc.).

Due to the limited amount of space on the command line for further requests, it may be necessary
to include a more detailed request using the NT Form to send the service request to the ATO.
Example: Short Requests:

NT.B1 1A11 LOCATION OF PR.G;ATO.I;1234

Long Requests:

NT <F10>, (On the NT form, fill in the subject, Incident No., and Group [ATO]).
Shift F8 and type additional comments <F12>.

If a Person Reporting (PR) does not want the police at his/her location, the phrase “Address and
telephone number not verified, do not contact the PR” or “Do not contact the PR, ” will be the
first item in the comment section of the incident. The location of the PR shall not be broadcast.
The RTO shall broadcast, “NO FURTHER” to the requesting unit.

118.01 HOOK AND RAM

A metal device with a battering ram on one end and a curved hook on the other used to make
entry into a secured location. The request shall be broadcast on Base and Traffic.

“16G23, let me get a unit with a hook and ram at my location.”UNIT:
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“All units, 16G23 is requesting a unit with a hook and ram, Northwest Comer
Osborne and Laurel Canyon.”

RTO:

119 L90

Area desks have been provided with ROVERs and a Motorola Remote Consolette for use in
broadcasting emergency situations only (i.e., Priority I, Code Three calls). After receiving the
broadcast, an incident shall be created and dispatched according to established procedures.

Example: Desk Officer: “17L90.”
RTO: “Devonshire standby, 17L90, go ahead.”

The ROVER and Remote Consolette may also be used by L90 to have a field unit switch to a
tactical channel.

120 MEETING/REOUESTING OTHER UNITS

If a field unit requests another unit (patrol, detective, vice, etc.) to meet, the RTO shall create a
Code Six incident if one has not been established. The request shall be entered into the comment
section of the incident and the incident assigned to the responding unit. If the responding unit is
not logged on, the unit can be temporarily logged on and assigned the incident. Requests for
specific purposes or equipment (print kit, camera, etc.) shall be included in the broadcast and
comment section of the incident.

• « • nd“13A9, Requesting a vice unit to meet me, 42 and Central, Code Two.”

“Any Newton Vice Unit, meet 13A9 at 42nd and Central Code Two.”

Example: Unit:

RTO:

Unit: “13V3, I’m enroute.”

RTO: “13A9, 13V3 is enroute.”

Note: A request for a citation book, Release From Custody (RFC) or report forms will not
show the responding unit out of service.

If a field unit does not acknowledge the request, the RTO shall direct an appropriate unit to
handle or advise the requesting unit there is no acknowledgement.

MOTOR AND ONE-OFFICER UNIT BROADCASTS120.01

All out of service locations shall be repeated for motor units.

Operator discretion should always be used when determining whether to repeat the location for a
one-officer unit, rather than broadcasting “Roger,” when it involves officer safety.

388
Los Angeles Police Department — Communications Division Manual - 2015 Edition



Volume m-POLICIES AND PROCEDURES

121 OUT TO LOCATION

If a field unit reports out to a location other than their assigned Area station, and this location is
not a follow-up location to a related call, the unit shall be shown Code 6 at the location. The
RTO shall acknowledge the unit by broadcasting “Roger” since these locations are considered
safe:

> LAPD Facilities (other than unit’s own station)
> Court
> Hospitals
> Jails
> Other Police Departments

Example: Unit: “2A31, we are out to the Academy.”

RTO:“2A31, Roger.”

A field unit shall only be shown out to the station (US.1A11-W2.ST) when the unit is at their
assigned station. Units out to a station other than their own shall be shown Code 6 (KT.1A11-
W2.RAMP STA).

122 PEPPER SPRAYrOC”

The chemical agent Oleoresin Capsicum is a pepper spray referred to as “OC.” Field units may
use the terms OC or pepper spray when requesting another unit with the pepper spray to meet
them.

Operators receiving a request for pepper spray shall make the broadcast on the concerned Area
base and traffic frequencies. The request shall be entered into the comment section of the
incident.

Example: Unit: “11A1 requesting OC, Riverside Drive and Fletcher.”

RTO:“11A1 is requesting OC, Riverside Drive and Fletcher.”

122.01 PRELIMINARY ALCOHOL-SCREENING (PAS) KIT

The preliminary alcohol-screening (PAS) test is used by law enforcement to measure blood
alcohol level. The PAS device, or kit, is a hand-held breath-testing unit that gives an instant and
accurate measure of blood alcohol concentration.

UNIT: “21A43, requesting a unit with a PAS Kit.”

RTO: “Any Topanga Unit with a PAS Kit, meet 21A43, Fallbrook and Saticoy.”
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123 REASSIGNING CALLS

If a field unit reports they are unable to handle a call, the reason for reassignment shall be
entered into the comment section of the incident and the FR or CS command shall be used to
return the incident to queue for reassignment.

Example: Unit: “4A97, Cancel us from incident 1432, we are at scene on incident 1234 until
further notice.”

RTO: “4A97, Roger.”

IU.1234 <F10> (Unable to handle due to T1234) <F12>
FR.4A97-W2

Command:

OR
CS.4A97-W2.1234.AC;D (If the incident is in the unit’s call stack)

If a reason (i.e., suspect in custody, involved in lengthy investigation) is not given, the operator
shall broadcast “What do you have?”

Example: Unit: “4A97, Cancel incident 432.”

RTO: “4A97, What do you have?”

Unit: “We are at scene on incident 1234 until further notice.”

RTO: “4A97, Roger.”

If the operator is unable to determine the reason for reassignment, the statement “Incident
canceled at unit’s request” shall be entered in the comment section of the incident, the call
canceled from the unit, and a Communications Division supervisor notified.

IU.1234 <F10> (Incident canceled at unit’s request) <F12>
FR.4A97-W2

Command:

Officers who interrupt their response to a Priority Two call due to police work of major
importance or other exigent circumstances are required to immediately notify Communications
Division.

When a field unit decides to interrupt their response to a Priority I or II call for more than a brief
delay, the concerned unit shall also request Communications Division to reassign the call. The
unit also has the responsibility to immediately notify a supervisor.

All pertinent information shall be entered into the comment section of the incident, and the call
returned to the queue for reassignment. The concerned RTO shall make every possible attempt
to immediately reassign all Priority I and II calls canceled from a field unit.
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If the incident canceled is timed out, (i.e., Priority III non-traffic call), it shall be assigned to the
Area U90 if they are logged on and available. The ACC operator shall make a callback to
determine if police response is still needed. If police response is no longer needed, the call shall
be dispositioned using the appropriate disposition code. If police response is still needed the
ACC operator (U90) shall notify the Area Watch Commander for reassignment.

Note: The concerned Area Watch Commander and the Communications Division Watch
Commander must approve the return of any call to Communications Division.

Incidents assigned to a field unit shall not be passed on to a succeeding watch without prior
permission of the Area Watch Commander.

If the Area U90 is not available or logged on, the concerned JBCC shall make the callback.
The call shall be closed using the appropriate disposition code if police response is no longer
needed. If police response is still needed, the Area Watch Commander shall be notified and the
incident dispositioned using the call transferred disposition code “CTR.” The name of the Watch
Commander notified shall be entered into the comment section of the incident.

Exception: Code 30s, Code 30 Ringers, shots fired and domestic violence calls may be called
back to obtain additional pertinent information. Callbacks shall not be made to
ascertain if police response is still needed. These calls shall not be given to the
Area Watch Commander.

RELEASE FROM CUSTODY (RFC) CITATION DATE124

An officer may request from the RTO or another unit the “RFC Cite Date.” The RTO shall not
provide the date for the unit. The RTO shall advise the requesting unit to contact their Watch
Commander or any Field Supervisor.

125 RESCUE AMBULANCE IRA) - FIRE DEPARTMENT

A request for a Rescue Ambulance (RA) requires the following information:

> Location of occurrence
> Victims gender
> Victims age
> If victim conscious/unconscious
> If victim is breathing
> Type and location of injury
> Severity of the injury

“1A11, Requesting an RA, victim involved in a traffic collision, 1st and Los
Angeles. Victim is 25 years old, male and has a possible broken right ankle,
conscious and breathing.”

Example: Unit:

RTO: “1A11, Roger.”
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The RTO shall obtain any information not provided

Example: Unit: “1A11, Requesting an RA 1st and Los Angeles.”

RTO:“1A11, What do you have there?”

Unit: “1A11, Victim of a traffic collision, 25 years old, male, possible broken right
ankle, conscious and breathing.”

RTO: “1A11, Roger.”

A request for the Fire Department to respond to a fire requires the following:

> Location
> Type of fire (i.e., structure, vehicle, and trash)
> Approximate size of the building (i.e., 7 stories)

The request shall be entered in the comment section of the incident. The RTO shall verbally
notify and receive an acknowledgement from the BCC to ensure the request is processed. DO
NOT REQUEST AN RA OR THE FIRE DEPARTMENT VIA A SERVICE REQUEST. If
an operator is unable to immediately notify their BCC, the RTO shall verbally notify another
Bureau’s BCC, ATO, EBO or supervisor to assist with the notification. Communications
Division personnel shall supply pertinent information to the Fire Department operator when
requests for emergency services are made at crime scenes and the safety of LAFD personnel is of
concern (i.e., weapon involved, suspect at the scene, description, etc).

When notified of a booked prisoner requiring emergency medical attention, Communications
Division operators shall contact LAFD, request an RA, and dispatch a patrol unit to the jail
Code 3. When notified of a booked prisoner requiring non-emergency medical attention, a field
unit from the Area that initially arrested the suspect shall be assigned Code 2.

ROLL BACK125.01

A roll back is a follow-up investigative search initiated by field units when a person on parole or
probation is stopped and detained. Under some parole or probation conditions, officers are
allowed to respond to a parolee or probationer’s residence to conduct a compliance verification
search. This is referred to as a “roll back.” The request shall be broadcast on Base and Traffic.

UNIT: “4X12, let me get an additional unit for a roll back.”

“4X12 is requesting an additional unit Is' and St. Louis for a roll back.”RTO:

SHOTS FIRED ADVISEMENT/INFORMATION BROADCAST126

If a field unit makes an advisory/information broadcast regarding shots fired, the RTO shall
make the broadcast on the concerned base and traffic channels. If the unit is responding to
investigate, an incident shall be created using incident and detail type code “246H.” The
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reporting unit shall be listed in the “PR” field and the call assigned to that unit. If the unit is
unable to respond, an incident shall be created, the call broadcast on the appropriate channels
then routed to the Area queue.

127 SIGN LANGUAGE INTERPRETER

When a field unit requests a Sign Language Interpreter (SLI), the location and unit requesting are
required.

Example: Unit: “4A97, requesting a sign language interpreter, 1st and Clarence.”

RTO: “4A97, Roger,”

The RTO shall relay the information to the Bureau Communications Coordinator (BCC) to
handle by contacting Life Signs Incorporated. This information shall be entered into the
comments section of the incident.

When a SLI request is received at a secondary EBO position or the Communications Division
Watch Commander’s Office, the operator shall ascertain if the request is for the same day. Same
day requests are deemed emergency/urgent and the person receiving the call shall process the
request.

Contact Life Signs Incorporated (contracted professional SLIs), located in the Ready Reference
under “Lang Bank” and request an ETA. The ETA, when provided, shall be entered in the
incident comments and provided to the requesting officer.

SIGNED STOLEN BROADCAST128

A field unit will initiate a signed stolen broadcast when a vehicle theft has occurred, and the
registered owner is at the scene and has signed the crime report.

This broadcast notifies units in the field that the stolen vehicle report has been filed; however,
the database will not be updated until entered by the Vehicle Processing Unit (VIPU), Records
and Identification (R&I) Division. The RTO shall broadcast the signed stolen information on
Bureau Group. The RTO may request the BCC to assist in making the broadcast.

Example: RTO: “All units, (Unit No.) reports a signed stolen, (date) at (time), license No.
(twice). Vehicle description, including identifying characteristics, direction
taken and any suspect description. Taken from (location).”

129 SPILLS/DEBRIS IN ROADWAY

Area Patrol and Traffic Divisions shall be notified of all hazardous road conditions that could
adversely affect travel through the Area. Examples of hazardous road conditions are downed
trees, power outage(s), flooded intersections and spills in the roadway.
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When a field unit reports a spill or obstacle in the roadway, the RTO shall make the following
broadcast on the concerned Bureau Group:

Example: RTO: “All units, Information only, use caution, down tree in roadway, 2nd and
Los Angeles,11234.”

If there is enough debris in the roadway to create a hazard and warrant clean up by the City, the
unit will request that the proper department be notified. If sand is needed for an oil spill, ask the
unit how much is needed.

STATION CALL130

Station calls are those calls that have been received by station personnel and assigned to a field
unit by the Area Watch Commander. When a field unit advises they are on a station call,
whether it is a one or two-officer unit, the RTO shall repeat the broadcast. The RTO shall use the
KT command and enter “Station Call” in the comments.

Example: Unit: “9A9, Station Call, 6240 Sylmar, 484 Investigation.”
RTO: “9A9, Station Call, 6240 Sylmar.”

Example: KT.9A9-W2.6240 Sylmar.CM;Station Call, 484 Investigation

Units on station calls shall remain available for reassignment to priority calls by monitoring the
radio frequencies. A field unit on “Station Call” status may indicate to the operator additional
circumstances that will make them unavailable for assignment to a priority call. The unit shall
notify the operator as soon as they are available for radio calls.

STATUS OF AN AREA131

A request from a field supervisor for “Calls and Cars,” is a request for the status of an Area.
When an operator receives a request for “Calls and Cars,” the unit shall be provided with the
number of units clear and the number of calls holding in the Area for dispatch.

Example: Unit: “1L20, Calls and cars.”

RTO: “1L20, 4 calls, 2 cars.”

SUPERVISOR132

If a field unit requests a supervisor, the RTO shall create an mcident if one has not already been
established, unless the unit advises they will remain clear. The request shall be documented in
the comment section of the incident and the responding supervisor shall be assigned to the
request.

A request for booking approval will not show the responding supervisor out of service.
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Example: Unit: “2A51, Requesting a supervisor, 6th and Shatto.”

RTO: “Any Rampart supervisor, meet 2A51, 6th and Shatto.”

Supervisor: “2L40 I’ll respond.”

RTO: “2A51, 2L40 will respond.”

TACTICAL CHANNEL CHANGES133

Units are equipped with ROVERs, which have multiple channels, and will often advise when
switching from one channel to another.

A field unit may request another unit to switch to a tactical channel.

Example: Unit: “4A97, Have 4A71 switch to a TAC.”

RTO: “4A71, 4A71, switch to Central Bureau TAC 1, Channel 35 for 4A97”

If the unit does not acknowledge, advise the requesting unit.

Example: RTO: “4A97, No Acknowledgement.”

If the unit advises returning to the base channel, the RTO will acknowledge with “Roger.”

Note: Each channel shall be identified with the Bureau name (West Bureau, South Bureau,
etc.), the Tactical Channel Identification (TAC 1, TAC 4, etc.), and the ROVER Channel
number (Channel 40, Channel 38, etc.). If a Citywide tactical channel is involved, the
concerned operator shall use the term “Citywide” in place of the Bureau name (i.e.,
Citywide TAC 1, Channel 43).

134 TIME AND MILEAGE

Transportation of a person (suspect, victim, witness, etc.) may cause a field unit to report
mileage and destination by entering the transport command (US) or by voice broadcast for input
by the concerned RTO.

The unit must be at scene on an incident for the computer to accept the transport command. The
destination, mileage and unit number must be included in the command statement. Comments
and incident number are optional.

Example: Unit: “1A11, Time and Miles from Central Station to Metropolitan Detention Center,
your time, my miles 209.4.”

RTO: “1Al l, Roger.”
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Command: US.1A1l-W2.TF.L;METROPOLITAN DETENTION CENTER.OM;209

Note: Because the system identifies decimal points as an item identifier, if an officer provides a
decimal point with beginning or ending miles, the operator shall round the mileage to the

nearest whole number.

If an officer reports transportation activity and does not show on an incident (i.e. clear, out to

station), a Code 6 location shall be generated. The departure location and the Code 6 location

shall be the same. The Code 6 incident must be entered before the transport procedure.

Example: KT.1A11-W2.VAN NUYS JAIL
US.lA11-W2.TF.L;PAB.OM;209

The following procedure shall apply when a field unit reports transport activity, but is not at

scene on an active incident:

Note: To accurately reflect a field unit’s activity, the unit must be shown at scene before

the transport command is used.

Example: US.1A11-W2.AS
US.lAll-W2.TF.L;METROPOLITAN DETENTION CENTER.OM;231

The following procedures shall apply when a field unit reports transport activity and the

departure location is different from the active incident location (enroute or at scene) or the

departure location is different from the unit’s assigned incident and the unit is not active on an
incident.

Note: Ascertain from the unit if the transport activity is related to an assigned incident.

Example: “1A11, which incident is your transport related to?”

“1A11, is your transportation related to incident 1234?”

Once the information is obtained, update the unit’s status and enter the transport command. If

the transport is unrelated to an assigned incident, a Code Six incident shall be generated and the

appropriate transportation information shall be entered.

When the transport command statement is entered, the status is changed to TM or TF. An
automatic thirty minute alert will notify the RTO when the transporting unit has been en route for

the maximum allotted time by highlighting the unit in gray. The RTO shall immediately contact

the unit for updated information regarding their transportation activities.

134.01 TRANSPORTATION COMPLETE

The TC status code indicates the completion of transport activity relating to an incident. The

unit must be in “transport” status (i.e., transport command previously used), and the ending
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mileage and unit number must be included in the command statement. Comments and incident
number are optional, and the location is not required.

Example: US.1A11-W2.TC.OM;209

The unit status displays as TC.

134.02 INTERRUPTING TRANSPORTATION ACTIVITY

If it becomes necessary to interrupt transportation, the transporting officers shall notify the RTO.

Officer Responsibilities

> Notify the RTO of the current mileage to end transportation
> Advise the RTO of the new activity (i.e., Code Six on a traffic collision with injuries)
> Notify the RTO when transportation resumes

RTO Responsibilities

> The RTO shall enter TC command statement
> Enter new activity by creating/assigning the appropriate incident

135 TOW

All requests from field units for tow service shall be handled as quickly as possible and repeated
by the RTO upon receipt. When tow is requested in conjunction with a Code 6 or Traffic Stop,
the RTO shall repeat the unit number, Code 6 or Traffic Stop, location, and license plate number
or vehicle description, if given.

Example: Unit: “18FB28, Code 6, Century and Figueroa, 123ABC, requesting tow.”

RTO: “18FB28, Code 6, Century and Figueroa, 123ABC.”

Command: KT.18FB28-W4.CENTURY/FIGUEROA 123ABC
NT.B3 18FB28 REQ TOW CENTURY/FIGUEROA.G;ATO.I;1234

135.01 CITIZEN REQUEST FOR AUTO CLUB TOW

A member’s request for a specific auto club tow (ex: AAA, Mercedes Benz, Allstate, etc.)
requires the location, license/VIN number, nature of the trouble, name of the auto club and color
and make of vehicle. The unit status remains available unless related to an assigned incident.

“14A49, Citizen’s Request for AAA Tow, 10 Navy Street, 123ABC, dead
battery.”

Example: Unit:

RTO: “14A49, 10 Navy Street, 123 Adam, Boy, Charles.”
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Command: NT.B4 14A49 AAA 123ABC DEAD BATTERY 10 NAVY ST.G;ATO.I;1234

Note: Some Auto Clubs may require specific information from members.

CITIZEN’S REQUEST FOR OFFICIAL POLICE GARAGE (PPG) TOW135.02

A citizen’s request for tow requires the location, vehicle license number, nature of the trouble,
any unusual circumstances and name of a tow company (if a tow company name is not specified,
the appropriate OPG tow shall be requested). The unit remains available unless the request is
related to an assigned incident. A tow request for a vehicle with a flat tire and no spare requires

the year and the make of the vehicle.

Example: Unit: “12A15, Citizen’s Request for Tow, 77th and Figueroa,
123ABC, Flat tire, no spare, 1992 Dodge Stealth.”

RTO: “12A15, 77th and Figueroa, 123 Adam, Boy, Charles.”

Command: NT.B3 12A15 CZ REQ TOW 77TH/FIGUEROA FLAT TIRE.G;ATO.I;1234

CITY VEHICLE TOW135.03

A request received for tow of a City-owned vehicle(s) other than a Police or Fire vehicle shall be

referred to a 3-1-1 Operator. The unit number, location, city vehicle shop number, Department
to which the vehicle is assigned and nature of the trouble are required.

Example: Unit: “8A53, Request tow for a Sanitation Department Vehicle, Pico and Robertson,
Shop 87693, flat tire.”

RTO “8A53, Pico and Robertson, Shop 87693.”

Command: NT.B4 8A53 DOT SHOP TOW #87693 PICO/ROBERTSON.G;ATO.I;0812

135.04 HEAVY DUTY TOW

Specific garages using specialized equipment provide heavy-duty tow services. Heavy-duty tow
will be requested when any vehicle possesses one or more of the following:

> Three or more axles
> A gross weight loaded or unloaded in excess of 10,000 pounds

> A combination of commercial trailers

The following information shall be included in a heavy-duty tow request:

> Location
> License Number
> Type of Vehicle
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> Cargo
> Position (upright or overturned)
> Approximate Weight
> The nature of the trouble

Example: Unit: “1A47, Requesting heavy duty tow, Temple and Hill, 1A1234, semi-tractor
trailer loaded with beef, upright, 14,000 pounds, broken axle.”

RTO: “1A47, Temple and Hill, 1A1234.”

Due to the amount of information, it may be necessary to include a more detailed request using
the NT Form to send the service request to the ATO.

Command: NT <F10>

On the NT form, fill in the Subject, Incident No., and Group. Shift <F8>, and type
additional comments <F12>.

135.05 LOS ANGELES FIRE DEPARTMENT (LAFD) TOW

If a request for an LAFD vehicle is received from a field unit, the RTO shall request that LAFD
communications be notified. The unit should provide the following information, location,
vehicle shop number, vehicle description and nature of the trouble.

135.06 OFFICIAL POLICE GARAGE (PPG) TOW

Each Area in the City has an assigned Official Police Garage (OPG) where routine requests for
tow are directed. OPG tow shall be requested unless the unit specifically requests a certain type
of tow. All service requests for OPG tow shall include the requesting unit number, location,
license or vehicle identification number (VIN) and any unusual circumstances that would require
out of the ordinary tow equipment (i.e., no tires, two front flat tires, frame only, no wheels, etc).
A request for tow where the vehicle is missing one or more tires requires the year and make of
the vehicle. The RTO broadcast shall include unit number, location and license or VIN.

Example: Unit: “1A47, Requesting tow, 2nd and Hill, 123ABC, no wheels, 2009 Chevrolet
Van.”

RTO: “1A47, 2nd and Hill 123 Adam, Boy, Charles.”

Command: xNT.Bl 1A47 OPG TOW 2ND/HILL 2009 CHEV VAN, NO WHEELS.G;ATO.I;1234

135.07 SHOP TOW

Motor Transport Division shall handle all City-owned police vehicles or police equipment
requiring tow. The OIC, Motor Transport Division, may authorize Communications Division
personnel to direct any request for shop tow service to an OPG for the concerned area. All
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requests for shop tow shall include the location, vehicle shop number, description of vehicle and
the nature of the trouble. The broadcast shall include the unit number, location and shop
number.

“1A47, request shop tow, 5th and Main, Shop 89123, B.O. radiator.”

RTO: “1A47, 5TH and Main, Shop

Command: NT.B1 1A47 SHOP TOW # B/O RADIATOR lST/HILL.G;ATO.I;1234

Example: Unit:

TRAFFIC SIGNAL REPAIR (TSR)136

The Department of Transportation (DOT) handles the repair of traffic signals with malfunctions
and traffic signs in need of repair. When a field unit requests TSR, the location, nature of the

trouble, unit reporting and whether or not the unit is standing by are required.

Example: Unit: “4A97, requesting TSR, 1st and Clarence, lights stuck red in all directions.”

RTO:“4A97, Roger.”

When a field unit requests TSR for a traffic signal problem, the RTO shall include the specific
type of sign, (i.e., tri-signal or left hand only signal etc.) including color, wording and directional
arrows. This information shall be entered into the incident comment section of the incident and

the appropriate service request sent to the ATO.

Command: NT.B1 4A97 TSR/ SIGNALS STUCK RED ALL DIR.G;ATO.I;1234 or
NT <F10>

When TSR requests are received at a secondary F.BO position, the EBO shall create an incident,

report the information to TSR, and dispatch a field unit or appropriately disposition the incident.
Do not generate a service request.

TRAFFIC STOP137

A Traffic Stop (TS) is an officer-initiated action indicating that a field unit is at a designated
location for the purpose of a traffic violation investigation (citation).

The TS command (“KT” in conjunction with the “902” incident type and “TS” unit status) shall
be used when a field unit reports they are conducting a traffic stop or issuing a citation. Traffic

stop broadcasts shall be repeated for all units. The broadcast will include unit designation,

license plate (if given), vehicle description or any other pertinent information (i.e., possible Code

37 or information involving officer safety) provided by the field unit shall also be repeated. The

operator shall not access any system to run the license plate unless it is specifically requested.
The license plate shall be entered on the location field of the traffic stop command.

Example: Unit: “1A11, traffic stop 1st and Hill, 123 Adam Boy Charles.”
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RTO: “1A11, traffic stop 1st and Hill, 123 Adam Boy Charles.”

Command: KT.1A11-W2.1st/HILL 123ABC.T;902.S;TS
or KT.1A11-W2.1st/HILL 123ABC...902...TS

Traffic stop incidents generate an automatic ten-minute “Unit Overdue” alert. If after the ten-
minute alert is received the unit has not cleared, the operator shall make the following broadcast:

Example: RTO: “1A47, 1A47, Are You Clear?”

If the unit advises they are not clear, the RTO shall acknowledge the broadcast and complete the
Unit Overdue (UO) command.

Example: RTO: “1A47 Roger.”
Command: U0.1A47-W2 <F10>

If the unit advises they are clear, the RTO shall acknowledge the broadcast and complete the UO
command.

Example: RTO:“1A47, Clear.”
Command: UO.IA47-W2 <F10>

Once the UO command is used it will serve as documentation in the Audit Trail that the RTO
checked on the unit’s status, therefore, it is not necessary to enter “still” in the comment section
of the incident. An RTO shall not arbitrarily use the UO command without checking on the unit
over the air.

The unit shall be responsible for clearing their MDC. If the unit is not MDC-equipped, the RTO
shall close the traffic stop incident using the disposition code provided by the field unit (i.e., CIT
[citation], WRN [warning], etc.).

If a field unit advises they are Code 6 on a Traffic Stop or Pedestrian “Ped” Stop, the RTO shall
use the terminology appropriate for Code 6 and enter the KT Command. Traffic Stop or “Ped
Stop” shall be included in the comment section of the incident. The incident shall be broadcast
the same as any other Code 6 incident.

138 TRANSPORTATION

When a field unit requests another field unit for transportation of a suspect, witness, etc., an
incident shall be created if one has not already been established. The request shall be entered in
the comment section of the incident. The broadcast shall be made on the base channel only if the
transportation is to be handled by a field unit from the same area. The RTO shall ensure that a
field unit is assigned to the incident.

“1A11, I’m requesting a field unit for transportation, 1st and Main.”Example: Unit:
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RTO: “Any Central unit meet 1A11 for transportation, 1st and Main.”

If the transportation request is received from a Traffic unit or is to be bandied by a field unit

from another area, the broadcast shall be made on the base frequencies of the requesting unit and

for the unit handling the request (i.e., a transportation request from a VTD unit in North
Hollywood shall be broadcast on VTD base and North Hollywood base).

The RTO for the requesting unit shall send the incident number, via Administrative Send Mail
“SM” message to the appropriate RTO.

Example: SM.TRANSPORTATION REQ I1234.R;15

The RTO receiving the request for transportation shall assign the incident to a clear or available
unit as soon as possible. However, it is the ultimate responsibility of the RTO for the requesting
unit to ensure that the incident is assigned.

A motor unit’s request for transportation shall have priority over all other calls except those of an
emergency nature and shall be assigned Code Two.

Note: Motor units will generally advise the RTO of the Area/division of his/her transportation
request.

Example: Unit: “2M21, Requesting Transportation, 7th and Alvarado in Rampart.”

RTO: “Any Rampart unit, meet 2M21 for transportation, 7th and Alvarado,
Code Two.”

RTO: “2A51, 2A51, meet 2M21 for transportation, 7th and Alvarado, Code Two,

Incident 3421.”

UNIT STATUS UPDATE139

A field unit Status update shall be requested when an alert message is received for a field unit,
that is at scene, Code Six or on a traffic stop at an unsafe location. This procedure shall be used
each time an alert is received and the unit is still at the unsafe location even if the unit advises
they are at scene until further notice. If the unit acknowledges the request, it shall be noted in the
comment section of the incident and the location and time updated by use of IU command.

Example: RTO: “8A68, 8A68, are you clear?”

UNIT: “8A68, Show me at this location until further notice.”

RTO: “8A68, Roger.”
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If a unit does not respond to the broadcast, procedures for Code One (3/101.01) shall be
followed.

140 UNITS FROM OTHER JURISDICTIONS

If a LAPD unit requests a field unit from another jurisdiction at an incident occurring outside the
City of Los Angeles limits, the requesting unit shall be shown Code Six if an incident has not
already been established. The operator shall then enter the nature of the request into the
comment section of the incident, (i.e., request Inglewood PD, 415 man, or request CHP, traffic
collision on the freeway onramp). If the unit did not provide the nature of the request, the
operator shall obtain this information prior to notifying the concerned agency. Outside agency
requests should be completed immediately via the ATO or BCC.

Example: Unit: “12A1, have an Inglewood unit meet me (location), I have a victim of an
ADW.”

RTO: “12A1, Roger.”

141 WARRANT/SUBPOENA SERVICE

Subpoena/Warrant service shall be repeated for all officers.

Example: Unit: “4L9, Subpoena Service, Valley and Soto.”

RTO: “4L9, Subpoena Service, Valley and Soto.”
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TERMINOLOGY/PROCEDURES FOR OFFICER INITIATED EMERGENCIES
AND URGENT FIELD SITUATIONS
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142 OFFICER EMERGENCIES PRIORITIZED

A critical function of Communications Division is the coordination of field, unit activities for the
preservation of life and the safety of officers in the field. At any time, a situation may arise in
which the life of an officer or other person is dependent upon the prompt and accurate response
to a radio broadcast, system generated alert or a telephonic notification.

Emergency situations shall be prioritized in the following order:

> OFFICER NEEDS HELP
> PURSUIT
> REQUEST FOR BACK-UP

Personnel are to limit the use of the Priority Transmit key to Code Three calls and officer
emergencies (i.e., Help and Pursuit).

Personnel shall not monitor a radio frequency involved in an emergency unless directly involved
with the emergency or assigned to do so by their position function (BCC, WC) or directed to do
so by a supervisor.

Note: During Officer Emergencies and Urgent Field Situations, update the call type and
the Unit Status using the IU and US command, (i.e., IU.1234.T;999 and US.1A1-
W2.1ST/MAIN.HB)

143 OFFICER NEEDS HELP

An “Officer Needs Help” call shall be broadcast immediately upon receipt. This call shall take
precedence over any other occurrence. An “Officer Needs Help” call may be received via radio
transmission, ASTRO ROVER (Remote Out of Vehicle Emergency Radio) activation or
telephonically from the concerned officer or the public. When such a call is received, a specific
unit shall be assigned/dispatched Code Three. All units shall be notified if an LAFD Rescue
Ambulance or any other emergency vehicle is responding Code Three.

All “Officer Needs Help” broadcasts shall be made on Area Group. The Priority Transmit
function may only be used when the channel selections are made using the Dispatcher User
Interface (DUI).

Note: Any report of a Motor Officer down shall be broadcast as an “Officer Needs
Help” call unless otherwise directed by the officer down or a field supervisor.
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RADIO REQUESTS AND TELEPHONIC REQUESTS BY OFFICERS143.01

If the location is given, broadcast:

Example: “All Units, Officer Needs Help (location), Officer Needs Help (location). Any air
unit come in on (Area) frequency.” (Broadcast any pertinent information received
from the unit).

If the location is not given, and a previous location is indicated, broadcast:

Example: “All Units, Officer Needs Help, no location given, (Unit No.) your location? Any air
unit come in on (Area) frequency.”

If no response is received from the unit, broadcast:

Example: “All Units, Officer Needs Help, no location given, last known location was (location).
Any air unit come in on (Area) frequency.” (At this point dispatch a field unit to
check the prior location Code Three.)

Example: “Unit No., respond to (location,) Code Three.”

If no prior location is indicated, broadcast:

Example: “All Units, Officer Needs Help, no location given or indicated. (Unit No.), your
location? Any air unit come in on (Area) frequency.”

Requests received via telephone from the Fire Department or other law enforcement agencies
shall be handled in the same manner as any “Officer Needs Help” call. The broadcast shall be:

Example: “All Units, Fire Department Needs Help (location,) Fire Department Needs Help
(location). Any air unit come in on (Area) frequency.”

“All Units, CHP Needs Help (location,) CHP Needs Help (location). Any air unit
come in on (Area) frequency.”

143.02 CITIZEN REPORTS

When a citizen reports an “Officer Needs Help,” the incident shall be handled in the same
manner as any “Officer Needs Help.”

Example: “All Units, citizen reports Officer Needs Help (location), Officer Needs Help
(location). Any air unit come in on (Area) frequency.”
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143.03 HELP REQUESTS FOR FIELD UNITS NOT LOGGED ON

If a field unit is not logged on and requests Help, the operator receiving the request shall
immediately use the Field Initiate (KT) command in conjunction with the Status Code “HH”,
incident type “999” and Unit ID-watch preceded by an asterisk (*). This shall be followed by the
Transfer Unit (TU) command, which allows the operator to transfer the temporary unit to that
Area’s Unit Status Detail.

Example: KT.*16A65-W2.POLK7FOOTHILL.T;999.S;HH
or KT.*16A65-W2.POLK/FOOTHILL...999...HH

TU.16.16G25-W2

144 ROLL CALL PROCEDURES

A Roll Call shall be conducted for any officer emergency situation or urgent field situation in
which the unit’s identification and location is not known and no response is received following
the initial broadcast. The operator’s initial broadcast shall be:

Example: “Unit requesting Help (Back-Up, etc.,) your location?”

If there is no acknowledgement, the concerned RTO shall conduct a Roll Call. The RTO shall
broadcast:

Example: “All Units, Officer Needs Help, no location or identification given, (Area) standby for
a Roll Call. Any air unit come-in on (Area) frequency.”

Note: This broadcast shall be made on Area Group.

After the initial help broadcast, the RTO shall conduct the Roll Call on the Area base frequency.
The operator shall display an Initiate Incident format. The division name shall be entered in the
Address field and Roll Call shall be entered in the Location field.

Using the AWW as a guide, the RTO shall broadcast a “come in” for each unit listed. As each
unit acknowledges the come in, the unit designation shall be indicated in the comment section of
the incident.

A field unit shall be dispatched to the last known location of any unit that does not acknowledge
the come in. The unit dispatched shall be noted in the comment section of the incident.

The concerned BCC shall telephonically notify the Area Watch Commander to conduct a roll
call for those units out to the station, police facility, City facility or hospital. Information
regarding these units shall be noted in the comment section of the incident.

Receipt of any information pertinent to the involved unit shall cause the RTO to immediately
broadcast the appropriate officer emergency or urgent field situation.
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145 ROVER ACTIVATIONS

The Department utilizes the Motorola XTL5000 mobile radio in its vehicles, and the XTS5000
portable radio for handheld use. Each radio features an “emergency button” which field
personnel may press in the event of an emergency or circumstances where the officer may not be
able to press the transmit button of the radio and verbalize the nature of the situation (i.e. the
officer is fighting with a suspect). When the emergency button is depressed on a handheld radio,
an automatic 10-second open microphone is activated, allowing CD personnel to listen for signs
of an emergency. This feature is not enabled on the mobile radios.

Note: Upon receipt of an emergency trigger activation from a field unit, the concerned
operator and/or BCC shall monitor the Emergency Channel to determine if there is an
open microphone (indicated by the presence of audio on the channel and a flashing
“speaker” icon on the Emergency Channel). If so, the operator shall wait until the open
microphone stops transmitting before initiating any broadcast over the air.

If an open microphone is transmitting, the concerned operator shall listen for any
indicators of an actual emergency situation (i.e. sounds of a struggle, screaming or
yelling, heavy breathing, etc.). If it appears there is an actual emergency based upon the
sounds heard, the operator shall immediately broadcast an “Officer Needs Help” call on
the appropriate radio channels and handle the emergency according to the procedures
listed below.

If there is an emergency trigger activation with an open microphone, but no obvious
signs of an emergency, the concerned operator shall proceed with the initial ROVER
activation broadcast listed below after the open microphone stops transmitting.

For emergency trigger activations with no open microphone (from a mobile radio), the
concerned operator may immediately proceed with the initial ROVER activation
broadcast listed below.

Upon the activation of an ROVER, the Motorola MCC 7500 Elite Dispatch application will
initiate audible emergency tones alerting all logged on RTOs/BCCs. It is the responsibility of
each RTO to check the status of the activated ROVER by entering the command statement:

MN.20 <F10> - this will bring up an ROVER form.

Assigned ROVERI.

If a logged on unit status is active, and a ROVER activation is generated, the unit ID will
highlight in red on the USD window in the AWW, and the EMG (emergency) indicator
box displays on the AWW screen. The RTO is responsible for the initial broadcast on the
Area base frequency and the emergency channel.

Example: “All Units, (Unit No.) ROVER has been activated, (Unit No., Unit No.) come
in.”
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If the concerned unit acknowledges, the operator shall make the following broadcast:

Example: “(Unit No.) your ROVER has been activated, is there a Code Four?”

If it is determined that help is needed, the RTO is responsible for handling the Help call,
and shall make the following broadcast on the appropriate Area Group and Emergency
Channel.

Example: “All Units Officer Needs Help (location), Officer Needs Help (location), any
air unit come in on (Area) frequency.”

Assigned ROVER/No Location Indicatedn.

If the logged on unit status is inactive/clear when an activation is generated, the initial
broadcast and channel selection shall be the same as a logged on unit with a location
indicated.

If there is no acknowledgment, the following “Officer Needs Help” broadcast shall be
made on the appropriate Area Group and Emergency Channel:

Example: “All Units, Officer Needs Help, unknown location (or Unit shows clear), last
location was (location), any air unit come in on (Area) frequency.”

If the unit provides a location, repeat the Help broadcast with the location. If no location
is provided, send a field unit Code Three to the last known location. Adhere to the
established procedures for a Code Three response. If the unit responds with a Code Four,
broadcast this information immediately.

Note: On assigned ROVER activations, the IM command shall be initiated by the
concerned RTO at the end of the emergency. Using this command at the end will
give an accurate end time of the emergency, which will also be date/time stamped
in the Audit Trail of the incident the unit is active on.

Unassigned ROVER Emergency Trigger Activationsm.

An unassigned ROVER is one which is not logged on to the system. It could be in
someone’s possession when activated or stored in an Area station kitroom. Upon
activation of an unassigned ROVER, the RTO will not be presented with screen changes.
RTOs shall check their positional ROVER sheet and determine whether or not the
ROVER is listed.

Note: BCC3 handles unassigned ROVER activations.

Example: “All Units, Unassigned Rover (Number) has been activated, Rover (Number)
come in.”
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It shall be the responsibility of BCC3 to contact the appropriate Area Watch Commander
to determine unit assignment. If the BCC is provided with a field unit designation for the
activated unassigned ROVER and the concerned unit has not acknowledged the initial
“Come In,” a second “Come In” broadcast shall be made on Area base and the
Emergency Channel using the unit designation provided. If the unit does not
acknowledge, BCC3 shall immediately notify the appropriate Area Watch Commander.

PURSUIT TERMINOLOGY/PROCEDURES146

When an LAPD unit initiates a vehicle pursuit, the unit shall advise Communications Division
(CD) that they are “in pursuit” and give their unit identification, location, a description of the
pursued vehicle and/or suspects, direction taken and reason for pursuit. The pursuing unit shall
give frequent and comprehensive progress reports.

Any unit having pertinent information regarding the pursuit may advise CD. The secondary unit
shall also advise CD, as soon as possible, of the secondary unit’s involvement in the pursuit by
stating that the unit is “in pursuit”, providing its unit identification and location. Once a
supervisor is assigned to a pursuit, he/she shall respond immediately and upon arrival, declare
themselves as Incident Commander (IC) via broadcast.

When an outside pursuing agency requests assistance, the operator receiving the request shall
inquire from the requesting agency the nature of the pursuit (i.e. traffic infraction, felony
evading, wanted for robbery, driving under the influence, etc.) and disseminate the information
to responding LAPD units.

Radio Telephone Operator (RTO) ResponsibilityI.
Immediately following the declaration of a vehicle pursuit, the following broadcast by the
concerned RTO shall be made on the appropriate channels (Area Group).

“All Units on all frequencies stand by, (Unit No.) is in pursuit (iocation/direction of
Travel/pertinent information), requesting a back-up, air unit, and a supervisor.”

Note: If there is no response from a back-up or supervisor, the RTO shall assign a
back-up unit and an available uniformed supervisor in close proximity to the pursuit.

The operator must select channels using the pre-configured group via DUI to utilize the
“Priority Transmit” function to obtain the air for broadcasting.

Operators shall broadcast all subsequent directions, locations and information given by the
unit in pursuit, allowing the unit to complete each transmission prior to re-broadcasting.

Operators should also refrain from retaining the air when not broadcasting, as this will
prevent field units from communicating with one another, posing an officer safety hazard.
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If the pursuit enters another geographic bureau, the radio channels for the concerned
Area(s) and the Traffic division of that bureau shall be added to the pursuit broadcast. The
initial broadcast of “All Units on all frequencies stand by, (Unit No.) is in pursuit
(location/direction of travel and any other pertinent information), requesting a back-up, an
air unit and a supervisor” shall be repeated.

Notes: If a back-up, air unit and/or supervisor has already been assigned or is
already at scene with pursuing unit(s), that specific portion of the “All units”
broadcast may be omitted.

Once an Air unit switches to the Base Frequency for the pursuit, the Air/K9
channel may be de-selected.

As the pursuit traverses through various Areas, individual Base/Traffic
frequencies may be selected or de-selected based upon the location of the pursuit
and at the discretion of the RTO, BCC and/or supervisor.

All pursuits shall be handled by the RTO of the primary unit until such time a field unit
from another Area becomes primary, or the appropriate BCC deems it necessary or is
directed by a supervisor to take responsibility for the pursuit.

All pursuit transmissions shall be made on the appropriate channels until such time, if any,
the BCC or supervisor determines the need, because of duration or distance, to transfer the
pursuit broadcast to a tactical channel.

If a subsequent foot pursuit occurs, the operator handling shall re-broadcast the request for
back-up, air unit and a supervisor and include responding units (see Foot Pursuit for
terminology).

“All units, 1A1 (or 1A1’s partner) is in foot pursuit (direction ofExample:
travel, location, and pertinent information), requesting a back-up, air unit and a
supervisor. 1A9, Air 3 and 1L20 is responding.”

Personnel not immediately involved in the pursuit shall not broadcast or listen to the
concerned channels except during those occurrences which mandate the handling of Code
Three calls or an officer safety incident. Code Three calls shall be broadcast on all of the
appropriate channels and dispatched according to policy.

All other calls shall be digitally assigned to MDC-equipped units.

The following broadcast shall be made upon the termination of a pursuit:

Example: “All units, All Frequencies Clear.”
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Bureau Communications Coordinator (BCC) ResponsibilityII.

Once a vehicle pursuit has been declared and the concerned BCC becomes aware of it,
they shall be responsible for monitoring the pursuit and:

A. Ensuring the correct broadcasts are made on ALL of the appropriate frequencies
by the concerned RTO.

B. Ensuring all subsequent locations, directions, suspect/vehicle descriptions and
other pertinent information is received and rebroadcast by the concerned RTO.

C. Ensuring all vehicle pursuits are being properly handled by the concerned RTO
and assess the need to assume responsibility. If the concerned RTO fails to
properly handle the pursuit and jeopardizes officer safety (i.e., fails to broadcast
multiple locations, is not broadcasting accurate information as provided by the
pursuing unit and/or fails to broadcast the information in a timely manner), the
BCC shall not hesitate to assume responsibility.

The BCC SHALL NOT wait until the RTO has lost control of the pursuit before
assuming responsibility.

Once the BCC determines the need to assume responsibility, he/she shall advise the
concerned RTO and proceed with the broadcast. The BCC shall be responsible for
ensuring all pertinent information (i.e., suspect description, and vehicle description) is
entered from this point. The concerned RTO shall continue to monitor the pursuit and
assist the BCC as requested. The RTO shall be responsible for entering the pertinent
information prior to the BCC taking over.

The BCC is ultimately responsible for ensuring the emergency is handled properly and
pertinent information (i.e., start/end times, outside agency notifications, RA notifications)
is entered into the comments section of the incident at the termination of the pursuit.

CD Supervisor Responsibilityffl.

It is the responsibility of a supervisor or individual designated by a supervisor (i.e.,
Emergency Board Operator Training Officer [EBOTO] or Radio Telephone Operator
Training Officer [RTOTO]) to ensure that all pursuits are monitored.

The supervisor or designee shall:

A. Immediately notify the CD Watch Commander of the pursuit.

B. Monitor all pursuits and assist the RTO by using a Thomas Guide or the VELA
map application to follow the path of the pursuit, advise of approaching locations
and provide locations that are not clear.
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C. Assess all pursuits and determine whether the length of time, location, etc., will
necessitate the pursuit being moved to a tactical channel.

D. Once a supervisor determines the need to move the pursuit to a tactical channel,
the operator designated to broadcast the pursuit shall continue to broadcast on any
adjoining/bordering Area channels, which may be affected.

IV , CD Watch Commander Responsibility

The CD Watch Commander shall notify the Patrol Commanding Officer (C/O) of the
initiating Area at the onset of the pursuit. A list of all the C/O contact numbers is
available in the Watch Commander’s office at the MCDC and VCDC.

If there are difficulties contacting a C/O, or errors on the list of C/O contact
numbers, the CD Watch Commander shall telephone RACR and ask to be
“patched” to the concerned C/O to complete the notification process.

Note:

If the pursuit is initiated by an Area within Central or South Bureau, the Watch
Commander at the MCDC shall make the notification to the concerned Patrol C/O. If the
pursuit is initiated by an Area within Valley or West Bureau, the Watch Commander at the
VCDC shall make the notification to the concerned Patrol C/O.

Note: For pursuits initiated by Metropolitan Division, regardless of the Area of
occurrence, the MCDC Watch Commander shall make the notification.

If either Dispatch Center does not have an assigned Watch Commander, the
Watch Commander, the Watch Commander at the Opposite Dispatch Center is
responsible for making all pursuit C/O notifications.

In the event the Watch Commander is absent from the Dispatch Floor (i.e.
Code 7, employee conference, etc.), he/she shall designate another employee to
complete the pursuit C/O notifications (i.e. the Floor supervisor, Watch
Commander at alternate Dispatch Center, etc.).

Watch Commander Aide’s ResponsibilityV,

After retrieving five (5) copies of the incident’s history of a vehicle pursuit, the Watch
Commander’s Aide shall complete and forward Intradepartmental Correspondence, Form
15.2, and four (4) copies of the vehicle pursuit incident to the Commanding Officer of CD.
The fifth copy of the incident history shall be forwarded to the Officer-In-Charge, CD
Project Unit. The original copy of the vehicle pursuit incident and one copy of the
correspondence shall be placed in the Pursuit Notification Forms and Logs Book in the
Watch Commander’s office. Watch Commander’s Aides in each Dispatch Center should
adhere to other guidelines and protocols established by the Pursuit Review Unit.
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VEHICLE PURSUITS ENTERING OTHER BUREAUS146.01

If the pursuit enters another geographic Area or bureau, the radio channels for the concerned

Area(s) and the Traffic division of that bureau shall be added to the pursuit broadcast. All

related information shall also be broadcast on these channels.

Note: This procedure shall be followed for any emergency that travels into an adjoining
geographic bureau. The operator shall multi-select that bureau’s concerned Area
and Traffic division channels and ensure that all related information is broadcast
on the appropriate channels to the field units.

VEHICLE PURSUITS ENTERING FREEWAYS146.02

When a LAPD Unit is involved in a vehicle pursuit that moves onto the freeway, the concerned
RTO/BCC shall:

Query the supervisor in charge of the pursuit or the primary unit (if no supervisor
is available) to determine whether they are requesting the CHP to assume
responsibility for the pursuit.

A.

Advise the CHP whether or not the LAPD requests the CHP to assume
responsibility for the pursuit.

A.

VEHICLE PURSUITS ENTERING OTHER JURISDICTIONS146.03

When it appears imminent that a vehicle pursuit will proceed into another jurisdiction, the
supervisor or BCC monitoring the pursuit shall notify via telephone the appropriate agency and

advise the agency of the following:

Current location of the pursuit.A.

Description of the suspect’s vehicle.B.

If the information is available, provide the reason why the suspect is wanted.C.

If the decision is made to continue the pursuit, it may be necessary for the BCC or a supervisor to

maintain an open line with the other agency and update them on the progress of the pursuit.

The BCC or supervisor monitoring the pursuit shall request that the other agency take over the

pursuit only when asked to do so by the field supervisor in charge of the pursuit.

AIR UNIT TRACKING DURING A VEHICLE PURSUIT146.04

The use of an air unit to track a suspect vehicle is a valuable law enforcement tool intended to

enhance public and officer safety by encouraging a fleeing suspect!s) to operate his/her vehicle
responsibly and/or terminate the pursuit.
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Note: Upon the air unit’s arrival at the scene of a pursuit, the air unit will assess the
situation, advise the Incident Commander of the number of police units in the pursuit
and request if tracking should be initiated. Exigent circumstances may preclude
tracking.

Whenever possible, air units shall assume responsibility for tracking a suspect vehicle. In the
absence of exigent circumstances, (e.g., armed suspect, murder suspect, hostage situation, etc.),
which may require pursuing units to remain in pursuit of the suspect’s vehicle, authorized ground
units shall continue Code Three, and attempt to remain out of the suspect’s line of sight, but
remain in close proximity to the suspect’s vehicle. Authorized ground units shall broadcast
whatever information is necessary to assist the air unit.

When tracking does not produce the desired result of slowing the suspect’s driving or the
suspect’s driving actions are contributing to an increasingly hazardous situation, the Incident
Commander, at his/her discretion may direct units to re-engage the suspect vehicle. Absent
exigent circumstances, Incident Commander approval during the tracking mode is required by
the primary and/or secondary unit to re-engage the pursuit of the vehicle.

RTO Responsibilities:

When an air unit initiates “tracking mode” during a vehicle pursuit, the RTO should keep all
applicable radio channels on stand-by and make a broadcast indicating the pursuit is now in
tracking mode.

Example: “All units, Air 8 is now tracking the suspect vehicle southbound Highland
from Santa Monica.”

Note: Vehicle pursuits that transition to “tracking mode” shall continue to be broadcast
on the same channels on which the original pursuit was broadcast (i.e. Area Group, or a
Tac Channel if the pursuit was moved there due to duration or location).

The RTO shall continue to take direction from the Incident Commander, air unit and ground
units and repeat any pertinent information on the applicable radio channels.

If the pursuit is re-engaged, the RTO shall make the complete pursuit broadcast, but may omit
the request for a back-up, air unit or supervisor should any of those resources already be on
scene.

BCC Responsibilities:

When an air unit initiates “tracking mode” during a vehicle pursuit, the BCC shall document the
time tracking began in the Incident Audit Trail. Should the pursuit be re-engaged, the BCC shall
document the time in the Incident Audit Trail.

147 CONCURRENT OFFICER EMERGENCIES

At times, more than one officer emergency may occur at the same time. These instances are
referred to as concurrent officer emergencies.
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INTRA-BUREAU EMERGENCIES147.01

If two unrelated emergencies exist within the same bureau, the BCC shall direct each RTO to

broadcast the emergency on their base channel only. The BCC shall broadcast on all appropriate

channels and advise responding units to monitor the appropriate base frequency.”

Example: “Units responding to the CTD pursuit monitor CTD frequency. Units responding to

the Newton pursuit monitor Newton frequency.”

INTER-BUREAU EMERGENCIES147.02

In the event two unrelated emergencies exist in different bureaus and one or more channels are

included in both Area Groups, the BCC shall direct the RTOs to broadcast on the designated

Bureau Group Select. The BCC shall broadcast on all appropriate channels and advise
responding units to monitor the appropriate base frequency.

Example: “Units responding to the Wilshire back-up monitor Wilshire frequency. Units
responding to the Southwest pursuit monitor Southwest frequency.”

148 FOOT PURSUIT

All notifications of foot pursuits shall be recorded in the comment section of the appropriate

incident. The following broadcast shall be made on Area Group:

Example: “All units, (Unit No. or Unit No.’s partner) is in foot pursuit, (direction of

travel and location), requesting a back-up, air unit and a supervisor.”

If a field unit does not respond to the location, dispatch one unit Code Three and broadcast:

“(Unit No.), assist (Unit No.), in foot pursuit (direction of travel and

location).”

OFFICER NEEDS ASSISTANCE149

In March 2009, the Department eliminated the “Officer Needs Assistance” terminology. In the

event an Officer requests “Assistance,” the operator receiving the call shall handle the incident as

an “Officer Needs Help Call” (See Manual Section 3/143).

FOLLOWINGS150

A broadcast received from a field unit reporting they are following a wanted vehicle or a vehicle

possibly involved in a crime, shall be recorded in the comment section of die appropriate
incident and the broadcast shall be made on Area Base, Traffic and Air/K9.

The word “FOLLOWING” is merely an advisement meant to describe the activity of a field unit.
The officer(s) will request the type of response required (i.e., back-up, air unit, etc.).
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If the following enters another geographic Area or Bureau, the radio channels for the concerned
Area(s) and the Traffic Division of that Bureau shall be added to the following broadcast. All
related information shall also be broadcast on these channels.

Example: “All Units, (Unit No.) is following (vehicle description, possible crime,
direction of travel or location and suspect description, etc.).

If a request for a back-up is made in conjunction with the notification of a following, the
broadcast shall be made on Area Group:

Example: “Any Unit in the vicinity, (Unit No.) is requesting a back-up, air unit and a
supervisor following a (type of crime, suspect/vehicle description, etc.),
(location).”

151 BACK-UP

A request for a back-up unit is considered an emergency and shall be handled immediately upon
receipt. The broadcast shall be made on Area Group or Bureau Group (if the request was
received from a Bureau Traffic Unit).

The broadcast shall be:

“Any Unit in the vicinity, (Unit No.) is requesting a back-up, Air Unit and a supervisor
(location and any pertinent information).”

A specific unit shall be dispatched Code Three. The initial broadcast and all subsequent
broadcasts related to the back-up shall be made on Area Group. When the responding Air Unit
has switched to the Base Channel for the Area of occurrence, the Air/K9 channel may be de-
selected from Area Group for the duration of the incident.

NOTE: The Code Three starting location of any unit responding to a Back-Up request
shall be made on the applicable Area Base Channel(s) only (i.e. a West Valley unit
responding Code Three to a Back-Up in Topanga shall cause the Code Three broadcast
to be made on West Valley and Topanga Area Base Channels).

152 ADDITIONAL UNIT

Upon receipt of a request for an additional unit, the operator shall immediately repeat the
broadcast on Area base and Traffic.

Example: “(Unit No.) is requesting an additional Unit (location and pertinent
information).”

Unit: “1A11, I’m requesting an additional Unit at 111 N. Main St, for an open door.”

RTO: “1A11 is requesting an additional Unit 111 N. Main St, for an open door.”
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Note: The operator shall enter the request and pertinent information in the
comment section of the incident.

CODE TOM153

A Code Tom is a request for a field unit with a Taser to respond to an occurrence involving a
violent suspect. All requests for a field unit with a Taser shall be broadcast on Area Group.

The request shall be entered into the comment section of the incident and responding units shall

be assigned the call.

Example: “Any (Division) Unit, Code Tom (location).”

CODE SAM154

A Code Sam is a request for a field unit with a Bean Bag shotgun to respond to an occurrence.
All requests for Code Sam shall be broadcast on Area Group.

The request shall be entered into the comment section of the incident and responding units shall
be assigned the call.

Example: “Any (Division) Unit, Code Sam (location).”

CODE ROBERT-RIFLE155

A Code Robert-Rifle request shall be used by field units to request the immediate response of a
Patrol Rifle-equipped unit. All requests for Code Robert-Rifle shall be broadcast on Area Group.

After broadcasting a Code Robert-Rifle, the RTO shall immediately assign the incident to a
Patrol Rifle-equipped unit and an Area supervisor. The base frequency will be put on stand-by

until there is a Code Four or the concerned units have switched to a tactical frequency.

“All Units, Code Robert-Rifle, (location), Code Robert-Rifle, (location).”Example:

CODE ROBERT-SLUG156

A Code Robert-Slug is a request for a patrol unit equipped with Slug Ammunition. All requests
for Code Robert-Slug shall be broadcast on Area Group.

After broadcasting a Code Robert-Slug, the RTO shall immediately assign the incident to a Slug

Ammunition-equipped unit and Area supervisor. The base frequency will be put on stand-by
until there is a Code Four or the concerned units have switched to a tactical frequency.

Example: “All Units, Code Robert-Slug, (location), Code Robert-Slug, (location).”
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157 MULTIPLE EMERGENCIES/SAME FREQUENCY

If two unrelated emergencies exist in different areas, but on the same radio frequency, the
following procedures shall apply:

A. Tied (Patched)

If two unrelated emergencies exist in different areas but on tied radio frequencies the
following procedure shall apply:

> The RTO may be required to maintain control of both emergencies until the BCC
and/or an additional operator is available to handle one of the emergencies. If the
RTO is able to maintain control of both emergencies, they should be allowed to do so.
The BCC shall immediately notify a supervisor. The BCC and/or supervisor shall
monitor the emergencies until their conclusion.

> If the RTO is unable to maintain control of both emergencies, the BCC shall
immediately move one of the emergencies to an alternate frequency and handle the
emergency until another RTO is in place. If there are no other RTOs available, then
the BCC shall handle the emergency until its conclusion. As soon as practical, the
BCC or primary RTO shall direct an operator in the general area to notify a
supervisor.

> The nature and status of the emergency shall be the determining factors in deciding
which emergency to move (i.e., a vehicle pursuit will be moved to a TAC frequency
if the second emergency involved a Help Call).

Exception: If two pursuits occur involving a two-wheel motorcycle unit and a field unit
in a four-wheel vehicle, the two-wheel motorcycle unit shall remain on the
base frequency.

Example: “Units responding to the West Valley pursuit switch to Valley Bureau
TAC 1/Channel 41. Van Nuys Help Call will remain on base frequency.”

158 DE-SELECTION OF AIR/K9

When handling an officer-initiated emergency, back-up or vehicle following, RTOs shall
broadcast on the Air/K9 channel to alert the air unit. Once the air unit has switched to the base
frequency of the involved unit, the RTO may de-select Air/K9 and continue to broadcast on the
remaining appropriate channels.

159 RESTRICTING TACTICAL FREQUENCIES

RTOs frequently receive requests from field units involved in urgent tactical situations to restrict
a tactical frequency. The concerned RTO, after receiving the request shall verbally advise their
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BCC immediately. The BCC shall determine the availability of a tactical channel, advise the
RTO and broadcast the restriction on Citywide frequencies.

FREQUENCY COORDINATION WITH AIR SUPPORT DIVISION (ASP)160

Air Support Division (ASD) may verbally request the frequency be put on a stand-by for

specific, brief situations which impact immediate officer safety (i.e., officers in an ambush,

establishing a perimeter). When requesting a critical conditions stand-by, ASD personnel will
broadcast, “Air (Unit No.), clear frequency for an emergency” or “Air (Unit No.) put the

frequency on a standby.” The air unit will handle the urgent tactical situation, then relinquish the

frequency. For lengthy situations, a tactical frequency shall be restricted for all concerned units

to switch to.

Upon receipt of an emergency stand-by request from an air unit, the concerned RTO shall
IMMEDIATELY broadcast:

“All units, stand-by for Air (Unit No.)”

METROPOLITAN DIVISION CODE RED161

Very Important Person (VIP) motorcades or SWAT call-outs are referred to by Metropolitan

Division as “CODE RED.” The Metro channel is restricted from ALL broadcasting. All routine

voice traffic by their personnel is re-routed to a tactical frequency. During these occurrences,
Metro will telephonically notify Communications Division and/or Metro field personnel will
broadcast on the designated channel, “CODE RED.” Routine broadcasts will commence once
the “CODE RED” has been lifted, or unless otherwise advised by the Metropolitan Division
Watch Commander.

STOLEN VEHICLE LOCATOR SYSTEMS162

LO.IACK162.01

LoJack is an electronic vehicle recovery system designed to help officers locate stolen vehicles.
It does not interfere with an officer’s radio car operations or vehicle report procedures.

Police Tracking Computers (PTC) have been placed in police helicopters and patrol vehicles,

The PTC is used to “track” stolen vehicles equipped with LoJack transponders (honing devices).

When a stolen LoJack vehicle is in range (two to four miles), an activation signal (five-
digit reply code) is displayed on the PTC.

A.

The concerned unit may run a vehicle check using the reply code via the Mobile Data
Computer (MDC) or voice request Communications Division to run a check.

B.

> The reply code is entered into the system the same as a vehicle license number. The

letter “LJ” must be entered into the state field.
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Example: QP.1A1-W2.12345.LJ <F10> (Command Line), or use Open Query Form
and change the state to LJ

The Date Base Response (DBR) will be returned in the same format as a stolen “VIN”
return. Operators shall use the terminology appropriate for Code Thirty-Seven returns.

C.

Officers will advise Communications Division that they are tracking or following the
Code Thirty-Seven.

D.

Note: “Tracking” is a notification that the stolen vehicle is in the area, but not in sight.
The concerned Radio Telephone Operator (RTO) shall broadcast the information
on base frequency only.

J

Example: “2A47 is tracking a possible Code 37, w/b 3 Street from Bonnie Brae, red
1990 Ford Mustang, 123ABC.”

Note: If the unit advises they are following the vehicle or requesting an air unit, back-up
etc., the RTO shall follow the established procedures for the specific request made
by the unit.

Upon receiving a request for information from a LoJack employee, Communications Division
personnel shall:

Verify the employee’s identity by obtaining the following information:1.

>The name of the LoJack agent
>The five-digit LoJack number (also referred to as the reply code)

Reference the Ready Reference Directory, Miscellaneous, (MISC) Category in
order to verify that the LoJack employee is on the authorized list. If the LoJack
employee is not listed, the caller shall be advised that Communications Division
will not process the request.

2.

3. If the name of the LoJack employee is on the authorized list in the Ready
Reference and the LoJack employee provides the five-digit number, then
Communications Division personnel may provide the LoJack employee with the
following information:

> Reporting Agency or Agency that recovered vehicle
>Vehicle Damage
> District Reporting (DR) Number
> Whether or not a suspect is in custody

Note: The list of LoJack employees is available in the Ready Reference,
Miscellaneous Category.
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162.02 TELETRAC

TELETRAC is a computerized stolen vehicle locator system with the capability to “track and
record” stolen vehicle movement. The system is equipped with a “location information file”
which enables the TELETRAC Control Center or company/corporate subscribers to provide
Communications Division with the location of the stolen vehicle as it travels through the City.
TELETRAC will make telephonic notifications via the BCC when an activation has occurred.

Routine TELETRAC ActivationsI.

A. TELETRAC Responsibility

TELETRAC will telephone the BCC with the necessary information to dispatch:
> Vehicle description and license number.
> Current location and direction of travel.
>Episode number (equivalent to LAPD incident/event number).
> Name or operator number of TELETRAC employee reporting.

Note: Verbal affirmation from TELETRAC that the owner has been contacted
and advised to make a stolen vehicle report is all that is required for the
BCC to create an incident for dispatch.

BCC ResponsibilityB.

The BCC shall create an incident for dispatch in accordance with established
policies and procedures:

Incident Type:
Detail Type:
Code:

503 Vehicle
3SN GTA Suspects There Now
2

The TELETRAC episode number shall be entered into the comment section of the incident, but
not broadcast.

Example: Any Rampart Unit, GTA Suspects There Now, 4th Street and Vermont, tracking a
Code Thirty-Seven southbound Vermont from 4th Street, red 1990 Toyota Corolla,
2ABC123, Code Two,11234, RD 262.”

The BCC shall maintain an open line with TELETRAC to receive and relay updated information
to responding units. The BCC shall handle broadcasting and inputting information until a Code
Four is received. The concerned RTO shall be responsible for handling requests received after
the Code Four.

Once the vehicle is stopped, the BCC shall advise TELETRAC and terminate the call. The BCC
shall telephone TELETRAC when the vehicle has been recovered to deactivate or terminate the
episode.
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If the vehicle stops moving, a two-officer unit shall be sent to investigate Code Two to the last
known location. If TELETRAC advises that a vehicle has been standing for an hour or more, a
two-officer unit shall be sent to investigate as a recovered vehicle, no code.

If the vehicle leaves the City before it is sighted or stopped, TELETRAC will notify the
concerned agency.

TELETRAC Notifications Received From Owner or Last Drivern.

Communications Division personnel may receive notification of the theft of a
TELETRAC equipped vehicle directly from the owner or last driver of the vehicle. In
these instances the following procedure shall apply:

The operator receiving the call shall interview the person reporting (PR) to obtain
information necessary for dispatch.

A.

> Other crime involved
> Location of occurrence
> Vehicle description and license number
> Direction of travel
> Any other pertinent information
> Location, callback number and name of victim

Note: Do not advise the caller to call TELETRAC.

The concerned operator shall create an incident for dispatch in accordance with
established policies and procedures. “TELETRAC-EQUIPPED” shall be entered
into the comment section of the incident.
The operator shall notify the appropriate BCC of the incident number.

B.

C.

The BCC shall telephone TELETRAC and provide the vehicle license number
and/or vehicle owner’s name. TELETRAC can utilize this information to initiate
the tracking function.

D.

Once TELETRAC has located the vehicle, the incident shall be handled using
established dispatch procedures described in routine TELETRAC activations.

E.

in. TELETRAC Fleet/Corporate Activations

Businesses (private and public) have purchased TELETRAC monitoring units. These
businesses are identified as fleet or corporate accounts and their monitoring units operate
independently of the TELETRAC Control Center. Episode numbers are not assigned to
these activations.
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Calls may be received via 9-1-1 or secondary lines. PRs may be company drivers,

dispatchers or agents. Activations may be related to emergency (i.e., robbery, injury, or
vehicle taken in a robbery) or non-emergency situations.

The concerned operator shall obtain information necessary for dispatch:A.

> Crime(s) involved
> Location of occurrence
> Vehicle description and license number
> Direction of travel
> Any other pertinent information (injuries, weapons, etc.)
> Location, callback number and name of driver/victim

> Name, callback number and contact person for the Company

Note: The PR should be advised to standby for police.

If the dispatcher of the business is able to communicate with the driver they

should ascertain the nature of the problem and relay the information to

Communications Division. An incident shall be created and dispatched in

accordance with established policies and procedures. The statement
“TELETRAC Corporate Activation” shall be entered into the comment section of
the incident.

B.

If the operator is unable to communicate with the driver and the panic/alert button
has been activated, the following should be used to determine if a police problem
exists:

The driver used a pre-designated “code word” indicating an emergency
exists.

1.

There was no response from the driver.2.

The vehicle is off the designated route.3.

The vehicle is moving at a high rate of speed or has not moved for a long
period of time.

4.

An incident shall be created and dispatched as incident type 900 (unknown
trouble). The statement “TELETRAC Corporate Activation” shall be entered into

the comment section of the incident.

The caller shall be transferred to the BCC. The BCC shall maintain an open line

to receive and relay information to responding units regarding the location of the
vehicle. The incident shall then be handled using procedures described in routine
TELETRAC activations.
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If the driver of the vehicle contacts Communications Division directly, the
operator receiving the call shall obtain information necessary for dispatch:

C.

> Crimes involved
> Location of occurrence
> Vehicle description and license number
> Direction of travel
> Any other pertinent information (injuries, weapons, etc)
> Location, callback number and name of driver/victim
> Name, callback number and contact person for the company

If the request for service involves other emergency or non-emergency police-
related situations, the operator receiving the call shall process the incident
consistent with the incident type and code. If a police problem does not exist,
then a field unit shall not be dispatched.

IV TELETRAC Panic/Alert Button Activation

In addition to TELETRAC monitoring units, some of the vehicles may be
equipped with a panic/alert button. Businesses utilizing a panic/alert button are
required by TELETRAC to maintain direct communication (i.e., two-way radio,
computer and cellular telephone) with drivers. The following information shall be
obtained:

A.

Crime(s) involved
Location of occurrence
Vehicle description and license number
Direction of travel
Any other pertinent information (injuries, weapons, etc.)
Location, callback number and name of driver/victim
Name, callback number and contact person for the Company

1.
2.

3.

4.

5 .

6.

7.

If the dispatcher of the business is able to communicate with the driver, they
should ascertain the nature of the problem and relay the information to
Communications Division. The driver should be advised to standby for police.
An incident shall be created and dispatched in accordance with established
policies and procedures. The statement “TELETRAC Corporate Activation” shall
be entered in the comment section of the incident.

B.

C. If the dispatcher is unable to communicate with the driver and the panic/alert
button has been activated, the following should be used to determine if a police
problem exists:

The driver used a previously designated “code word” indicating an
emergency exists.

1.
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There was no response from the driver.2.

The vehicle is off the designated route.3.

The vehicle is moving at a high rate of speed or has not moved for a long

period of time.
4.

An incident shall be created and dispatched as incident type 900 (unknown

trouble). The statement “TELETRAC Corporate Activation” shall he entered in
the comment section of the incident.

The caller shall be transferred to the BCC. The BCC shall maintain an open line

to receive and relay information to responding units regarding the location of the

vehicle. The incident shall then be handled using procedures described in routine
TELETRAC activations.

D.

If the driver of the vehicle contacts Communications Division directly, the

operator receiving the call shall obtain information necessary for dispatch.
E.

If the request for service involves other emergency or non-emergency police-
related situations, the operator receiving the call shall process the incident

consistent with the incident type and code. If a police problem does not exist,

then a field unit shall NOT be dispatch.

F.

V. TELETRAC Panic/Alert Button Activation-Department of Transportation (DOT)

DOT has equipped all parking enforcement vehicles with automated vehicle locators to

provide faster response time to emergency service calls and enhance officer safety.

The TELETRAC system provides a “panic button” in each parking enforcement
vehicle, that when pressed, alerts a supervisor at DOT’S Communications
Division. The TELETRAC system will transmit the current location for the
corresponding vehicle.

A.

Upon receiving a DOT distress call, a DOT supervisor will contact Los Angeles

Police Department (LAPD) Communications Division to request help. Upon
receiving a report of a “panic button activation,” the operator receiving the

request shall create and dispatch a HELP call in accordance with established
policies and procedures.

B.

Example: “All Units, DOT Officer needs Help, Western and Florence, DOT
Officer needs Help, Western and Florence, any air unit come in on
(Division) frequency, panic button has been activated.”
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AH pertinent information shall be broadcast. This call shall be handled as a
Priority I call. One unit shall be dispatched/assigned Code Three; all other units
shall respond Code Two.

C.

Incident Type: 999

Detail Type: O (other)

Code: 3

The statement “Panic Alarm” shall be entered in the comment section of the call.

VI. TELETRAC Activations on Non-Verified Stolen Vehicles

If TELETRAC is unable to contact the owner, Communications Division will NOT
dispatch a field unit or make any broadcast concerning the episode. The following
procedures shall be followed when TELETRAC makes notification on an episode where
the owner was NOT contacted.

The BCC shall create an incident for information only. The phrase, “OWNER
NOT CONTACTED, NO CAR SENT” shall be entered on the first line of the
comment section of the incident.

A.

The episode number, vehicle description, license number and name/operator of
the person reporting shall also be entered into the comment section of the
incident.

B.

The incident and detail types are the same as those used for verified stolen
vehicles. The code shall be removed.

C.

The BCC shall advise the TELETRAC operator of the incident number and close
the incident using the appropriate disposition code, “INF.”

D.

If TELETRAC subsequently contacts the owner and they are still tracking the
vehicle in the City, a call shall be created and the established dispatch policies and
procedures shall be followed.

E.

Note: TELETRAC will advise the BCC that the call is related to a previously
reported incident/episode.

VII. Stolen Vehicle Reports

TELETRAC subscribers will be advised to contact the Area station to make a telephonic
or in-person stolen vehicle report. The subscriber is responsible for notifying
TELETRAC when the report has been taken.
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ON-STAR GLOBAL TRACKING162.03

“On-Star” is a computerized locator system with the ability to “track” vehicle movement. The

system is mainly installed in General Motors vehicles. When an anti-theft device has been

activated, On-Star will only contact police when the vehicle has moved, sounds were monitored,

or the owner of the vehicle has indicated that it was taken.

Theft NotificationsI.

On-Star will contact Communications Division and provide the following information:

> Vehicle description and license/VIN number

> Current location and direction of travel

> Owner verification (including name and contact number)

> Name or operator number of the On-Star employee reporting

> Incident/Case number

When an operator receives a call from On-Star reporting a stolen vehicle activation, the

operator shall obtain verbal affirmation from On-Star that the owner has been contacted

and advised to make a stolen vehicle report.
The operator shall create an incident for dispatch in accordance with established policies

and procedures:

Incident Type: 503 Vehicle
Detail Type: 3SN GTA Suspect Now
Code:
Example: “Any Central Unit, GTA Suspects There Now, 1st Street and Main, On Star

tracking a Code Thirty-Seven southbound Main, License 2ABC123,

2ABC123, Code Two,11234, RD 111.”

2

The operator shall maintain an open line with On-Star to receive and relay additional

information to responding units. The operator shall broadcast and input information until

a field unit has the vehicle in sight or a Code Four is received. The concerned RTO shall

be responsible for handling all subsequent requests.

Once the officer has the vehicle in sight, the operator shall advise On-Star and terminate

the call. When the vehicle has been recovered the BCC shall notify On-Star and advise

them to deactivate the anti-theft device or terminate the incident.

If the vehicle stops moving, a two-officer unit shall be dispatched Code 'lWo to the last

known location. If On-Star advises that the vehicle has not moved for an hour or more, a

two-officer unit shall be sent to investigate as a recovered vehicle, no code.

If the vehicle leaves the City before it is sighted or stopped, On-Star will notify the

concerned police agency.
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II. Air Bag Deployment

On-Star will contact the concerned police agency when they receive a signal from the
vehicle that the airbag has been deployed. An airbag deployment signal indicates that the
vehicle was possibly involved in a traffic collision.

If On-Star is able to verify with the occupant of the vehicle that an airbag has been
deployed, they will provide an exact location, owner’s name, vehicle description and
advise if medical response is required. Communications Division personnel shall
dispatch or refer according to established policies and procedures.

If On-Star reports an airbag deployment, and they have not verified with the occupant
that the airbag has been deployed, On-Star will provide a location within 500 square feet.
The operator shall create an incident and dispatch an area Traffic Division Collision
Investigation (Cl) unit to the reported location of occurrence. The incident shall be a
904(1), Traffic Collision, unknown if injuries. The phrase “UNVERIFIED AIRBAG
DEPLOYMENT” shall be included in the first line of the comment section of the
incident. The EBO receiving the call shall attempt to obtain all pertinent information
(vehicle description, license number, owner’s cell phone number, etc.).

Because On-Star can only provide a location within 500 square feet, the Traffic division
RTO shall utilize assertive dispatch techniques to assign a field unit to check the area
(i.e., request an air unit to fly over the area of the call) to determine if a traffic collision
has in fact occurred.

If Air Support Division advises they have located the vehicle and it appears that police
and/or medical response is required, Communications Division personnel shall dispatch
and/or refer according to established polices and procedures.

IE. On-Star Notifications

Communications Division may receive notification of a vehicle equipped with an anti-
theft system installed with On-Star from the subscriber, hi those instances the following
procedures shall apply:

A. Operator receiving the call shall interview the Person Reporting (PR) to obtain the
following information necessary for dispatch:

> Other crimes involved
> Vehicle description and license number
> Direction of travel
> Location of occurrence
> Location, callback number, and name of victim
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The concerned operator shall create an incident for dispatch in accordance with
established polices and procedures. “Tracking system” shall be entered into the
comment section of the incident

The operator shall notify the appropriate BCC of the incident.

The BCC shall telephone On-Star at (888) 466-7827, menu option 1, and provide
the operator with the vehicle owner’s name and/or license plate number. On-Star
will initiate the tracking device. The BCC shall remain on the line with On-Star to
receive and relay information to responding units.

Note: The operator shall not advise the person reporting to call “On-Star.”

MISCELLANEOUS VEHICLE LOCATOR SYTEMS162.04

In addition to LOJACK, Teletrac and On-Star, a number of other companies offer vehicle

location services to their subscribers (i.e. ATX, BMW, etc.).

Reports from other companies with vehicle location services shall be handled in the same
manner as On-Star incidents.
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TERMINOLOGY FOR DATA BASE RESPONSES
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OPEN QUERY163

The Premier CAD Open Query application is a tool for querying external law enforcement
databases for specific information. Operator(s) enter specific information necessary for running
persons, vehicle license plates and property through various automated systems. Responses
involving Code Six Charles Returns will generate a tone at the RTO and Bureau
Communications Coordinator (BCC) consoles, and messages in both the Alert Monitor
application and in the Query section of the Clock & Messages window.

DATA BASE SYSTEMS163.01

Operators are required to process Data Base Inquiries (DBI) involving persons, vehicles and

property through various data base systems.

RTOs receive requests from MDC and non-MDC equipped units. EBO operators are required to
process DBIs related to incidents.

By entering certain Data Base Selection (DBS) codes, operators are able to query specific Data
Base Systems. DBS codes are single letters which identify external databases. These codes,
along with specific qualifying information, are required to access these systems. The returns are
generated and provided to units in a matter of seconds.

DBS codes are entered in the Data Base Select Field of the Open Query application and the
command line of Premier CAD. There are six external data base systems available for access by
Communications Division personnel. Operators receiving requests from field units for
information on persons, vehicles or property shall query only those systems in which the
requested information is contained.

I. Countywide Warrant System (CWS)

CWS is a computerized system that stores and retrieves all warrants created modified and
recalled, and information on individuals within Los Angeles County only. Warrant
information for persons and vehicles are retrieved from this system.

The Conditions of Probation System (COPS) is a sub-system of CWS and provides
information on individuals on active Court Probation. All inquiries into CWS are
automatically queried through COPS.

To obtain warrant information outside of Los Angeles County, personnel must access the
Criminal Justice Information System (CJIS).

Criminal Justice Information System (CJIS)II.

The Criminal Justice Information System (CJIS) is a Statewide computerized file
containing records which are of interest to the criminal justice community. CJIS is
maintained by the California Department of Justice (DOJ) and it is available to
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authorized local, state, and federal criminal justice agencies via the California Law
Enforcement Telecommunications System (CLETS) network.

CJIS includes the following nine (9) systems:

A. Stolen Vehicle System (SVS)

SVS is a file of records of stolen, felony, lost, pawned, repossessed or stored vehicles;
stolen, lost, felony plates; stolen vehicles parts; and vehicles associated with wanted
or missing persons.

B. Automated Boat System (ABS)

ABS is an online computer file of records of boats (vessels) that are stolen, lost,
repossessed and stored, and boat (vessel) parts that are stolen. Inquiries about boats
(vessels) must include one of the following:

C. Wanted Persons System (WPS)

WPS is a file of records pertaining to wanted fugitives and arrest warrants.

D. Automated Firearms System (AFS)

AFS is an online file of serialized firearm records. There are two types of firearm
records: law enforcement and historical records. Law enforcement records consist of
firearms that are reported stolen, lost, found, held for evidence, under observation,
destroyed, institution registrations and retained for official use. Historical records are
firearms that are associated with a person and have been reported when a firearm is
purchased or transferred (i.e., by a Dealer’s Record of Sale); when a license to carry a
concealed weapon (CCW) is issued; through assault weapon registrations; voluntary
registrations; when pawned, bought, consigned, sold at an auction, operation of law,
new resident’s report, collector’s report, or pawn redemption.

NOTE; AFS is not available to Communications Division personnel. Field
units requesting an inquiry on a gun shall be referred to their station.

E. Automated Property System (APS)

APS is an online computer file of serialized property records that are reported stolen,
lost, found, held for evidence, under observation, pawned, or bought. In addition,
non-serialized jewelry and property that are pawned or bought are maintained in APS.
A Serial Number or Owner Applied Number and type (i.e. bicycle, stereo) is required
for all inquiries. The brand name, make, model, etc. are optional.

NOTE: Communications Division personnel shall not run guns through APS.
Field units requesting an inquiry on a gun shall be referred to their station.
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F. California Restraining and Protective Order System (CARPOS)

CARPOS is a file of records containing subjects of restraining orders. It also contains
the terms and conditions of the restraining order.

G. Missing and Unidentified Persons System (MUPS)

MUPS is a file of records of missing and unidentified persons. The system catalogs
reports according to a variety of physical (e.g., date of birth, height, weight, hair
color, etc.) and dental characteristics. It is continuously available to law enforcement
agencies to assist in locating and recovering missing and unidentified persons.

H. Sex and Arson Registration File (SAR)

SAR is a relational database which stores registration information on Califomia=s sex
and arson registrants. Records that are entered into CSAR are retained indefinitely,

unless an individual registrant is deceased or has been found that he/she is no longer
required to register per court documentation.

I. Supervised Release File (SRF)

The SRF is a file of individuals on “active supervision” status (i.e. parole or
probation). A typical response will provide physical descriptors, drivers’ license and
social security numbers, county and city of residence, primary offense, sex
registration status, supervising officer’s name, phone number and unit. Advisory

information, deemed critical and for the immediate knowledge of law enforcement is

also included in the response.

HI. California Department of Motor Vehicles (DMV)

The California Department of Motor Vehicles (DMV) maintains various automated files

that contain information for Driver Licenses, Vehicle and Vessel Registration, Parking
and Toll Evasion Citation information, Occupational Licensees, and the International
Registration Plan. California DMV files provide information for the State of California
only.

Information on out-of-State driver’s license and vehicle registration information may be

obtained via the National Law Enforcement Telecommunications System (NLETS). See
Manual Section 3/163.02 and 3/170.

Note: The information contained in DMV records is considered personal and
confidential. It is a misuse of CLETS to access DMV or any other records
without a specific request.
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