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*FOLICE, %*LAW ENFORCEMENT, ACULT VOCATIONAL ECUCATION,

STUCENTS MAY USE THIS MANUAL IN A TRAINING FROGRAM FORK
INSERVICE LAW ENFORCEMENT OFFICERS ANC RECRUITS. IT WAS
CEVELOFED BY A STATEWICE COMMITTEE OF STATE LAW ENFORCEMENT

ANC WAS TESTED BY A SUBJECT-MATTER SFECIALIST IN A
FILOT-CLASS STUBY. THE TRAINING FROGRAM IS CESIGNED TO

OF THE MANY FROBLEMS INVOLVED IN FROVIDING GOOD LAW
ENFORCEMENT SERVICES. SOME OF THE 13 INSTRUCTIONAL UNITS,

NIGHT, (2) HANDLING MISDEMEANORS WITNESSEC BY OFFICER, (3)

SHOOTING A REVOLVER. EACH TRAINING FROCECURE CONTAINS AN
INTRODUCTORY STATEMENT, A LIST OF NECESSARY EQUIFMENT,
GENERAL SAFETY FRACTICES, AND A DETAILED OQUTLINE OF

SUFERVISION OF A SELECTEC AN TRAINED FOLICE OFFICER. THE
COCUMENT 1S ILLUSTRATED WITH LINE DRAWINGS AND #HOTOGRAFHS.
TWENTY-SEVEN AFFENDIXES CONTAIN ITEMS SUCH AS THE BILL OF
RIGHTS, CANONS OF FOLICE ETHICS, ANC EXAMFLES OF REFORT
FORMS. AN INSTRUCTOR'S MANUAL (VT 003 690), A LEARNER'S

TRACE ANC INCUSTRIAL ECUCATION SERVICE, INSTRUCTIONAL
MATERIALS LABORATORY, THE OHIO STATE UNIVERSITY, 1885 NEIL
AVENUE, COLUMBUS, OHIOQ 43219. (HC)

........

ED 016 025 | VT 595 689

UNIT OF THE OHIO LAW ENFORCEMENT OFFICERS® TRAINING PROGRAM,

FUB CATE  JUL 66

CESCRIFTORS~ *STUDY GUIDES: %TRACE ANC INDUSTRIAL EDUCATION,

TRAINING CONSULTANTS, SFECIALISTS, ANC AN ACVISORY COMMITTEE
FROVICE LAW ENFORCEMENT OFFICERS WITH A BETTER UNCERSTAND ING
TRAINING FROCECURES, ARE (1) FATROLLING ON FOOT DURING CAY OR

HANDLING TRAFFIC ACCICENTS, (4) TESTIFYING IN COURT, AND (5)

FPROCECURAL STEFS. STUDENTS ARE TO USE THE MATERIAL UNCER THE

MANUAL (VT 000 692)+ ANC AN INSTRUCTOR'S MANUAL (VT 000 693)
ARE AVAILABLE. THIS DOCUMENT IS AVAILABLE FOR $2.25 FROM OHIO
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Preface

The State Department of Education has been instrumental in providing training in
skilled and technical occupations to the citizens of Ohio since 1918, through the
Trade and Industrial Education Services, Division of Vocational Education.

Training intrade and industrial education enables individuals, both male and female,
to prepare for initial employment in a trade, technical or service occupation. In
addition, it enables employed workers to upgrade themselves and advance in their
chosen occupations, and retrains those who are temporarily unemployed .

In the adult category, special emphasis is placed on training for public service per-
sonnel, such as fire fighters, rescue and emergency personnel, school bus drivers,
custodians, hospital ﬁousekeepers, electric linemen and law enforcement officers.
The purpose of this training is to upgrade the services rendered to the citizens of a
community by improving and providing additional skills and/or knowledge, thereby
resulting in more efficient and effective services .

The cost of crime and traffic accidents, including the human suffering resulting
therefrom, is an enormous waste of every community's resources. A well trained

and efficient law enforcement officer is probably the most effective means of reduc-
ing this human toll and suffering.

‘The Law Enforcement Training Program of the Vocational Trade. and Industrial Edy-

cation Services in Ohio is intended to provide training to officially designated law
enforcement agencies. The purpose of this manual is to supplement this organized
training program planned to provide the law enforcement officer with the skills and
technical knowledge essential in carrying out his duties. It outlines methods of ef-
fective operation which will enable each officer to recognize the importance of his

position within the law enforcement agency and to stimulate the officer in performing
his service with pride.

The Law Enforcement Officers Training Program and this publication are provided
through the cooperative efforts of the Trade and Industrial Education Services, Vo-
cational Division, State Depariment of Education; College of Education, The Ohio
State University; and the public schools of Ohio.

Martin Essex, Superintendent of
Public Instruction

Byrl R. Shoemaker
Director of Vocational Education
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The Law Enforcement Officers Training Program was developed by the Trade and
Industrial Education Services, Division of Vocational Education, to meet the needs
expressed by the Buckeye State Sheriffs' Association and the Ohio Association of
Chiefs of Police, for an effective training program.

This training program is designed to provide law enforcement officexrs with a better
understanding of the many problems involved in providing good law enforcement
services. It presents practices which have been used successfully in organized
training programs in various sections of the country.

In former years, law enforcement services were primarily concerned with enforc-
ing a few state and local laws, controlling a comparatively small number of ve-
hicles, and effecting the arrest of local violators. New officers were often placed
on duty without receiving adequate training, necessary supplies and equipment.
This frequently resulted in ineffective law enforcement services. Fortunately to-
day, ineffective practices are not as prevalent as they once were. The recent in-
crease in the number and variety of laws, increase of ownership and use of vehicles,
the growth of urban areas, and the demands of a better educated public has led Ohio
to recognize the need for training in the knowledge, skills and services of a spe-
cialized nature. The Ohio LawEnforcement Officers' Training Program should help
communities provide more effective and efficient law enforcement services.

The objectives of this training program sponsored by the Trade and Industrial Ed-
ucation Services are as follows:

1. To determine local, county, regional and state needs and to im-
plement a program to adequately meet these needs on a continu-
ihg basis.

2. To improve the competencies and skills of local law enforcement
personnel.

The state supervisor and the law enforcement training staff within the Trade and
Industrial Education Services utilized a State Law Enforcement Advisory Committee
in order todetermine the previously mentioned objectives; the principles and policies
for the law enforcement training program; and the manner in which it is conducted
in Ohio. This advisory committee is composed of representatives from The Buck-
eye State Sheriffs’ Association and The Ohio Association of Chiefs of Police,
Incorporated.
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A comprehensive training program for law enforcement officers is being imple-
mented. The following types of training are now available:

Basic Training . Officer Leadership Training:
Advanced Training Instructor Training
Regional Law Enforcement Institutes’ Conference Leadership
State Law Enforcement Institute Effective Speaking
Arson Investigation Human Relations

Job Methods

The intent of this manual is to provide the necessary instructional material, which

will serve as an up-to-date and comprehensive source of information, covering the

practices and techniques of the procedures included in the Basic Course - Unit I.

Instructional materials of this type are the key to conducting an effective and efficient
training program.

It is our sincere desire that law enforcement officers throughout the state will re~-
alize the ultimate benefits to be gained in the organized state training programs
utilizing this manual and its procedures.

Harry Davis, Supervisor
Trade and Industrial Education Services




The Trade and Industrial Education Services acknowledges the cooperation and
contributions made by the various persons in devoting their time, and giving advice
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Training Procedure No. 1

UNIFORM, ACQUIRING AND MAINT AINING

INTRODUCTORY INFORMATION:

Law enforcement officers wear uniforms in order to perform their duties more
effectively and safely.

The officer in uniform is the government's symbol of law and order. The very
sight of an officer, in most instances, stops the potential law violator from com -
mitting a crime for fear of apprehension. In this respect, the uniform serves

a crime preventive function. Since the prevention of crime is the officer's primary
rasponsibility, the uniform which is seen most often by the most people is the

most effective.

The uniform identifies the officer as a member of that arm of gov “.iment which

is responsible for ensuring compliance with the law. Due to the hazardous

nature of the duties involved,. such'as, the use of firearms in arresting a crim -
inal, it is imperative that not only the person being arrested recognize the officer,
but spectators as well. This is necessary in order that the criminal have no
excuse for non-compliance and the law abiding no misunderstanding as to what i3
taking place--an arrest or a robbery. In this respect it aids the officer's
personal safety.

Because the law enforcement officer will be required to wear a uniform he must
concern himself with quality, economy, and appearance. Since there is no sub-
stitute for good quality, the officer should accept nothing less. Whether the offi-
cer personally purchases or is issued a uniform does not alter the fact that it
costs money to purchase and to maintain. By foilowing a few simple procedures
the officer can extend the life of the uniform thereby saving money and at the same
time maintaining a neat appearance. The neat appearing officer finds it less
difficult to have people comply with his requests and creates a favorable impre-
sion in the eyes of the public for himself and his department.

EQUIPMENT NEEDED:

Clothes hangers, Wooden Leather Polishing:

Fabric Cleaning: Brush
Cleaning fluid Cloth, Polishing :
Cloth, Soft white Metal polish dauber (with scraper)
Clothes brush, Hard bristle Saddle soap ;
Hat brush, Soft bristle Shoe polish, Black
Lint remover Sole dye, Black

> m«q—wm-v-wmwewp-w-r e ST T Y T - P
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LAW ENFORCEMENT OFFICER TRAINING

{

Revolver Cleaning Kit, 38 Caliber: - Metal Polishing:
Bore brush, Brass wire ; Cloth, soft : N
Bore cleaner Metal polish
Car wax, Fine grade Shoe trees, Wooden ]
Course cloth or fine steel wool Trouser hangers, Wooden

Cylinder brush, Nylon or clamp type =
fibre bristle _

Gun grease, Fine grade

Lightweight oil, Fine grade -

Patches - '

Rod with detachable tip

Screwdriver, Small _ ‘ .

Toothbrush or 1/2" to 1" stiff
bristle paint brush

GENERAL SAFETY PRACTICES: . ' L]

~-Follow proper safety procedures in handling weapon and ammunition
Avoid inhaling dangerous cleaning fluid fumes L
Use cleaning fluid in well ventilated room and away frcm open flames

.«3  Tailored properly for fit )
.4  Permitting proper freedom of
movement . -
.5 Placing items to be carried in the )
field into pockets during fitting :
.6  Wearing belts used in the field during

STERS . KEY POINTS -
1.  Acquiring uniform : 1.1 In accordance with departmental | ]
: : regulations ' . uE
: .2 If purchasing, only from reputable i
: dealer

: fitting — ;
: .7  Testing fit by standing, bending, sit- -
: ting, crouching, walking, and ;
: running -
: .8  Having band of rubber sewn inside the .
: trouser waist "
: .9  Having piece of cloth sewn into front -

' and rear trouser leg creases at —

the bottom on the inside




LAW ENFORCEMENT OFFICER TRAINING

STEPS. | KEY POINTS.

1.10 Having snaps sewn on both ends of ]
all pocket flaps of jackets and 3
shirts ' 5
2. Dry clean woolens 1 Regularly -
' 2 Selecting a reputable firm
.3  Identifying stain by attaching note o
4  Requesting military crease in shirts

3. Launder cottons 3.1  After each wearing

.2  Ironing military creases into shirts
4., - Brush clothing 1  Frequently
2  Before and after wearing
.3  Outdoors in sunlight
4  Brushing hats gently using soft
bristle brush
Using hard bristle brush cn clothing
and caps
.6  Brushing clothing vigorously
.7  Removing lint with lint remover

1  Shoes daily
2  Other leather at least once a month
.3  Cleaning with saddle soap regularly
4  Preventing excessive accumulation
of polish
.5  Avoiding a hard finish (high gloss)
on leather parts that flex

5.  Shine leather

6. Shine metal 6.1 Daily, using correct polish for

' particular metal finish

.2  Following instructions on polish
containers

Avoid scratching of surface

3
.4  Avoid handling polished metal

v ee oo o0 00 o0 00 oo o0 00 00 08 o0 oo L X ] 00 060 60 00 00 060 00 00 00 00 00 oo 00 06 60 00 00 00 o0 00 oo
[ ]
w

7. Dry out wet uniform : 7.1 Promptly
' : .2 To prevent mildew and maintain

shape




LAW ENFORCEMENT OFFICER TRAINING

.STEPS i KEY POINTS

7.a.1  Shaking off excess water _
.2 Blotting visor with soft absorbent E
' cloth '
Wiping metal buttons dry _
Removing cap badge :
Turning leather liner down
Removing all size adjusting material — |
Placing on flat surface '
. Setting on visor and brim

7.a. Caps or hats

PRCE- R X

~
&

7.b. Clothing Removing belts

Emptying all pockets :
Removing all metal insignia — |
Shaking off excess water
Wiping all metal parts dry
Fastening buttons " -
- Closing zippers
Hanging shirts and coats on wooden
hangers -
Using wooden clamp hangers for ]
trousers
.10 Placing on hangers carefully
.11 Removing and smoothing wrinkles
.12 Allowing adequate air circulation
.13  Allowing to dry naturally ,
"« 14 Keeping away from heat ap
.15 If excessively wet, have dry cleaned
after drying . ‘ 11
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7.c.1  Wiping off excess water outside and
inside -
.2 Using wooden shoe trees to retain
shape
Lacing and tying shoe laces to retain
shape e
.4 Laying shoes on sides on protective
covered flat surface
5 Allowing to dry naturally
: .6  Keeping away from heat

7.c. Shoes amd overshogs
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7.d. Leather, weapon and
foul weather gear

8.

9.

10,

LAW ENFORCEMENT OFFICER TRAINING

STEPS

Clean revolver

Remove loose dirt

Remove stainps

7.d.1

10.

e o
O NS

.11
.12

.13 -

.14
.15

N OV W N

[ ] [ ]
N et

SN W

KEY POINTS

Wiping off water

Removing equipment from holster
and cases, following safe weapon
procedures .

Removing cartridges from revolver

Hanging belts and straps from
buckles - straight

Wiping dry all metal

Emptying pockets of leather jacket

Hanging jacket on wooden clothes
hanger :

Placing on hanger carefully

Buttoning buttons

Closing zippers

Removing wrinkles

Turning collars up

Placing glove on upright stick to aid
circulation

Allowing adequate air circulation

Allowing to dry naturally

Remaining isolated

Rechecking cylinder to make certain
it is empty

Handling to prevent damage

Inspecting for serviceability

Completely

Using proper materials and equipment

Securing weapon after cleaning

When thoroughly dry

Working in area covered with
newspaper

Using clothes brush on clothing

Brush with and against nap carefully

Using scraper on shoes

Avoid scuffing of leather

Promptly
Avoid damaging the fabric

Placing clean absorbent cloth under
stain




11,

12.

13.

LAW ENFORCEMENT OFFICER TRAINING

STEPS
Wash rubber

Repair of damage

Store uniforms’

.8
9

KEY POINTS

Bfushiﬁg outward from the center
Spot-cleaning small stains only

With water, mild soap, and soft
cloth

Avoid scratching surface

Rinsing thoroughly

As soon as possible

Tears, replacing buttons, or worn
parts

By qualified persons

Replacing shoelaces, heels, and soles
when necessary

Replacing irreparable or frayed
items

Dyeing worn leather

When not in use

After cleaning

On hangers in plastic- bags

In dustfree location

Allowing sufficient room between
garments

- Placing moth balls in plastic bag and

garment when stored for long
period

Folding unstarched and unironed
cottons

Placing footwear in closed cloth bags

Placing caps and hats in a crushproof
box '




Tx"a"ir_ling Procedure No. 2
PATROLLING ON FOOT - DAYTIME - *NIGHTTIME

INTRODUCTORY INFORMATION:

The officer is responsible for guarding persons, their rights, and property in a
designated area by requiring all people therein to obey the law. This guard duty
is performed best when the officer goes about his designated area (beat) inspect-
ing persons and property as often as possible. Performing this duty is called -
patrolling. The officer enforces the law on all persons on his beat by persuasion
if possible, by force if necessary.

Patrolling, when properly performed, is the best method by which the law en-
forcement officer can carry out his primary responsibility of preventing crime.
The basic method of patrolling is on foot. Its chief advantage over other methods
is the officer's daily intimate contact with the people and the property on his
beat. Itis from these contacts that the officer learns who resides, earns a
livelihood, and engages in recreation on the beat. By careful observation, he

. soon learns who and what is usual or unusual.

The law enforcement officer can become more proficient and effective during the
time he is on duty (watch) by the constant application of the proper patrolling
techniques contained herein. .

EQUIPMENT NEEDED:

Baton, Riot : ‘ Persons Report
Belt, Sam Browne Preliminary Investigation Repoxrt
Card, Identification (See (See Appendix N)
Appendix M) Handcuffs
Cards, Business Holster, Closed Revolver
Cartridges, 12, Extra Revolver Key, Handcuff
Case, Cartridge, Double Keys, Other (as required)
Case, Handcuff Knife, Pocket
Chain, Whistle License, Operator's
Citation Book, Traffic Map, Local
Dimes Notebook, Pocket
Flashlight, with extra bulb Pen, Ball Point
: Pencil, Mechanical
i Forms: Radio, Portable Two-way Transistor
5‘ Business Security Survey Report Revolver, Loaded Service

Information on Personalities

Note: Items identified by an asterisk pertain to nighttime patrolling only.
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LAW. ENFORCEMENT OFFICER TRAINING

'Ring, Baton (with strap) Stick, Yawara

‘Ruler, 6" Plastic ' : ‘Timepiece
Schedule, Local Commercial - Uniform of the Day
Transportation . Whistle, Traffic

GENERAL SAFETY PRACTICES:

Maintain physical fitness
Wear six inch duty shoes with protected toes and rubber heels
. All eye glasses, including sunglasses, should have hardened lens and be pre-
~ scribed by an oculist '
‘Be constantly alert for potential personal hazards
Stop and listen before turning corners
Weapons must. never be given to anyone in the field
Secure all equipment from rattling
. Approach all persons and things-with caution
Use prescribed whistle and flashlight signals
- Carry change in watch pocket
.- Hold flashlight in weak hand
- Keep flashlight away from body when in use
' Check flashlight for serviceability
*Night duty should never be performed with a cold or persistent cough
*To maintain night vision, avoid heavy smoking and use of intoxicating beverages
~ *Loud talking, singing, or whistling should be avoided
“*Close one eye when a bright light appears, to maintain night vision
*Maintain your sense of direction
*Run only when absolutely necessary
*Avoid smoking when walking the beat.
*Secure all equipment from reflecting

STEPS KEY POINTS

ON DUTY RELIEF

[
L ]
[

1.  Prepare for watch Inspecting personal equipment for
serviceability.

Reporting in well groomed

Wearing uniform of the day

Reporting before prescribed time

Avoid loitering in business offices

Checking bulletin board

Recording date, day of week, watch,

: beat, weather condition, super-

: visor's name on Note Book Log

Sheet (See Appendix D)
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LAW ENFORCEMENT OFFICER TRAINING

STEPS KEY POINTS

1.8 Receiving orders and pertinent in-
formation from watch commander
.9 Recording necessary law enforce -
ment intelligence in notebook
(See Appendices E and F)

.10 Standing inspection for watch commander
.11 Discussing beat activity with supervisor
(See Appendix G)

2.  Proceed to watch relief : 2.1 At pre-determined location
point : Arranging for transportation with super-
: visor
Varying time and route pattern
Handling violations witnessed enroute
Arriving early
Being inconspicuous

)

- 9

3.  Meet with beat officer : 3.1 Recording:
: ‘ : 1 Name
2 Number
.3 Time
4 Location
.2 Obtaining pertinent information:
Cases requiring follow-up
Requests for law enforcement intelligence
‘Law enforcement hazards
Previous information
Safety hazards
Changes in trafficways
3 Selectirg next watch relief point:
.1 Having good view of beat
Should be inconspicuous
.3  Sheltered lccation during inclement
weather
*.4  Should be lighted and safe
.5 Varying the location
.6  Recording location
.4 Notifying dispatcher when unable to
make contact

O U W N =
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LAW ENFORCEMENT OFFICER TRAINING

KEYPOINTS.

Taking charge of beat

Leaving beat only for required duties

Requesting supervisor's permission
to leave

Notifying dispatcher of location

Recording all absences from beat
and reasons therefore

Acting on pending assignments re-
quiring immediate action

Inspecting pedestrian or other
hazards requiring lighting

RECONNAISANCE PATROL

STEPS
Relieve beat officer 4.1
o2
.3
.4
: )
.6
*.7
Proceed to area to be : 5.1
reconnoitered :
S
. *
: .2
Reconnoiter the area : 6.1
o2
.3
: .4
S
.6
: o7
: *.8
*.9

10

w

(VI

Selecting area with:
High criminal, pedestrian, or
vehicle activity
Larger proportion of law enforce-
ment or safety hazards
Activity which is to take place
during watch
Bright lighting first
Little or no lighting last
Varying time and route pattern

Being systematically unsystematic
in patrolling '

‘Covering selected areas fairly

rapidly

Constantly utilizing periphera! vision

Stopping and listening for unusual
activity before turning corners

Be alert to present and future activity

Noting activity that may occur during
watch _

Handling only those problems re-
quiring immediate attention

Dark-adapting eyes by closing them
momentarily before entering dimly
lighted areas

Avoid direct bright lights
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LAW ENFORCEMENT OFFICER- TRAINING

STEPS KEY POINTS

*6.10 Stand and look into darkened areas

7.  Talk with sources of : 7.1  Having vantage occupations
information : .2 Learning of activity that may occur
' during watch

8.  Observe persons, places, : 8.1  Anything unusual
and things . : .2 Indicating activity that may occur
during watch
*.3  Observing distance reduced and
: distorted during nighttime and
: certain weather conditions

STANDARD PATROL

9.  Proceed to location to be ¢ 9.1 Walking slowly and erectly
inspected : .2  Letting yourself be seen
: .3  Grasping strong hand with weak
: hand behind back
! .4  Unofficial objects must.not be

: carried

-9  Using heel to toe method--on out-
: side edge
: .6 Walking on ball of foot when using
: ' stairs

: -7  Avoiding surveillance by others
: .8  Stopping and looking back over route
traveled
.9  Being aware of physical background
.10 Looking at opposite side of street,
upper floors, and roofs of
buildings
: .11 Stopping and listening for unusual
activity before turning corners
: .12 Being aware of changes in trafficways
: .13 Handling problems as they occur:
.1 Within jurisdiction and capabilities
o2 Requesting departmental assistance
from supervisor or dispatcher
when necessary

11




" LAW ENFORCEMENT OFFICER TRAINING

o
STEPS KFY POINTS
9.13.3 Criminal, traffic, juvenile, and
special requests in that order
: .14 Time and place of patrol inter -
) : : ruptions should be recorded
] : .15 Telephone service should be avail- 3
: : able at location of interruption ' T
: .16 Varying time and location of personal t
s and meal period ‘ B
: .17 Covering beat as often zs possible ;
: until time of relief , nE
*.18 Walking quietly uE
: : *.19 Standing and walking in shadows ,‘
:  *.20. Avoiding being seen or silhouetted [ J

: *.21 Crossing streets where there is least mE

amount of light :

*.22 Being alert for potential assaults in
dimly lighted areas

10. Inspect public property : 10.1 Recording time and location of:
' : .1 Unsafe conditions
.2 Damaged property
.3 Improperly functioning equipment
~ .4 Dead or injured animals

.2  Correcting unsafe conditions immedi-
ately v.ien within authorization and
capability

.3  Notifying dispatcher when immediate
corrective action beyond capability,
is necessary

.4  Reporting, in writing, unsafe conditions
and recommendations for improve-
ment to supervisor (See Appendix G)

11. Conduct business security : 11.1 Contacting businessmen periodically
survey : and leaving business card on first
contact (See Appendix H)
Assuring periodic inspection
Inspecting business security measures
.4  Completing Business Security Survey
Feport form (See Appendices I and J)

w N
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LAW ENFORCEMENT OFFICER TRAINING

STEPS KEY POINTS

11.5 Recording current information:
.1 Name, address, and telephone
number of business, manager,
and assistant manager

.2 Type and amount of security
~ equipment
.3 Security measures taken in
operations

.4 Security hazards

¢S Selected employees

.6 Recommended improvements
.6  Requesting beat officer on night
watch to check nighttime security.
and to make recommendations
.7  Giving completed form to supervisor

12. Inspect security of buildings 12.1  Those closed for special reasons

12.a. Exterior At close of business day

.2 Locating security alarms, knowing

type and nature of installation

.3 Checking security equipment to be

in place, original, and serviceable

.4 Remaining inconspicuous to anyone

inside :

.5  Trying all accessible means of entry

and exit, especially rear and roof

.6 Looking for indications of attempted

and completed forced entry from

without and within

.7  Looking and listening for movement
from within

Checking interior physical arrange-
ment for alterations

.9  Recording inadequate security

measures

.10 Recommending adequate security

measures, if requested by owner

se 66 66 66 66 ¢6 26 68 oo o8 o8 o6 es o6 S0 oo
*
o]
.
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b.1  Recording time building found
unsecured

12.b. Interior

13
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LAW ENFORCEMENT OFFICER TRAINING
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12.b.2

o3

.4

29

.6

o7

o8

.9

.10

- o11

14

.12
.13

.14
15
.16
.17
.18
.19
.20
.21
.22

.23
.24

25

KEY POINTS

Recording name and address of
occupying firm

Notifying dispatcher of name of firm,
building, and location

Requesting assistance for interior
inspection

Requesting dispatcher to notify owner,
request his presence, and deter-
mine his estimated time of arrival

Determining if authorized person is
inside

Checking authorized person's identity
with owner

Recording name, position of employee,
home address, and telephone
number

Recording name and position of per-
son responding in place of owner

Entering building with another officer

Avoiding being silhouetted

Carrying revolver in strong hand

Carrying flashlight in weak hand, if
interior dark

Holding flashlight to side and slightly
ahead of body when in use

Keeping other officer or flashlight in
view at all times

Using proper flashlight signals

Avoiding cross fire :

Checking one room at a time

Looking up as well as on floor level

Starting on lowest floor, working up

Closing all doors after entering each
room ‘

Locking all doors after searching
each room

Walking quietly, using short steps

Stopping and listening for movement
sounds

Completing search of building even if
one suspect apprehended
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LAW ENFORCEMENT OFFICER TRAINING

STEPS

13, Ihspect security of property

| 14. Imspect parked vehicles

13.1

o2

[ ]
00 1 O U i WO N

.8
9

.10

15

KEY POINTS

Checking secutity equipment to be in
place, origitial, and serviceable

Checking physical arrangement of
property '

Recording inadequate security
measures$

Notifying owner of inadequate
security measures

Recommending adequate security
measures, if requested by owner

Selecting those that are unusual as to:
Area
Beat
Location in which parked
Manner in which parked -
Time at which parked
Length of titme parked
Neglected care or condition
Altered or absence of required
identification
Contents
Approaching fréom rear cautiously
Checking for occupants cautiously
Checking license number against
Wanted Vehicle list (See Appendix
F) '
Determining if stolen or abandoned
Determining if wanted--with or with-
out occupants
Determining if being or has been used
in committing crime
Determining ownership
Recording licensé number, description,
and location of' suspicious vehicles
File checking with dispatcher at first

opportunity




LAW ENFORCEMENT OFFICER TRAINING

15. Inspect transient lodging
facilities

16. Inspect establishments ccn-
sidered a law enforce-
ment hazard -

14.

16.

11

1

.10
.11
.12

.13

. 14

16

.15

.16
A7

KEY POINTS

Marking rim of tire with pencil for
future identification

Citing flagrant parking violators

Maintaining wanted vehicle list

Hotels, motels, and trailer courts

Including parking facilities

Talking with employees regarding
guests

Reviewing registers

Noting new guests

File checking selected guests and
vehicles

Having employees look at photographs
of wanted persons

Walking quietly around corridors

Including hangouts of known or sus-
pected criminals

At time of opening and closing

At time of peak activity

At time violations most likely to
occur

Frequently

Locating all entrances and exits before
entering

Varying points of entry and exit

Pausing and listening before entering

Dark-adapting eyes by closing them
momentarily before entering dimly
lighted establishments

Using caution in entering

Carrying flashlight in weak hand

Observing activity, especially the
unusual, throughout establishment

Noting employees and clientele

Noting changes of employees and
clientele

Noting potential violations and
violators

Noting changes in physical facilities

Avoid lingering
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17, Inspect locations considered

. 18,

19.

LAW ENFORCEMENT OFFICER TRAINING

STEPS

17.1

a law enforcement hazard

*e o0 LX ]
® ® .
w N

e ©8 060 06 ©0 66 9 o6 o0 oo
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©

Develop sources of information

[}
w

: oS

Interrogate suspicious persons 19.1

.
N

17
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KEY POINTS

At time violations most likely to
occur

More frequently and intensively
where crime rate is high

Varying avenue of approach, points
of entry, and exit

Checking physical arrangement,
entrances, and exits

Talking with persons who frequent
the location

Keeping known criminals away,
legally, or under surveillance

Advising clientele and attendants
of crime preventive procedures

Noting potential violations and pre-
venting them from becoming
actual

Determining how the hazards can be
reduced

Reporting recommendations to
supervisor

Selecting persons with vantage
occupations

Recording data about source on In-
formation on Personalities form
(See Appendix K)

Building confidence

Gathering law enforcement
intelligence

Determining conspicuousness by
source and circumstances

When time, place, appearance,
and/or actions of a person appears
to be out of the ordinary

To know unusual people or criminals
on the beat

Approaching with caution

Remaining at a discreet distance
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LAW ENFORCEMENT OFFICER TRAINING

STEPS

Report in

.12

.10
.11

.12

.13
.14

*.15
*.16

*.17

*.18

18

'KFY POINTS

Asking as few questions as possible

Keeping strong side away from person
being interrogated

Speaking in conversational tone

Recording all field interrogations

Completing Persons Report later
(See Appendix E) "

File checking selected suspicious
persons

Maintaining wanted persons list

Determining if wanted, runaway, or
lost

As ordered or scheduled

To dispatcher

For security check

Within 10 minute leeway of designated
time

Varying time and location

Selecting sheltered location during
inclement weather

Identifying location and telephone
number

Using identifying code

Having pen and notebook ready for
note taking

Obtaining pertinent information

Arranging for information pick-up
point, when necessary

Keeping conversation brief and to
official business only

Recording dispatcher's name

Recording time and location of
report in |

Closing call box door quietly

Keeping outdoor public phone booth
light off by leaving door open

Dialing operator only if silence
required

Cupping flashlight head with hand




'LAW ENFORCEMENT OFFICER TRAINING

STEPS | KEY POINTS

OFF DUTY RELIEF

21, Proceed to watch relief point : 21.1  Meeting the relief officer
: .2 At end of duty hours
.3 At pre-determined location
.4  Varying time and route pattern
.5  Handling violations witnessed enroute
.6 - Arriving after relief officer
22. Meet the relief officer : 22.1 To be properly relieved of beat
.2  Recording:
.1 Name
.2 Number
.3 Time
.4 Location

.3 Providing pertinent information:

.1 Cases requiring follow-up

.2 Requests for law enforcement
intelligence

.3 Law enforcement hazards

.4 Previous information

ed Safety hazards

.6 Changes in trafficways

.4  Selecting next watch relief point:
Having good view of beat
Should be inconspicuous
Sheltered location during

inclement weather
Should be lighted and safe
Varying the location
Recording the location

Turning beat over to relief officer

Notifying the dispatcher when unable
to make contact

® o o
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23. Proceed to headquarters + 23,1 Completing and turning '~ ~equired
: reports
Varying time and roste pattern
Handling violations witnessed enroute
Reporting off duty to supervisor or
dispatcher upon arrival

.
N

W

19
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LAW ENFORCEMENT OFFICER TRAINING

STES.

Complete required reports

23.5

24,1

e o o
D bW

20

KEY POINTS
Avoid loitering in business offices

Recording activities and law enforce-
ment intelligence

Before leaving headquarters

Using pen or typewriter

Properly and legibly

Officer's Watch Activity Report
(See Appendix L)

Turning in reports to supervisor

Retaining a copy of all reports for
personal file
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' Tfaining Procedure No. 3

PATROLLING IN AN AUTOMOBILE - DAYTIME - *NIGHTTIME

INTRODUCTORY INFORMATION:

Since the uniformed officer is more effective in preventing crime when con-
stantly patrolling, it also follows that a properly and conspicuously marked
automobile is more effective when kept constantly on patrol. The law enforce-
ment officer must realize that a patrol car is an expensive piece of equipment
and only when properly used can it aid him in performing his duties more ef-

- ficiently and safely, while at the same time providing economical law enforce- |

ment services to the community.

Proper patrolling in an automobile is by far the most efficient method of providing
law enforcement services to a large area. An officer can check a beat involving
a greater area more often and with less fatigue with a patrol car than by foot.
The patrol car radio affords constant and instant contact with headquarters and
other patrol cars should assistance be required for the officer's safety. Calls
and assignments can be answered more rapidly, thereby, increasing the officer's
efficiency and improving the services rendered. It provides protection during
inclement weather and in gun battles. It permits carrying and having readily
available a variety of equipment, thereby, making the officer practically self-
supporting. The transporting of officers, prisoners, and other authorized per-
sons are more easily and rapidly handled. A patrol car provides the officer

with an element of surprise due to the patrol car’'s speed and mobility.

There are many other advahtages in the use of a patrol car than those listed
above, however, the real value of patrolling in an automobile is dependent upon
the officer using the car properly and effectively.

EQUIPMENT NEEDED:

Accident Investigation Kit Belts, Safety Seat
Crayon, Marking ( yellow lumber) Bulb, Traffic Baton (extra)
Paper, Graph Camera Kit:
Tape Measure, 100 ft. Metal Bulbs, Flash
Reinforced Cloth Camera
Tape Measure, 10 ft, Spring Steel Flash Unit (battery condenser
(white surface) type)
Template, Accident Investigator's Film
Bags, Evidence Clipboard

Baton, Traffic (red) Code Book, Motor Vehicle

Note: Items identified by an asterisk pertain to nignttime patrolling only.
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LAW ENFORCEMENT OFFICER TRAINING

Code, Radio : Mirrors, Outside Rear View (2)
Compass, Magnetic ' ' Panel, Switch
Credit Card, Gasoline, Departmental Radio, Three-way
Desk, Patrol Car Raincoat
Fire Extinguisher, Carbon Dioxide _ Rescue Kit:
First Aid Kit Bar, Crow and/or wrecking
Forms, Prepared Report (as required) ‘ Blanket
Gloves, Driving. _ Crash-axe, Shock Proof
Helmet, Safety Fusees, Red, 30 Min-
Holder, Riot Baton ute (12)
- Holdex, Traffic Baton Gloves, Cloth (plastic

Holder, Fire Extinguisher - coated) .
Holder, First Aid Kit Holders, Fusee (12)
Holder, Flashlight Rope, 1/2" Polypropylene
Holder, Electric Lock Shotgun or Nyion (100 ft.)
Holder, Shotgun Shell Stands, Fusee (2)
Keys, Patrol Car Screen, Folding Plexiglass
Light, Interior (Manually operated Dividing

only) Shotgun, Riot
Light, Emergency Beacon Signal, Recall
Light', Plug-in Spot (with 100' cord) Siren, Vehicle (Electronic)
Lights, Two Spot Speedometer, Calibrated (with

lock button)
Tags, Property

GENERAL SAFETY PRACTICES:

Be constantly alert for potertial personal hazards
Maintain physical fitness
All eyeglasses, including sunglasses, should have hardened lens and be pre-
scribed by an oculist :
Use safety seat belts
Do not drive when ill
Maintain proper vehicle ventilation
Keep the vehicle under control at all times
Obey all traffic laws
When leaving vehicle, notify dispatcher as to location
Park properly
Approach all persons and things with caution
*T'o maintain night vision when driving, focus eyes slightly away from bright head
lights
*Close eye nearest bright light, in order to maintain night vision
Effectiveness of senses is impaired during vehicle operation

22




LAW ENFORCEMENT OFFICER TRAINING

STEPS | ~ XEY POINTS
ON DUTY RELIEF

1.  Prepare for watch : 1,1  Obtaining assigned patrol car at
: : headquarters
.2 Inspecting patrol car:
: : (See Appendix O)
: .1 Serviceability of vehicle and
' equipment :
.2 Condition of exterior and interior
.3 Recording and reporting damage -
to supervisor

: .4 Quantity of fuel and oil
: .5  Testing electrical equipment and
brakes
.6  Verifying performance of radio
: .7  Counting quantity and determining serv-

iceability of auxilizary equipment
.8 Searching interior for discarded
weapons, evidence, and lost
: or forgotten property
: .9 Removing all unofficial objects
.10 Recording patrol car number,
starting mileage, and time
.11  Signalling "On Duty" to dispatcher,
using approved radio code

2.  Proceed to watch relief point v 2.1 Requesting beat officer to designate
location
Securing safety seat belt
Obeying all traffic laws
Being a courteous driver
Keeping both hands on steering wheel
Parking properly
Parking patrol car facing exit when
using off-street facilities
: .8  Being inconspicuous
*  *,9  Turning off all lights
*.10 Keeping foot off brake pedal
*.11 Turning radio volume down
.12 Setting emergency brake

® e o o
NSOt W N
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LAW ENFORCEMENT OFFICER TRAINING

STEPS | KEY POINTS

*2.13 Covering exposed interior lights
.14 Turning off motor

Meet with beat officer : 3.1 Inspecting assigned patrol car when
: obtained from beat officer (See
Appendix O)

.2 Recording pertinent information re-
garding patrol car

Relieve the beat officer : 4.1  Signalling "In Service" to dispatcher.
RECONNAISANCE PATROL
Proceed to area to be : 5.1  Selecting area
reconnoitered : (Varying avenue of approach and exit)
Reconnoiter the area : 6.1 Driving in lane offering best view
Talk with sources of in- : 7.1  Alighting from patrol car
formation

Obse~ve persons, places, : 8.1 Realizing that effectiveness of senses
and things : is impaired during vehicle operation

>IANDARD PATROL

Proceed to location to be : 9.1 Driving slowly, safely, and courteously
inspected : in lane offering best view
.2  Obeying all traffic la -
.3  Avoid starting a caravan
.4  Using rear view mirrors
.5 Reducing speed at all intersections
.6 Watching for traffic violations,

criminal offenses, and suspicious
vehicles

.7  Anticipating and being ready for the
unusual or unexpected

.8  Using peripheral vision

.9  Looking down side streets and bhe-
tween buildings

24
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10.

Patrol on foot

LAW ENFORCEMENT OFFICER TRAINING

.10
.11
.12
.13
.14
.15
*.16
*.17

*.18
*.19

.20

.21

«22

10.1
2

1
2

25

KEY POINTS

Looking for traffic hazards before
taking eyes off roadway
Checking buildings in the distance
from roof down to street level
Being aware of changes in trafficways
Parking occasionally to observe
Alighting from patrol car
Avoiding surveillance by others
Using high beams on headlights
when traffic conditions permit
Avoiding unnecessary and improper
use of spot light
Using spot light in short flashes
"Sweeping" with spot light when
complete coverage required
Reducing speed when using spot
light and observing
Handling pending assignments to
gather information and /or com-
plete disposition of complaint
Handling problems as they occur:
Within jurisdiction and capabilities
Requesting departmental assist-
ance from supervisor or dis-
patcher when necessary
Criminal, traffic. juvenile, and
specie requests in that order
Recording time, location and reason
for patrol interruption
Telephone service should be avail-
able at location of interruption
Varying time and location of personal
breaks and meal period
Practicing techniques of observation
Covering beat as often as possible
until time of relief

Making all inspections

Improving observations
Talking with sources of information,
Interrogating suspicious persons
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LAW ENFORCEMENT OFFICER TRAINING

STEPS ' KFY POINTS

¢ 10.3  Selecting safe location to park o
: patrol car

: -4 Parking near outdoor public telephone
: .5  Parking properly

: .6 Signalling "Out of Car", location,

: and reason to dispatcher

: .7  Notifying dispatcher of telephone

: number: -
: .1 Keeping unit available for assign-
. ment

: .8  Waiting for clearance from dispatcher
: before leaving patrol car

: -9 Recording time "out of" and " back

: in" service, location, and reason
: .10 Removing patrol car keys from

: ignition :

: .11 Taking required equipment when

: leaving patrol car

: .12 Opening patrol car door and alighting
: with caution

: .13 Closing patrol car door quietly, care-

fully, and safely
.14 Locking patrol car
.15 Signalling "Back in Car" to dispatcher

11, Stop selected moving
vehicles

1 To interrogate occupants
.2 To check contents or search vehicle
3 Selecting vehicles that are unusual:
.1 To area
.2 To beat:
Location in which driven
Time at which driven
Manner in which driven
Length or number of times
observed in area
> Altered or absence of required
identification
.6 Neglected care or condition
.3 ‘To occupants
.4 To contents

*
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LAW ENFORCEMENT OFFICER TRAINING

STEPS
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11.4

L) [ X ] (X ] e

.11

.13
.14

*.15
*.16
.17
.18

.19

.20
.21

.22

.23

27

KEY POINTS

Recording license number on patrol
car desk pad before taking any
action

Checking license number against
wanted vehicle list

File checking license number with
dispatcher

Requesting departmental assistance
from dispatcher:

Notifying dispatcher of pursuit
and route

Using beacon and siren during
pursuit

Selecting parking place for stop--
well lighted at night

Avoiding busy location

Watching for discarding of weapons
or evidence

Noting possible avenues of escape
open to occupants

Driving patrol car to the left of and
about two feet behind driver of
selected vehicle

Turning on emergency beacon light

Attracting driver's attention with
series of short horn signals

Attracting driver's attention by
flashing or sweeping spotlight or
flashlight across mirrors at night

Avoid blinding driver

Using siren as last resort

Ordering driver where to stop and
park in loud clear voice

Using hand signals to designate cor-
rect stopping place

Avoid "overshooting" vehicle

Keeping alert to erratic movement
of vehicle

Falling in behind vehicle to be

stopped
Maintaining assured clear distance
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12,

LAW ENFORCEMENT OFFICER TRAINING

STEPS

Search selected vehicles

11.24
.25

*.26
.27

.28

.29
.30
31
.32
.33

*.34
.35

.36
.37
.38
.39
.40
12.1
.1

.2

.3

28

KEY POINTS

Parking vehicles out of traffic lanes

Stopping and parking 8 to 15 feet be-
hind vehicle and about 2 feet to the
left

Turning on left and right spotlights

Notifying dispatcher of vehicle stop,
description of vehicle, location
of, and reason for stop

Watching occupants and interior of
vehicle through rear and side
windows

Keeping alert for any quick or furtive
movements by occupants

Paying particular attention to hands
and shoulders of occupants

Looking in rear view mirrors for
approaching traffic

Unfastening revolver holster flap

Taking required equipment

Carrying flashlight in weak hand

Alighting from patrol car after re-
ceiving reply on file check and
clearanre from dispatcher--with
caution

Approaching vehicle irom left side--
slowly and carefully

Using caution when passing vehicle's
blind spot

Stopping at the rear of the vehicle's
front door

Keeping back to approaching traffic
when one occupant only

Facing side of vehicle when front and
and rear seats occupied

Selecting vehicles:
Wanted in connection with a crime
Similar in description to wanted
vehicles
With indications of having been
used in crime




LAW ENFORCEMENT OFFICER TRAINING

(X )

*0 e . .. .

12.1.4
.S

.10
11

12

13

.14

.15
.16

29

KFY POINTS

Having suspicious occupants
As a result of questioning occupants
Arresting occupants first '
Requesting permission of driver, if
‘no arrest made
Checking contents or gathering
evidence
Notifying dispatcher of location of
wanted vehicle
Verifying identification of wanted
vehicle with dispatcher
Requesting dispatcher to:
Notify responsible investigating
officer of find
Ascertain further instructions
regarding disposition
Requesting departmental assistance
from dispatcher if:
Any occupant is wanted for or
suspected of a felony
Any occupant is known or sus-
pected of being armed or
dangerous
Vehicle is occupied and is to be
searched in the field
Removing all occupants
Watching for approaching traffic
Requesting or ordering driver to get
out first--slowly
Keeping out of range of open door
Keeping driver between officer and
occupants until all have alighted
from vehicle
Selecting and moving to safe position
on right side of vehicle
Walking behind vehicle
Requesting or ordering passengers
to get out right side of vehicle in
following order: right front seat,
right rear seat, and left rear seat




'LAW ENFORCEMENT OFFICER TRAINING

STEPS ' KEY POINTS
¢ 12,17 Watching passengers to prevent dis-
: carding of evidence |
: .18 Having passengers face away from
: officer
: .19 Keeping passengers in view at all
: times and away from vehicle
"+ *,20 Re-aiming right spot light on
: occupants
: .21 Standing outside of spot light beam
: behind opened right front door of
: patrol car
: .22 Examining every part of vehicle,
: systematically
: .23 Searching left then right side of
: vehicle, front to rear and back
: again
: .24 Searching logical places
: .25 Avoid unnecessarily damaging vehicle
: or contents
: .26 Collecting all evidence and items of
: value as law enforcement intelli-
: gence
: .27 Looking for objects foreign to
: occupants or vehicle
.28 Calling the attention of witnessing

: officer to found evidence
: .29 Recording:
: .1 Description of evidence

) .2 Circumstances under which found
: .3 Name of witnessing officer
: .30 Avoid overlooking any possible hiding
: place

13. Stop selected pedestrians ¢« 13.1 Those wanted or suspicious persons

:  *.2  Selecting well lighted location for
stop at night
3  Avoid busy locations
.4  Noting possible avenues of escape
.5  Approaching pedestrian from the rear
: 6  Stopping patrol car at slight angle to
: curb to illuminate area

30




- LAW ENFORCEMENT OFFICER TRAINING

STEPS KEY POINTS

13.7  Avoid violating traffic law
.8  Avoid "overshooting" pedestrian
*.9  Stopping ahead of pedestrian when
approaching from front making
certain he cannot pass patrol car
before officer alights
.10 Unfastening revolver holster flap
.11  Watching for any quick or furtive
movements when alighting from
. patrol car
.12 Paying particular attention to
pedestrian's hands

Tenporarily unoccupied

Upon request

Removing evidence of non-occupancy

Completing Unoccupied Home Report
(See Appendix P)

14. Inspect unoccupied homes : 14,

e e
W N

OFF DUTY RELIEF

15. Proceed to watch relief point : 15.1  Notifying relief officer of designated
: location

16. Meet with beat officer : 16.1 Recording ending mileage
: -2 Removing all personal equipment
3 Notifying rclief officer of any damage
or desired repairs to patrol car ‘
and shortage of auxiliary equipment
.4  Turning patrol car over to relief
officer
.5  Signalling "Out of Service" to dis-
patcher when patrol car not turned
over to relief officer
.6  Signalling "Off Duty" to dispatcher
when patrol car turned over to
relief officer

17.  Proceed to headquarters : 17.1 Turning in patrol car at garage

- 31
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'LAW ENFORCEMENT OFFICER TRAINING L)

STERS | KEY POINTS i

18. Complete required reports : 18.1  Turning in found property and evidence A 1
‘ : to property officer L
.2 Completing Property Tag (See

Appendix Q)

o

.
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MISDEMEANORS WITNESSED BY OFFICER, HANDLING

INTRODUCTORY INFORMATION:

There are a great many laws regulating a person's behavior, Violation of these
laws, in the majority of instances, constitutes a misdemeanor. Because these
laws tend to regulate hehavior they present a constant challenge to an officer's
judgement and analyzing 2bility, The perpetration of a misdemeanor knows no
social status. Persons on any rung of the social ladder may inadvertantly or
deliberately commit an offense.

Community security is almost entirely dependent upon officers as signed to the
area. Witnessing an offense and the subsequent proper handling by the officer
serves the comrhunity and officer to the best advantage. Anything an officer does
legally to deter offenses will certainly receive the approval of the. public and the
officer's supervisors.

‘EQUIPMENT NEEDED:

Bags, Evidence Handcuffs

- Camera Kit Knife, Pocket
Bulbs, Flash ' Notebook, Pocket
Camera Paper, Graph
Film ‘ Pen, Ball Point
Flash Unit (battery condencer Pencil, Mechanical
type) ' Ruler, Architects’
Citation Book Tags, Evidence
Clipboard ' Tape Measure, 100 ft. Metal
Compass, Magnetic Reinforced Cloth
Crayon, Marking (lumber Tape Measure, 10 ft. Spring Steel
yellow) (white surface)
- Form, Preliminary Investigation Field
Report

GENERAL SAFETY PRACTICES:

Be calm .

Under all 'circumstances, rotify dispatcher of location before leaving patrol car
Be constantly alert for potential personal hazards

Smoking should be avoided

Be certain you understand and are understood

33
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LAW ENFORCEMENT OFFICER TRAINING

STEPS | KEY POINTS

1. Witness the misdemeanor 1.1  Using the senses

.2 Recognizing the elements that con-

stitute the offense

.3  Noting general identification charac-
teristics of perpetrator

Noting time, place, and other
witnesses

.5  Requesting, when possible, other

witnesses to remain

. ® oo oo e® oo oo eo® e oo oo LX
L]

1 As soon as practical
.2  Aypproaching with caution
3  Keeping arrestee away from strong
hand side
.4  Speaking clearly
5 Commanding, "Don't move!”
.6  Ordering perpetrator to move only
as told
.7 Informing, "You are under arrest!"
.8  Preventing violence
.9  Using only that amount of force
necessary to overcome resistance
.10 Using special care with women,
juveniles, and mentally ill
.11 Noting what is said by arrestee
.12 Answering inquiries courteously and
concisely

2.  Apprehend perpetrator

e oo LX) oo o® oo

e o® oo oo o0 e eo® oo

3.1 Being certain it is same person that
committed the offense

Noting particular identification
characteristics:

3. Identify arrestee

.o eo® eo® LX oo oe e® e oo o
L]

.1 Clothing worn
.2 Body features
.3 Speech

.4 Mannerisms

.3  Requesting arrestee pronounce and
spell name and give present address

.4  Requesting or searching for identi-
fication documents

oo oo oe o
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LAW ENFORCEMENT OFFICER TRAINING

STEPS ' KEY POINTS

3.5 When requesting, accept only
identification documents
.6 Checking verbal information against
document
7 Noting discrepencies
. ' : .8 Questioning arrestee further, de-
' pending on answers given

4. Issue citation (If not : 4.1 According to departmental policy
: arresting) : .2 When reasonably certain perpetrator
will appear

.3 Filling out form while standing in a
safe location

.4 Using prescribed form (See
Appendix R)

.5 Establishing time and date mutually
agreeable, for court, officer, and
perpetrator, when possible

.6 Printing information legibly

7 Rechecking information on citation
for acguracy

.8 Handing citation and all documents
to the perpetrator

.9 Asking perpetrator if information on
citation is understood clearly

.10 Having perpetrator sign citation

5. Secure arrestee 5.1 Handcuffing hands behind back,
palms out, key holes up, double
lock pins away from arrestee

2 Handcuffing to fixed object

.3 Assuring arrestee that his rights
will be protected \

.4 Keeping all unauthorized persons

away

.5 Preventing arrestee from injuring
himself or others

.6 Preventing others from injuring
arrestee

.7 Isolating arrestee from exits, when

: possible
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LAW ENFORCEMENT OFFICER TRAINING

5.8

Search arrestee : 5.

Ut e Cd Ny

o <3 O

Gather evidence

[ 3
® o
B WO N e
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KEY POINTS

Refusing requests of arrestee and/or
persons wishing té see or speak to
him at the scene

After arrest

After handcuffing

Informing arrestee that search will
be made

Isolating searcher and arrestee

Adhering strictly to laws of search
for weapons and evidence

For safety

Using spread-eagle method

Removing all metal objects that may
be potential weapons

Completing bodily search even though
weapon or evidence found

Using female officer or trusted adult
woman on females

Calling for assistance, when
necessary

To legally substantiate facts

Completing Preliminary Investigation
Field Report (See Appendix S)

Before or after removal of arrestee,
as appropriate

Contacting other witnesses for:
Name
Address :
Information about offense
Availability to testify

Searching scene systematically

Observing minutest detail

Including are. adjacent to crime
scene

Collecting sufficient amount of
specimens for scientific examination

Placing in appropriate containers




LAW ENFORCEMENT OFFICER TRAINING

STEPS | ' KEY POINTS

7.10 Avoiding contamination by using
separate containers

.11 Recording description and iocation
found

.12 Recording names and addresses of
persoas having knowledge or
possession of evidence

.13 Initialing in suitable place on
evidence

.14 Avoiding damage for scientific
examii:..tion

. 8. Remove arrestee from : 8.1 Taking to jail
scene : .2  Walking to jail, if practical
: .3  Calling supervisor to arrange for

: transportation
3 ’ : .4 In patrol car or patrol wagon
3 : .5 Removing high or spiked heel shoes
3 : from females ‘
1 : .6  Refusing requests for unauthorized
. : | means of transportation
3 : .7  Placing arrestee on front seat, when
é % : alone and without screen
: .8 Placing arrestee on rear seat, if
: : screen provided
: .9  Locking doors
s : .10 Refusing requests to smoke, get out
: : of or change positions in patrol
: vehicie :
: .11 Noting statements made by arrestee,
] : for later recording
s : .12 Keepingconstantly alert against
‘ : personal attack
. 9. Process arrestee : 9.1 Upon arrival at jail
: .2 Consigning arrestee to jailer
: .3 Furnishing necessary information
x : .4  Assisting or filling in all forms as
: required
: .5  Removing handcuffs where and when
§ : designated
%
:
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LAW ENFORCEMENT OFFICER TRAINING

STEPS _ KEY POINTS
9.6 Keeping constantly alert against
: attack or escape
10. Submit evidence : 10.1 Maintaining legal chain
: 2  To property officer
.3  Filling in forms as required
: .4  Recording:
: .1 Time
: .2 Property officer's name and number
: .3 Location stored
11. Submit reports : 11.1  To supervisor
: .2 To complete disposition
.3  Before going off duty
: .4  For department information
: .9 For use in prosecution
: .6  Using Preliminary Investigation Field
: Report form (See Appendix S)
: .7 Typed
: .8  Referring to notes

: .9  Including who-what-why-when-where-

: and how (See Appendix U)

: .10  Spelling correctly

.11 Choosing words carefully

.12 Avoiding legalistic words, phrases,
or slang

ow LN J

: .13 Being objective in information
: .14 Using only widely accepted
: abbreviations

.15 Using quotation marks for exact
words spoken or written by

: persons
: .16 Reviewing and editing the report
: before submitting
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Training Procedure No. 5

MISCEMEANOR NOT WITNESSED BY OFFICER, HANDLING

INTRODUCTORY INFORMATION:

Three major censiderations must be given to the handling of any criininal law
violation. First, the law must be complied with; second, that the departmental
regulations be adhered to; and third, that a disposition which is satisfactory,
within the above requirements, to the complainant be achieved.

There are many times, when an offense is committed, that the complainant will
desire or demand that action be taken by the officer. But, because of the type of
offense the officer will be unable to act due to the requirements of the law. Itis
difficult to convince the complainant under such circumstances that there is

nothing the officer can do to enforce the law.

M DS SR i 4

i Most law enforcement departments are operating under the handicaps of man-
power shortage and excessive case and work loads, Departmental regulations
which limit the extent of handling in certain cases are a justifiable result of such

- handicaps.

The complainant, on the other hand, still has a problem which is of the utmost
concern and has sought the assistance of the officer in solving the problem. A
satisfactory disposition still may be achieved, even though the officer is limited

by law and departmental regulations, by performing the proper handling

ArEEPTTAREL A ARG R R O LA (TR T, N

.5 procedure.

EQUIPMENT NEEDED:

3 Bags, Evidence Handcuffs

/ Camera Kit: Kuife, Pocket

Bulbs, Flash Notebook, Pocket

g Camera Paper, Graph

Film Pen, Ball Point

Flash Unit (battery condenser Pencil, Mechanical

f tye2) Ruler, Architects’

a: Citation Book Tags, Evidence

* Clipboard Tape Measure, 100 ft. Metal
: Compass, Magnetic Reinforced Cloth

E - Crayon, Marking, (lumber yellow) Tape Measure, 10 ft. Spring
] Form, Persons Report Steel (white suriace)

Form, Preliminary Investigation Report

TV

A Rd
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. LAW ENFORCEMENT OFFICER TRAINING

GENERAL SAFETY PRACTICES: -

Be calm | 2t
Notify dispatcher of location, before leaving patrol car, under all circumstances
Be constantly alert for potential personal hazards

;‘ Smoking should be avoided ' _ 7}
. N

;' STEPS ' KEY POINTS

’ 1.  Receive assignment and : 1.1 From dispatcher ny
information : .2 From citizen, notifying dlSpatcher

, Lo .3  Recording on Patrol Car desk pad: 8

- : .1 Time received -

; : o2 Location of scene _

: .3  Type of crime

.4 Person to be contacted and/or U

complainant and address _

.4  Repeating location to disparcher j ’

.5  Stopping patrol car before writing

: .6 Requesting verification for accuracy ,_-1

2. - Proceed to scene : 2,1 Driving safely -
' : .2 Immediately, unless otherwise in-

: structed _\

: .3  Using extreme caution when disobey- -

: ing traffic laws -

: .4  Avoiding use of red light and siren g

: unless otherwise instructed o
3. Arrive at scene : 3.1 Parking properly |

: .2 Notifying dispatcher of exact location

: .3 Signaling dispatcher "out~of-service" al

: .4 Removing ignition key | )

: .5  Recording time of arrival \

: .6  Taking required equipment p

: .7  Alighting from patrol car with caution J ‘f

: .8  Locking patrol car ’

: .9  Entering all pre:aises with caution ap

: .10 Approaching all persons and things J

with caution :

4. Observe scene and situation : 4.1 To determine course ot action _Jt

: .2 Sciecting safe location for officer
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LAW ENFORCEMENT OFFICER TRAINING

3 . STEPS ' KEY POINTS

, 4.3  Scanning persons present for weapons
-4  Scanning area for potential weapons
.5  Physical and mental c:ona. ion of persons

involved
.6 Mood and state of by-standers
.7  Being alert to conversations
.8  For future information

5.  Preserve the peace : 5.1 To prevent violence
o : .2 Requesting or ordering all concerned to

: gesis:

] : .3  Separating combatants

/ : .4  Quieting or calming persons present

3 2 .5  Removing or isolating complainant and
: perpetrator
: .6  Calling for assistance when necessary

-7  Requesting assistance of persons present

6. Identify participants Complainant

Victim

Perxpetrator

Witnesses

To assist in gathering facts

Directing questions

Observing which persons seem most

concerned

Listening to conversations

.9 Requesting complainant to identify
perpetrator

.10 Requesting complainant and/or perpetra-

: tor to identify witnesses so by-standers

: may be dismissed from sceaue

.11 Requesting perpetrator to identify him -
self

.12 Recording names, addresses and tele-
phone numbers

. .13 Gathering information about perpetrator,

if not at scene

a0 o0 00 00 oo
1)
L] °

)
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' LAW- ENFORCEMENT OFFICER TRAINING

. SITEPS KEY POINTS
7. Interview participants : 7.1  Getting all sides of the story
: .2  Determining if necessary elements of

offense are present
.3  Allowing each to give his own version

uninterrupted
.4  Being impartial
: .5 Requesting witnesses to remain
: .6  Requesting witnesses not discuss the
: case with each other
: .7  Separating and interviewing each per-

son concerned
.8 Recording pertinent information in
K pocket notebcok or on appropriate
: form
.9  Determining if complainant or victim
will initiate steps for prosecution

8. ' Inform persons involved : 8.1 Complainant
: .2 Victim
: .3  Perpetrator
: .4 VWitnesses
: .5 Complainant or victim of necessary
: elements to prove offense
: .6 lafcrming all persons involved to
appear before magistrate at court

: of jurisdiction and venue
: .7 Informing complainant or victim of
: location for signing affidavit for
: warrant

. : .8 Informing witnesses what will be

] : expected of them

3 : .9  Recording names, addresses and

¢n’e
s

telephone numbers of persons for
possible court action

‘ .10 Answering other questiions of in-

: : volved persons

A
[ X ] LN ) LN ]

COMPLETE FOLLOWING STEPS IF PROSECUTION WILL RESULT

9. Preserve scene : 9.1 Guarding scene at all times
.2 Removing all persons

42




LAW ENFORCEMENT OFFICER TRAINING

STEPS KEY POINTS :
: 9.3 Staying out of scene as much as f
: possible . .
: .4 Roping off or locking-up E
: .5  Keeping unauthorized persons
: away
: .6 Keeping everything in place 3
: .7  Determining if crime scene has been r
: altered
.8  Checking with person who knows

: crime scene intimately
: .9 Calling for assistance, when necessary

Photograph scene 2+ 10.1  As soon as possible

' : .2 Getting over-all view first without
altering scene

.3 Taking over -all view with identification

: .4 Taking pictures of physical evidence
: without identification

: .5  Taking pictures of physical evidence
: with identification

.6 Recording photographic data:
1 Type of camera
2 Lens opening
.3 Shutter speed
: .4 Type of film
S Accessories used
6 Time taken
7 Location of camera for each
photograph

Sketch scene : 11.1 Locating the position of pertinent
: items
: .2 Providing a permanent record to
supplement word description
: .3 Using Field Sketch Sheet (See
: Appendix ])
: .4 Obtaining general impression of
scene before starting sketch

.5 Locating north at top of sketch

.6  Using magnetic compass to deter-
mine north

.7 Determining fixed base line or fixed
points
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LAW ENFORCEMENT OFFICER TRAINING

SIERS KEY POINTS
11.8 Determining what is to be included
.9 Determining scale used
»10 Determining when in the investigation
sketch should be made
.11 Recording on sketch:
Brief descriptive statement
Address or location ]
Type of offense
Case number
Scale used )
Arrow indicating north
Name of person making sketch
Legend
Names of persons assisting with
measurements
.10 Date sketch
.12 Measuring accurately
.13 Using rectangular coordinates or
triangulation from fixed points for
locating items on sketch
.14 Using the words "feet" and "inches"
in recording distance in notebook
.15 Confirming all measurements
«16 Including all details pertinent.t
offense ;
.17 Using standard symbols when possibie
12.1 Substantiating facts
.2 Searching systematically, clockwise
.3 Observing minutest detail
.4 Including area adjacent to crime
scene
5 Carefully
.6 Handling as little as possible
7 Collecting sufficent amount of spec-
imens for scientific examination
.8 Avoliding contamination by using
separate containers
.9 Placing in proper containers:
.10 Recording 1ts location
~11 Recording description

e bir [ o
(RS TR iy aad b sty
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LAW ENFORCEMENT OFFICER TRAINING

- STEPS - ~ KEY POINTS

: 12,12 Recording names and addresses of
: persons having knowledge or
: possession of evidence

13. Mark evidence ¢ 13.1 For future identification
: "«2  Initialing in suitable location
: .3  Using metal scribe, pen, tag, tape,
: as appropriate
: .4  Avoiding damage for scientific
: ‘ examination
: .5 Recording in notes where and how
: marked

14. Preserve evidence : 14,1 Keeping in personal possession

' 2  Preventing loss, damage, removal

: 3  Releasing only to proper authority
4

Handling with gloves, when

: appropriate
: .5  Allowing natural drying of wet items
: .6  Using appropriate containers
15.-. Follow-up : 15.1 Completing unfinished details
: .2  Locating and arresting perpetrator
: after warrant issued
: .3  Recovering property
: .4  Gathering additional facts -
: .5  Leads furnished or discovered

16 . Book evidence ¢ 16.1 Maintaining legal chain of evidence
2 Turning over to authorized officex
: .3 Securing to avoid tampering
: .4 Receiving receipt
5 Recording location
6 Recording names of all persons

: handling
17 . Submit report (See Appendix : 17.1 After step 8 - if no prosecution
N) : .2 As required
: .3 Completing disposition
: .4 Before going off duty
.5 For departmert information
45
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LAW ENFbRCEMENT OFFICER TRAINING

; STEPS . KEY POINTS

17.6 For use in prosecution
.7 Using prescribed form

| . .8  Typed
: .9 Referring to notes
.10 Including v~o-what-why-when-where
' and how

.11 Spelling correctly
.12 Choosing words carefully
.13 Avoiding legalistic words or phrases

~ and slang ’
.14 Being objective in information
.15 Using only widely accepted abbrev1at10ns
.16 Reviewing and editing the report

before svbmitting
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* Training Procedure No. 6

FELONIES, HANDLING

INTRODUCTORY INFORMATION:

The beat officer has many splendid opportunities to render service to the public,
but none so impresses the members of a community with the efficiency of the
officer and the department as the investigation and apprehension of a felon. The .
3 building of a solid case, getting and checking cut leads, and concluding with the
. perpetrator's apprehension is viewed with awe and pride when the citizen origi-
nally thought the case was unsolvable due to the apparent lack of clues and facts.

The officer who knows how to perform his duties in a quiet, efficient, and pro-

fessional-like manner inspires the confidence of the public in law enforcement,

ultimately acquiring the community's backing in the further prevention of crime
and increasing sources of information.

EQUIPMENT NEEDED:

Bags, ZEvidence Handcuffs
3 Clipboard Knife, Pocket
Compass, Magnetic Paper, Graph
3 .. - . Containers. Evidence Pen, Ball Point (black)
3 Crayon, Marking (yellow Pen, Ball Point (red)
- lumber) Pencil, Mechanical
- Forms: Ruler, 12" :

Field Interrogation Report ‘ Tape, 100 ft. Metal Reinforced
’ Injured Prisoner Report Cloth Measuring
__ , Preliminary Investigation Tape, 10 ft. Spring Steel Measuri:

- Report (White surface)
Prisoner's Property Receipt
Property Tag

Format for Statement (Sa{mple, Appendix T)

GENERAL SAFETY PRACTICES

. Consider every felon as armed and dangerous

’ Always keep arrestee in view

- Keep arrestee away from officer's strong hand side
Be certain that you understand and are understood
Refuse all of arrestee's requests in the field

E Be constantly alert for personal hazards

Notify dispatcher of any change in location




‘LAW ENFORCEMENT OFFICER TRAINING
STEPS ' KEY POINTS
1. Receive assignment and : 1.1 From dispatcher
‘ information : .2  Acknowledging initial call immediately
1 .3 Identifying unit and giving location
" : .4 From citizen, notifying dispatcher
) : .5  Stopping patrol car before writing
: . .6 Recording on patrol car desk pad:
: ) : .1 Location of scene
i ‘ : .2  Type of crime
: : .3 Person to be contacted and/or
: complainant and address
' : .4 Description of perpetrator and his
: vehicle
: .7  Noting:
: .1 Situation at scene
: o2 Actual or potential hazards to
s persons involved
: .3 Type of weapon used by perpetrator
Tl .4 Route of escape of per petrator
: .8 Requesting:
: .1 Additional required information
: .2 Departmental assistance
4 : .9 Notlfymg dispatcher of personal
1 N knowledge
: .10 Repeating location of scene for
: verification by dispatcher
.- .11 Acknowledging receipt of transmission
2: Proceed to scene : 2.1 Immediately
: .2 Driving safely
: .3  Using extreme caution when disobey-
s‘ : ing traffic laws
: .4  Avoid using beacon hght and siren,
r : unless otherwise instructed
s .5  Using most expeditious route
1 : .6  Considering the perpetrator’s route
; : of escape
} : .7 Watching for the perpetrator and/or
: his vehicle
: .8 Considering the possibility of error
: and/or change
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LAW ENFORCEMENT OFFICER TRAINING

STEPS | KEY POINTS
: 2.9  Participating in department's
: - tactical operations
e .10 Planning perscnal operations
: based on known information
: .11 Turning off beacon light and/or
: siren
3. Arrive at scene : 3.1 Parking properly

' : .2 Signalling dispatcher "out-of-

: service"

3  Giving dispatcher exact location
4 Recording time of arrival
S  Removing ignition key
¢ .6  Taking required equipment
- +7  Unfastening holster flap
8 Alighting from patrol car with

: caution

: .9  Locking patrol car

: .10 Entering all premises with

: caution g
: .11  Approaching all persons and
: things with caution
: .12 Selecting location for personal

: safety

PRE LIMINARY INVESTIGATION - PRIMARY PHASE

4. Observe scene and situation : 4.1 Appearing and keeping calm -
' .2 Gathering information to

: determine:
: .1 Personal safety
: : .2 Participants’ safety

3 : ' : .3 Security of perpetrator

.4 Course of action
: .3  Noting:

. . : .1 Mood and state of assembly

1 - : : o2 Physical and mental condition E

‘ ' : of participants 3
: .4  Scanning: .
: .1 Assembly for weapons

: o2 Area for potential weapons




LAW ENFORCEMENT OFFICER TRAINING
S[ERS KEY POINTS
:  4.4.3 Possible escape routes for perpetrator
2 .5  Being alert to conversations
: & Fastening holster flap
5. Preserve the peace : 5.1 Preventing violence and/or further
: injury
: .2  Performing duties objectively
: .3  Requesting or ordering all concerncd
: to stop ' _ ;
: .4  Separating combatants i
: .5  Quieting or calming persons present 3
: .6  Requesting bystanders to leave
: 7 . Handling other situations as they arise
: .8 Remov’ng or isolating victim and
: px cpetrator
: .9  Calling for assistance when necessary
: , 10 Requesting assistance of persons
C e present
‘Care for injured ¢ 6.1 As soonas possible
: : .2  Requesting citizen to summon
: appropriate assistance
: .3  Rendering appropriate first aid .
¢ . .4 Requesting citizen to stand;'by injured
: .5  Arranging for transportation to
: medical facility
Identify participants ¢+ 7.1 By
' : .1 Observing which persons seem
: most concerned
: 2 Listening to conversations
: 2 Contacting personally:
: 1 Victim -
: 2 Perpetrator
: .3 Complainant
: 4 Witnesses
: .3  Requesting:
: .1 Victim to identify perpetrator and
; witnesses .
s -2 Perpetrator to identity himself
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SIERS ~KEY POINTS,
7.3.3 Witnesses to identify themselves ,
victim, and perpetrator -

T .4 Witnesses to remain near the scene
: at location designated
: 3 Witnesses not to discuss matter
. under investigation
.6 Bystanders to leave
8.  Preserve crime scene - 8.1 Removing and keeping all persons

- ‘away from scene

.2 Guarding scene at all times
.3 Placing civilians at approaches
.4  Roping off or locking up
.5  Permitting access to authorized
persons only
.6  Keeping everything in place
: : .7 Determining if crime scene has
P been altered
. : .8  Checking with person who knows
' ' : ~ crime scene intimately
: . : ' o : .9  Requesting departmental assistance
" 9. Interview participants : 9.1 Establishing elements of offense
' : : 3 .2 Getting accurate information
: 3  Separately:
: | Victim
-2 Perpetrator
o3 Complainant

.4 Witnesses
.4  Recording:
.1 Name - first, middle initial, and

last

.2 Race

.3 Sex

.4 Age

) Occupation

.6 Addresses of home and place of
employment

.7 Telephone number of home and

place of employment




LAW ENFORCEMENT OFFICER TRAINING

ARRE————_—

EPS KEY POINTS

9.5  Allowing participants to tell, unin-
: terrupted, own version of event
: .6  Asking as few questions as possible
: .7  Completing Preliminary Investigation
Field Report (See Appendix S)
- »8  Recording statements (See Appendix
T)
: .9  Use abbreviations (See Appendix X)
:. .10 Describing perpetrator's method of
: operation:
What he did and said
How he did it and said it
Describing perpetrator:
Name - including aliases
Color
Nationality
Sex
Age
Height
Weight
Build -
Hair - Color, amount, type, and
: : manner of wearing .
: . : .10 Eyes, including glasses - type
] - : and color
: .11  Beard, including mustache - color,
. : amount, type and manner of
. : ' wearing
: .12 Complexion - color and appearance
.13 Physical deformities, disfigurations,
: and their effects
: .12 Remembering perpetrator may be
: simulating or feigning physical
condition and appearance
.13 Describing clothing:
1 Headdress - type, color, material,
and manner worn
.2 Disguise - facial and other
Shirt - type, color and material
.4 Neckwear - type, color, material
and manner worn

»

L ]

[oavy

—t s @
DN =

O GO O U N

°
w

52




——

R e L BT TR AL et
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9.13.5

.6

.7
.8
.9

.10
.11

.14

.15

®*® & & & e
NG WN

.16

.17

.
U W N

KEY POINTS,

Overcoat - type, color, and
material :
Outer garment - type, color, and
material
Gloves -'type, color, and material
Jewelry - type, color, and metal
Trousers - type, color, and
" material
Socks - type, color, and material
Footwear - type, color, and material

Remembering perpetrator may dis-
card or change clothes
Describing perpetrator's vehicle:
Color - from top to bottom
Year
Manufacturer
Body type
License number - including state
Accessories
Distinguishing features - includ-
ing stickers '
Remembering vehicle or license
plates may be stolen, borrowed,
or altered
Describing weapon used:
Color
Metal
Make
Type
Caliber
Distinguishing features
Remembering it may be a toy
Describing loot:
Total value
Quantity of each item
Each item, going from major
, categories to specific items
Describing route of escape

g il e it s g
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_STEPS

10.a. Request departmental : 10.2.1
assistance : 2

SO W

.10

i

A T A R B vy

10.a. Notify dispatcher ' : 10.a.1

(9 VLR L)
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b.Turn-over investiét;on ¢ b.l-

* LAW ENFORCEMENT OFFICER TRAINING

KEY POINTS

SUPPLEMENTAL STEPS FOR COLD CASES

Through supervisor

Keeping out of hearing distance
of participants

Using radio or telephone

Identifying yourself

Giving exact location

Indicating type of assistance needed

Giving a summary of the case and
what physical evidence is known
and/or believad to be present

Answering questions

Identifying statements which are
opinions

Notifying other law enforcement
agencies, as ordered

Upon arrival of:
Criminal investigator and/or
physical evidence technician
Keeping out of hearing distance of
participants
Briefing investigator or technician
Introducing and identifying investi-
gator to participants
Assisting as requested

SUPPLEMENTAL STEPS FOR HOT CASES
(The following steps and key points on Hot Cases
are preceded by Steps 1 through 9)

Furrishing information from Pre-
liminary Investigation Form

As soon as possible

Talking slowly and clearly

Using telephone, preferably

Stating exact offense committed and
location




e Ao Akt A At ot ta T

T TR A AR AN i L T Y AR R e T

LAW ENFORCEMENT OFFICER TRAINING

- STEPS

b. Request departmental
) assistance

¢. Turn-over investigation

.
.
03O0 N &

.11

.Col

KEY POINTS

Using phonetic alphabet in spelling
(See Appendix Y)
Describing: S
Perpetrator
Clothing
Vehicle
Weapon
Loot
"Route of escape
Giving warning regarding officers’
safety
Checking accurate reception of
information by dispatcher
Checking that allied law enforcement
agencies have been notified

As required

Through supervisor

Keeping out of hearing distance of
participants

Using radio or telephone

Identifying yourself

Giving exact location

Indicating type of assistance needed

Giving a summary of the case and
what physical evidence is known
and/or believed to be present

Answering questions

Identifying statements which are
opinions

Notifying other law enforcement
agencies, as ordered

Upon arrival of:
Criminal investigator and/or
physical evidence technician
Keeping out of hearing distance of
participants
Briefing investigator or technician
Introducing and identifying investi-
gator to participants
Assisting as requested
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LAW ENFORCEMENT OFFICER TRAINING

STEP
10.d. Pursue perpetrator : 10.d.1
.2
.3

KEY POINTS

Within jurisdiction and capabilities
Following leads to their conclusion
Participating in intra-departmental

tactical operations

SUPPLEMENTAL STEPS FOR PERPETRATOR IN CUSTODY OF CIVILIAN
(The following steps and key points on Perpetrator in Custody of
Civilian are preceded by Stef s 1 through 9)

10.a2. Arrest Perpetrator : 10.a.1

.2
.3

b. Secure arrestee ¢ b,

.10
.11
.12

c. Search arrestee T .C.l

56

Stating reason

Taking into physical custody

Using only that amount of force
necessary to overcome resistance

Always recording physical condition of
perpetrator (See Appendix W)

Recording mental condition

Bringing physical-and mental condition
to the attention of selected witnesses

Recording witnesses name

Preventing escape

Isolating arrestee as soon as possible

Handcuffing hands behind back, palms
out, key holes up, double lock pins
away from arrestee

Handcuffing to fixed object

Preventing arrestee from injuring
himself or others

Preventing others from injuring
arrestee

Refusing arrestee's requests

Keeping in view

Staying at discreet distance

Blocking exits

Using civilian assistance

Keeping all unauthorized persons
away

After handcuffing
For the safety of all concerned
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LAW. ENFORCEMENT OFFICER TRAINING

S :

. STEPS KEY POINTS .
: 10.c.3 For weapons and/or evidence
: *.4 Choosing well lighted location at
: night '
: .5  Choosing location away from people
.6  Telling arrestee he will be searcned
: .7 Using "spread-eagle" method °
: .8 Methodically from head to toe
: .9 Using grasping motion of hand
: against garment and body
: .10 Feeling for objects, not patting
- .11 Removing all metal objects that may
: be potential weapons.
.12 Examining objects carefully to deter-
: " mine if converted to weapon
. .13 Noting and recording location where
: weapon or evidence was found
.14 Completing body search even though
one weapon found
: .15 Requesting departmental assistance
: .16 Using female officer or trusted adult
: woman for females
: .17 Providing security for female
: 1 searcher
Request departmental ¢ .d.1 Through supervisor
" . assistance : .2 Keeping out of hearing distance of
: ‘ : : participants
: .3  Using radio or telephone
: .4  Identifying yourself
: .8  Giving exact location
: .5 Indicating type of assistance needed
: .7 Giving a summary of the case and
: what physical evidence is known
. and/or believed to be present.
.8  Answering questions
.9 Identifying statements which are
: opinions
: .10 Notifying other law enforcement
: agencies, as ordered
" Turn-over investigation : .e.l Upon arrival of:
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;- : 10.e.1.1  Criminal investigator and/or .M

E s ' physical evidence. technician g
3 K .2 Keeping out of hearing distance of

1 : participants =}

: .3  Briefing investigator or technician - L3

: : .4 Introducing and identifying investi- '

: gator to participants ]’

: .5 Assisting as requested af

_ CRIME SCENE INVESTIGATION _
(To be followed when not performed by criminal investigator or technician)

[ ;\{ t oo, j N
T e TR

11, Photograph scene s 11.1  As soon as possible
o : .2 To substantiate position and location LJ3
: of pertinent objects 2
: .3 Avoiding alteration of scene 12k
: .4 Adding nothing to first photograph - U
: .5 Adding law enforcement agency’s -
: identification to second photograph
) : .6  Picturing the initial appearance of g
- 9 : evidence .
- : .7  Recording photographic data: gk
: s .1 Type of camera A
: o2 Type of lens ' 4
: .3 Shutter speed
: : .4 Lens opening 4
j : .5  Typeoffilm -
E : .6 Time taken : L ]
] : .7 Location of camera )
: .8 Light condition . : ]
12. Sketch scene ¢ 12.1 To substantiate position and location I
: of pertinent objects el
3 : .2 Determining when it should be made g
: in the course of the investigation 4
: .3  Obtaining a general impression before
s : starting 4
: .4  Using Field Sketch Sheet and straight- ]
4 : edge (See Appendix J)
’ : .5  Locating directions with a magnetic

compass
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- 12,6 Determming scale to be used
e LT Determining fixed base liné or -
o - ." fixed points
.8 Determmmg what must be’ mcluded
.9  Adding nothing superfluous
.10 Making preliminary sketch in
: . pencil, lightly
: .11 Using black ink '
: .12 Identifying pertinent objects with
: letters in red ink
.13 Measuring accurately
e .14 Using "feet” and "inches" to
: designate distances
¢~ +15 Locating and indicating "North" at

ee " oo o» eb.

: top of page
: .16 Recording information in lower

: right corner

13. Search for physical evidence ¢ 13.1 According to laws governing search

: .2 To substantiate facts .
: .3  Proving elements of the offense
: .4  Examining scene clockwise

e 5  Beginning with the perimeter
: .6 Proceeding spirally

: -7 Examining scene minutely

: .8  Completing one area before going
H to another

: -9  Examining adjacent area and route
: of approach

-14.  Collect physical evidence .: 14.1 Carefully, with minimum handling
o For preservation - ‘

Apprising witness(es) of find

-4 Photographing where found

«5  Recording description and location

, :. «6 Including it in sketch

L S : .7  Getting sufficient quanuty of known

oo : sample
.8  Giving receipt to owner for valuable

property

*e
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~ LAW ENFORCEMENT OFFICER TRAINING

.- STEPS . . - XEYPOINTS.

15. - Mark physical evidence : 15,1 For future identification
- : .2, " Initialing and dating in suitable location

: ‘ avoiding damage for scientific.
: examination
¢+ .3 Using appropriate marking devise
: .4  Recording mark and location
: .5 - Attaching completed evidence tag
: .6  Starting and maintaining the chain

. of evidence

Maintaining it in its original state
Keeping in personal possession
Packing in suitable container
Separating to prevent contaminatica
Preventing damage

Preventing excessive handling

16. Preserve physical evidence : 16,

O U LN

'PRELIMINARY INVESTIGATION - SECONDARY PHASE

From pafticipénts (See Appendix T)

17.. Take written statements 17.1
- .2 At suitable time and location
.3  Using separate sheets for each and

one side only
.4  Using permanent writing material
5 Identifying with case number and
: person making statement
: ° .6 Chronologically
7 Have closing verification paragraph

: included -

: .8 Having statement signed by:
: .1 Maker

: .2 Recorder

«3 Witnesses

18. Transport arrestee : 18.1 To appropriate confinement facility
' ¢ - .2 Personally or by arrangement with
: supervisor
: .3  Using caution when placing in patrol
: car

4 Driving safely
.S  Locking doors securely
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-STEPS - . - . KEY POINTS

: 18.6 Using most expeditious route
. .7 Maintaining alert for: '
: .1  Personal attack .
: . +2  Escape attempt
.8 Notifying dispatcher and recording
starting and ending location and
odometer reading for females
.9 Recording starting and ending time

19, Process arrestee for : 19.1 As required by facility
confinement .2 Preparing documents
.3 Having physician examine injured
perpetrator :

: .4 Completing Injured Prisoner Report
: form -
.5 Providing custodian with necessary
information
.6 Removing handcuffs from arrestee
.7 Removing and giving custodian all
personal property and potential
: weapons of arrestee
.8 Verifying arrestee's property

.9 Issuing receipt to arrestee for
personal property taken as
evidence

.10 Obtaining receipt of confinement
from custodian

.11 Apprising custodian of arrestee's

] - : physical and/or mental condition

- : .12 Recording confinement time, facility,

1 ' ' and custodian

] 20. Submit evidence : 20.1 To property officer

T : .2 For safeguarding

1 .3 Maintaining chain of evidence
f .4 Completing Property Tag form

and receiving receipt (See Appendix Q)

h .5 Recording:

q . : .1 Time

' .2 Property officer's name and number
.3 Location stored

61
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" LAW ENFORCEMENT OFFICER TRAINING

- STEPS o . "KEY POINTS -

21.1  As soon as possible

2 Within jurisdiction and capabilities
.3 Gathering evidence o .
. +4 Interviewing informants '

21. Follow-up leads

22, * Submit reports 22.1 ° To supervisor ‘ B

.2 As required 8
.3 To complete disposition

; .4 = Before going off duty _ N

5 For department's information ]

.6  For use in prosecution

.7 - Completing Preliminary Inve stlgatlon ]

3 : Report form (See Appendix N) o

.8  Typing information ’

.9  Referring to notes B

5* .1

0 Including who, what, why, when, -
where, and how :

.11  Spelling correctly

.12 Choosing words carefully

.13 Avoiding legalistic words, phrases,
or slang

.14 Being objective in information

.15 Using only widely accepted
abbreviations

.16 Reviewing and editing the report
before submitting

.17 Attaching pertinent forms

Sé® 60 00 006 08 o0 o [ X} (X ) o0 08 060 060 08 o0 00 o0 oo o o0
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23.1 Transmitting known information to
other interested law enforcement
agencies

.2  Requesting their assistance
.3 Having physical evidence examined by
the criminalistician
.4 Checking available law enforcement
agency records

.5 Interviewing new sources of information

6 Contacting the victim personally at
periodic intervals, informing him
of developments

23. Follow-up case

'Y ) (X ] o0 o0 oo 0 060 60 006 60 65 o0 00 685 65 06 00 o0 o0 o
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" Training Procedure No. 7
“TRAFFIC VIOLATIONS, HANDLING

INTRODUCTORY INFORMATION:

One of the most pressing problems facing the public and law enforcement ageucics
is finding additional ways and means of reducing deaths, injuries, and amount of
property damage that are occurring daily on the nation's trafficways. Law enforce-

" ment officers contribute substantially towards this reduction when they detect,
apprehend and take enforcement action against the traffic law violator.

A great number of an officer s personal contacts with the public is due to the
large number of traffic violations which must be handled. It is under these
circumstances that an officer will affect the public image of the department and
E the ‘'service rendered, either favorably or unfavorably. An officer creates the

3 ' hest impression for the department by exhibiting exceptional judgement and con-
" ducting himself above reproach while handling the traffic violation.

- ‘EQUIPMENT NEEDED:

Citation Book Penc@l, Mechanical
Pen, B_all Point Traffic Code Book

GENERAL SAFETY PRACTICES:

" Notify dispatcher of location before leaving patrol car, under all circumstances
L Be extremely cautious in pursuit driving

* Use safety seat belt

E Keep constantly alert for erratic movements of vehicle or person

Keep alert to moving traffic:

Know the condition and limitation of patrol car

BV FT e S HE NS

characteristics of violator
.5  Noting time and place

STEPS . KEY POINTS

: 1. Wltness violation | : 1.1 Of driver

s : .2 Recognizing elements of the offense
: .3  Determining action to be taken

‘ : .4  Noting general identification

Note: Items identified by an asterisk pertain to nighttime only.
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LAW ENFORCEMENT OFFICER TRAINING o -

: 1.6  Noting vehicle 'make year, model,
: ' .color, license number, and any
. ' unusual appearance

2, Appfehend violator K 2 1 As soon as practical ,
- ' N ) Being certain safety seat belt is

e Y v S s [ o

s fastened before pursuing

: .3 - Moving into traffic safely

: .4  Pacing violator's vehicle properly on '

s ‘ speed violations : ]

: .5  Selecting location to stop v1olator

: *.6 Selecting well lighted location at :

: : night, when possible . :]

: .7  Driving patrol car to the left of and

T <. two {2) feet behind drier ]

: .8  Be careful not to overshoot vehicle B |

: .9  Using second gear or low range in |

: heavy traffic al

: .10 Attracting driver's attention with 2k

: short horn signals-daytime j

¢ *.11 Flashing spotlight across inside A

: and/or outside rearview mirror 5§
- : :  *.,12° Avoid blinding driver
o - ‘ : .13 Keeping constantly alert for erratic ] i
- ' . | | : ' - vehicle movements 2
] ' : .14 Using hand signals to designate :

: * - - selected stopping place gk

: .15 Falling in behind vehicle to be stopped L) 7

: .16 Maintaining assured clear distance ﬁ
: o : .17 Using red beacon light and siren in 4] 3
2 : ' high speed pursuit & %
2 ' K .18 Keeping dispatcher informed when
6 ' ’ : pursuit is involved 13
f : .19 Notifying dispatcher if assistance .
o : o : required e J
- : . : .20 Watching for items that might be
- ' : thrown from pursued vehicle

: .21 Parking patrol car about 8 to 1 feet

: behind and a little to the left of

violator's vehicle
64
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§TEFS. =  KEYvomms

© 2.22 Notifying dispatcher before leaving
' patrol car '
.23 Turning or leaving on red beacon
light to warn motorists
.24 Recording license number on car
. desk pad before alighting
.25 Removing sunglasses
.26 Unfastening holster flap
.27 Approaching violator and vehicle
with caution
.28 Observing interior of violator’s
Co vehicle through rear and side
windows
.29 Noting occupants and contents
.30 Noting escape routes
.31 Noting available cover

3
e
3
N
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¥
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i
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ki
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o
5
o
7
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3
2
3
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3
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3. Make identification . 3.1 Taking a position to the rear of

- driver's door and out of range of
other door for conversation
.2 Keeping alert to-occupant's movement
*.3  Keeping flashlight beam out of occupants’
eyes
.4  Greeting courteously using ""Sir" or

"Ma'am"
Requesting violator remain seated
in the vehicle

.6  Informing violator of reason for
stopping
.7  Using tone of veice indicating state-
ment of fact
.8  Asking for driver's license and vehicle
registration
.9  Accepting-only requested documents
.10 Examining documents for validity
.11 Requesting verbal pronunciation, spelling
of name, and present address
.12 Addressing by proper title and name
thereafter

(22 AR S Gl L
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LAW ENFORCEMENT OFFICER TRAINING

3.13 Comparing apparent phyéical and ‘
: verbal information against document o=
.14 Notmg discrepencies

w2t b A e o

.15 Questioning violator further, depend- i
on answers given — 3

.16 Answering inquiries courteously and _
concisely 13

.17 Being especially careful in speech . —
. and actions with women —
.18 Noting speech and -mannerisms of 2k
driver to detect abnormal condition '3

.19 Avoid discussing fines and/or costs i

- 4.1  One of the following:
1 ‘Giving verbal warning
2 Issuing written warning
.3 Issuing citation ‘
4 Arresting when justified
.2  Using only that amount of force
necessary to overcome resistance
.3  Establishing appearance date and time,
mutually agreeable for violator,
court, and officer
.4  Standing on berm-shoulder or curb near
patrol car to fill in information on
citation
*.5  Using flashlight for illumination
.6  Using patrol car to sit in during
inclement weather
.7  Requesting violator stand in safe
position, if out of vehicle
.8  Avoiding use of violator's vehicle to
prop feet on or as a desk
.9  Printing carefully and legibly
.10 Recording accurately:
Date of violation
Time-a.m. or p.m., E.S.T.orD.S.T.
Place of violation
Date of appearance
] Car and driver identification
.11 Describing violation -

4, Take enforcement action

. ‘o
Ut o W)
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. LAW ENFORCEMENT OFFICER TRAINING |

: 4,12 Recording section number of
o - violation

t .13 Having violator sign citation

s .14 Comparing signature with that on
: .driver's license

5. Release violator "t 5.1 After enforcement action

* . «2  After rechecking citation for
: - . accuracy and legibility
: .3 After ascertaining if driver under-
: stands information on citation
: .4  Returning all documents
: .5  Noting where driver puts documents

¢t .6 Thanking driver for cooperation
*- .7  Asking driver if he would like
: assistance to return to trafficway

67

. Spaem e TR ey B R e R R I
Radif S SR Y 43T S T IR G SR s i n APl s L R B R i T ST S e e o3 PR A




T AR (T K RN SN WEAR

Training Précédure No. 8
TRAFFIC ACCISENTS ,'HANDLI‘NG

INTRODUCTORY INFORMATION:
A traffic accident defies a rigid set of chronological steps for proper handling.
The urgency of any one of its aspects will govern the officer's course of action.

Confusion, hysteria, injuries, fire, foul weather, bad location, high speed,
traffic and poor visibiiity are some of the things encountered at the scene. The
need and ability tc make sound decisions quickly and see to.it that they are carried
out are imperative. The officer must control the situation.

EQUIPMENT NEEDED: ‘
: : ' ro
~ Accident Investigation Kit:
. Crayon, Marking f(lumber yellow)
Paper
.Tape Measure, 100 ft. Metal
Reinforced Cloth
Tape Measure, 10 ft, Spring Steel
{white surface)
‘Template, Accident Investigators .
Motor Vehicle Accident Form
Form, Statement

GENERAL SAFETY PRACTICES:

Drive safely

Park properly

Be constantly alert for hazards, personal and others
Place all civilian help as safely as possible

STEPS ' KEY POINTS
1. Receive accident information : 1.1 From dispatcher
: .2 From citizen, notifying dispatcher
: .3  Recording:
: .1 Name and address of citizen
reporting

.2 Type of accident:

Note: Items identified by an asterisk pertain to nighttime only.
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LAW ENFORCEMENT OFFICER TRAINING

STEPS = - ~ 'KEY POINTS -

1.3.2.1 Personal injury
2 Property damage only
.3 Time received

4 Location
.4 Obtaining as much information as
possible
2. Proceed to scene ~ 2.1 Planning action

.2 Using extreme caution when disobey-
ing traffic laws

.3  Driving safely

.4  Using shortest and quickest route

5  Using siren and emergency lights in

accordance with departmental policy

.6  Observing weather and road conditions

.7  Being alert for cars leaving scene

3. ~ Arrive at scene 3.1  Parking car at safe distance from
nearest object to be protected
.2  lLeaving emergency lights operating
*.3 Iluminate accident scene with car
lights when necessary
.4  Using off-street facilities when avail-
able and accident is not serious
.5  Parking car crosswise to road to pro-
tect scene when necessary
.6 Recording time arrived

By quickly scanning area

To determine course of action

Traffic flow

Congestion

Road blockage

Urgent matters needing immediate
accident

.7  Hazards which could compound the

accident
.8  Positions of victims if thrown from car

4. Observe scene and situation 4

° e e o
Oy Ul W =

5. Protect scene 5.1  To preserve evidence
' 2 Warning approaching traffic
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e

' LAW ENFORCEMENT- OFFICER TRAINING

Care for injured

e 5.3 Setting fusees

LX)

[ X J [ X ] [ X ] LN ]

.4 In locating warning device, con51der

speeds, visibility and road
_ " condition -

.5 To prevent further damage and other
accidents.

.6 To prevent theft from vehicles or
injured persons

Re-parking patrol car if necessary

9  Detouring traffic
.10 Requesting assistance from by-
standers:
.1  Using professional dnvers when
possible
.2  Directing activities of assistants
.11 Requesting assistance needed from
headquarters - be specific
.12 Using towtrucksor other emergency
vehicles and their lights when
necessary '
.13 Turning off ignitions and lights of
vehicles involved

W7
.8 Roping off scene area

.9

1

" .14 Guarding spilled gasoline or other

inflammables

6.1 Moving occupants ONLY if life
endangered .
.2  Calling for rescue squad, ambulance
and/or medical help when necessary
Stop bleeding
Preventing shock or exposure by
keeping injured warm
.5  Assisting minor injured persons
from vehicles safely
.6  Preventing theft of personal belong-
ings from injured persons
.7  Noting unusual condition of injured
while aiding them, such as
evidence of alcohol
.8 Keeping onlookers away from injured

- w
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LAW ENFORCEMENT OFFICER TRAINING,

STEPS -~ - . - KE 5

6.9  Using best help available when
: .necessary

1. To establish ownership and identity
. «2 By observing -
".3 By inquiring
4 Recording license numbers of vehicles
at accident scene - possible
: witnesses
.5 If driver cannot be located, assume it
. is a hit and run case
6 Examining driver's condition
.7  Obtaining names and addresses
8 Having drivers or owners assist in
caring for their property
.9  Ascertaining number of people involved
and possible injuries

7.  Locate and question drivers
: ~and witnesses

' "8.  Photograph scene

8.1 When necessary
2 As soon as practical .
.3  To record things that were not noticed
.4 To record original scene before changed
.5 To show damage before vehicles are

moved .

.6 To prove statements

Being selective in photographs taken

To preserve evidence ~r clues which
may disappear

L
o )

9.  Sketch scene 9.1 Using Field Sketch Sheet (See Appendix J)

2 To show general relationship of things

.3  Making as neat and complete as
possible - avoid erasing or altering

.4  Sketch should be identified, day.and
hour of accident, names of roads,
direction of north, names of people
who took measurements and made
drawing
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LAW ENFORCEMENT OFFICER TRAINING

. .

_STERS.

' Measure distances

Gather physical evidence

Take written statements

.9

.10
.11
.12

11.1

73

' Making measurements with tape

" By marking various -points with yellow

~ Using tape cautiously near electrical

KEY POINTS

At all accidents , ‘

Locating point of impact by tnan- _
gulation with permanent ob]ects

Of all skidmarks and gouges

Locating final position of vehicles
from point of impact

Location of dead or injured from
point of impact

crayon after deciding what is to
be measured ’

wires
Stopping or warnmg trafflc if neces sary
Being accurate as pos sible
Locating temporary objects or things
as soon as possible
Locating any.pos sible traffic hazards

By systematic search from point of
approach to scene to point of
departure

By collecting adequate specimens

Marking or tagging for identification

To verify or disprove statements of
drivers and witnesses

Determining condition of vehicle both
mechanical and otherwise

From drivers

From witnesses - first from those
who may leave or be hard to reach

At the scene - or the most convenient
place

Be sure statement contains necessary
information

When possible, have signatures
witnessed




. LAW ENFORCEMENT OFFICER TRAINING

- STEPS

uperinatesastl

Compiete Motor Vehicle
Accident Report form
(See Appendices V and V)

Make arrest or issue citation

Clear roadway

W N -

© ® .

TS

®© N o

L
O\ Ut b O N

o7

.8
.9

.10
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KEY POINTS

- Printing information legibly

At scene e e

To systematically gather information

For departmental records

To record, who-what-why-when-where
and how

To furnish information to related
government agencies and others

To be used in planning and research

Information must be complete

~ Names and addresses should be ver-

ified for spelling and correctness

To take enforcement action

After analyzing accident

Where elements of violation can be
proven in court

According to departmental policy

For violations not directly contribut-
ing to accident

For violations contributing to accident

Be specific in charging violation

Follow-up arrest or citation by ex-
plaining to citizen reason for
enforcement action

As soon as practical
Restoring normal traffic flow
Utilizing towing service
By hand pushing vehicles
Recording name of towing service
Requesting owner or driver to select
tow truck service, when possible
Removing or having removed hazardous
material from trafficway
Avoiding unnecessary damage to vehicle
Being alert to dangers from cables
used in towing or righting vehicles
Being alert and in a safe position
while tow truck is maneuvering




- LAW ENFORCEMENT OFFICER TRAINING

16.1 - Of involved persons only

.2  Telling drivers what reports they
' must file and where obtained-

.3  Giving reliable and helpful

_ information

- .4 Being courteous :

-«5  Concerning local and state traffic

laws

16. Answer inquiries

17.1 . Gathering facts not obtained at scene

' Obtaining medical reports from doc-
tor or hospital

.3  Questioning drivers or witnesses

that left the scene

.4  Arranging for or notifying relatives

of dead or injured

.5 Completing necessary reports

.6  Requesting departmental assistance

.7  Notifying dispatcher upen completion

of handling accident

17. . Follow-up

-t
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o 'I'"i:aixiiﬁg ijdcedui'é No. 9 .

“ARRESTING

INTRODUCTORY INFORMATION:

Law enforcement agencies are given the respons‘ibility and authority to arrest in
order to.protect society from the criminal. Upon the law enforcement officer is
conferred the power to arrest, to use it ]ustly and wisely is the officer's duty

Agcompanymg arrest are the inherent potential dangers of physwal m]ury or-
death and civil liability. Every arrest situation demands diagnosis by the officer.

. No two arrests are alike, they are only similar in certain phases. Each officer

mist be knowledgeable in both the practical and legal aspects of arrest. In the
practical aspect, to develop techniques for deterring or combatting violence and
to overcome the mental resistance of an arrestee. In the legal aspect, to assure

| ~ compliance with the requircments of the law andto preclude legal and depart-
‘mental discipline as a result of unlawful or improper handling of the arrest.

- EQUIPMENT. NEEDED: '

Baton, Riot - o _ Revolver _
_ Handcuffs : Stick, Yawara
. Injured Arrestee Fleld Report

GENERAL SAFETY PRAC'I‘ICES: '

Maintain physical fitness

" Be constantly alert

Approach all persons and onto and into all premises with caution
Request assistance when judgment indicates
Watch arrestee’s hands

STEPS ' KEY POINTS
Approach suspect : 1.1 As soon as possible
' * .2 Unfastening holster flap

: .3  Scanning surrounding area.

: .4  Planning action

: .5  Selecting spot for arrest
.6 Moving in from rear and/or side
.7 Calmly

: .8  Quietly

: .9  Cautiously

.10 Cutting off escape route

o ey e g gy bt B




LAW ENFORCEMENT OFFICER TRAINING

EPS

4

1.11
12

«13
- 14
.15
.16

.17

.19

2.1
.2
.3
4
S
.6
7
.8

2.  Apprehend suspect
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.10

.11

.12

.13

3.1
.2

3. Arrest suspect

03

05
06
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XEY POINTS

Expecting escape attempt

Using peripheral vision to detect
physical or otlier hazards

Using available cover or shadows

Avoid being silhouetted

Noting dress for identification

Watching suspect constantly -
especially hands

Watching for objects that suspect
may discard

Noting his physical and mental
condition

Noting personal physical character-
istics for identification

As soon as possible

Taking by surprise

Stopping actions

Pursuing, as required

Using force as a last resort

Restraining physically, as required

Adhering strictly to the laws of arrest

Keeping suspect away from strong
hand side .

Standing slightly to the rear and right
of suspect

Using only that amount of force
necessary to overcome resistance

Using special care with women,

~ Juveniles, and mentally ill

Using revolver for protection of life
or preventing escape of felon

Requesting assistance

Commanding "Don't move"

Identifying self as law enforcement
officer

Ordering to move only as told

Stating "You are under arrest"

Stating reason for arrest

Speaking clearly




4.

S.

LAW_ENFORGEMENT OFFICER TRAINING

Secure arrestee

" Search arrestee

.1

1

.12

®
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XEY POINTS.

Using authoritative tone of voice
Noting statements by arrestee for later
recording '

Preventing escape
Ordering arrestee to assume spread-
eagle position using vertical surface

Removing handcuffs from case with -
weak hand _

Handcuffing hands behind back, palms
out, key holes up,-double-lock
pins away from arrestee '

Double locking handcuffs

Isolating arréstee as soon as possible

Handcuffing to fixed object, when
appropriate

Keeping in view

Blocking exits

Preventing arrestee from injuring
himself or others

Preventing others from injuring arrestee.

Refusing request of arrestee and/or
persons wishing to see or speak
to him at the scene

After handcuffing
Select location:
Away from people’
Well lighted
Away from avenues of escape
For weapons : .
For evidence » (See Appendix 2)
Keeping arrestee in spread-eagle
position with kead against
vertical surface
Metk~dically from head to toe
Using grasping motion of hand on
garment and body
Feeling for objects
Noting any peculiarities ¢f garments

Spt b il bR St g




" LAW ENFORCEMENT OFFICER TRAINING

——————

-

STEPS = . - ' KEY POINTS

5.10 - Using female officer or trusted adult
' woman for females
.11 Providing security for female searcher
.12 Removing all metal objects that may
be potential weapons
.13  Examining objects carefully to deter-
mine if converted to weapon
.14  Completing bodily search even
. though weapon or evidence found
.15 Calling for assistance, when necessary

A

Remove arrestee from .+ 6.1 - Immediately from a belligerent crowd
'~ scene ' _ T .2 As soon as possible
Co ' ' 3 Taking to confinement facility or magistrate
4 Walking arrestee to confinement
: facility, if practical
: .5 Holding handcuff chain at all times
when moving arrestee '
.6 Requesting departmental assistance
for transportation _
Placing arrestee in safest location -
within vehicle
.8 Taking purse and spike heeled shoes
" from female arrestee.
: .9 Notifying dispatcher and recording
: the starting and ending location
: and odometer reading for females
.10  Refusing requests of arrestee
.11  Keeping constantly alert against
: personal attack or attempt to escape
.12 Noting statements made by arrestee
during transporting

~

Process arrestee for

confinement : 7.1 Providing required medical treatment
' ' .2 Completing Injured Arrestee Field
: Report (See Appendix W)
' : .3 Delivering to custodial officer at
: - : appropriate institution -
L ' : .4 Adhering to institution's confine-
" ) ' ' ' : ment procedures
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LAW ENFORCEMENT OFFICER TRAINING

STEPS .| . . KEY POINTS

: 7.5 Having necessary commitment

. documents

: .6 Supplying necessary information

: .7  Searching arrestee: '

: .1 In presence of custodial officer

S .2 Removing all property

: .3 - Giving property to custodial officer

: . .4 Retaining possession of evidence

s .5 Giving receipt for evidence taken

. : 6 Accounting with custodial officer
' : 4 for arrestee's property

: .8  Signing required forms

: .9  Removing handcuffs

: -10 Keeping constantly alert:

: .1 Against personal attack

: o2 .Attempt to escape

FHERES Rl MR S A
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: Traiﬁi'ng Prééedu‘m No; 10 "
~ TESTIFYING IN COURT

INTRODUCTORY INFORMATION:

The arrest of a suspect after the investigation of a crime does not necessarily
close the case orend the officer's responsibility.

Under our system of government, ar: ~ase involving an arrest may be put to a
test. This test is a court trial, which is the right of any person charged with a
crime. A trial is the examination of evidence by a jury, the evidence being
presented through witnesses by the attorneys for both sides of an action, according
to the rules of law as interpreted by the judge. The officer must handle every
case, in all its aspects, with this ultimate test in mind, since he cannot foretell
which investigation will result in an arrest and which of these wiil result in a trial.

Due to the fact that the officer is neither judge nor jury, he will not pass on
legal matters nor determine the guilt or innocence of the defendent. The officer
is not an attorney, therefore, he will not defend or prosecute the accused. This
leaves the officer but one role in the court trial, that of a witness.

‘As a witness the officer is sworn to present his testimony to the court concern-
ing his personal knowledge regarding the case. The purpose of this procedure
is to assist the officer in testifyiag truthfully, objectively, and effectively,
thereby contributing to the impartial administration of justice.

EQUIPMENT NEEDED:

Appropriate notes
Notebook, Pocket . '

GENERA L CAUTIONS IN TESTIF YING:

Assuming thé public prosecutor's responsibilities must be avoided
Have confidence in the public prosecutor's handling of the case
_Follow the public prosecutor's. instructions
. The officer's bearing and physical appearance must be above reproach
Testify impartially
Maintain an impersonal attitude
Tell the truth
+ Avoid guessing
: Avoid arguing with the defense attorney
Be courteous
" Sit erect

83
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LAW ENFORCEMENT OFFICER TRAINING

STEPS

1.  Prepare for court appearance :

2.

3.

Proceed to courthouse

Confer with public
prosecutor

84

KEY POINTS

Reviewing case reports

Placing only pages pertinent to case
in notebook - .

Checking personal appearance

Wearing proper uniform (or conserv-
ative business suit and accessories)

Avoiding the wearing of any fraternal
insignia on civilian clothes

Nothing in breast pocket of civilian
coat ‘

Contacting public prosecutor, if
prosecutor has not contacted
officer, to discuss case and
coordinate activities .

Assembling physical and documentary
evidence

Providing for transportation of
physical evidence

With evidence and notebook

Attending correct court on day and at
time specified

Arriving early

Maintaining respectful demeanor at
all times

Checking with appropriate court
personnel, as required

Discussing case privately only with
authorized persons

Directing all other persons wanting
to discuss the case to the public
prosecutor

Regarding changes

Receiving instructions

Providing physical and documentary
evidence

Avoid the borrowing of prosecutor's
copy of the case reports

Reviewing last minute details




LAW ENFORCEMENT OFFICER TRAINING

STEPS ' KEY POINTS
& 4,  Attend court ¢ 4,1 Taking no items not relevant into
: : the courtroom

"+ .2 Giving bailiff Sam Browne belt and
: revolver in accordance with
: ' court policy . : ,
: . .3 Selecting seat which affords easies
s and most direct route to witness

stand

.4  Seating self before judge arrives
: .5 Avoiding all talk -

3 ' 6 Writing note when necessary to

: : communicate with prosecutor

: .7  Paying attention to proceedings
.8 Noting friends and associates of
: defendant
When summoned

S. Take the witness chair : 5.1
' : : .2 Becalm
3  Maustaining erect posture, dignified
carriage, and impersonal attitude
Standing at attention and raising
right arm when being sworn in
Looking at person giving the oath
.6  Sitt.ng erect in witness chair
7  Avoiding unusual mannerisms or
gestures

=

® o8 oo b
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6.1 Asked by public prosecutor, defense
attorney, and judge

6. - Answer questions

E o : .2  Maintaining an impersonal attitude
5 : .3 Listening to, hearing, and under-

: standing the question

: .4 Requesting that a question be repeated
- ¢ when not understood :

: .5  Thinking about the question
: .6 Formulating the answer mentally and
: logically before replying
: .7  Answering only the question

: .8  Telling the truth
: " Avoid guessing

: .0 Confining testimony to  evant
: matters
85
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LAW ENFORCEMENT OFFICER TRAINING

STEPS KEY POINTS

6.11  Volunteering no other information
12 Choosing words carefully
.13 Repeating conversations verbatim
.14 Avoiding use of technical law enforce-
: ment terms, criminal jargon, and
slang
.15 Looking at the judge or jury, as
appropriate, when replying
.16 Speaking clearly in a conversational
- voice '
.17 Using plain and direct language
.18  Answering "I don’t know", as
appropriate
- .19 Answering one question at a time
A .20 Stating "I cannot answer that question
' Lo with a 'Yes' or 'No' ", as
: . appropriate
4 ' : .21  Referring to notes, as required
.22 Refreshing memory by using notes
.23 Avoiding arguments

7. Leave ‘.-: courtroom Lo 7.1 When excused
' .2 Receiving Sam Browne belt and
; revolver from bailiff
: .3 Avoiding the expression of any opinions
concerning the trial
.4 Refusing to discuss case with un-

authorized persons
S Avoid loitering about the courthouse
.6 Leaving courthouse when dismissed

GEF AT RIC Sl el L it St i e
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Trainin'g Procedure No. 11
FIREARMS SAFETY AND NOMENCLATURE

INTRODUCTORY INFORMATION:

Safety in handling firearms is fundamental to the protection of
life. There is no margin for error in determining whether or not
a firearm is loaded. These statements are particularly true in

" a training situation. Too often we read or hear about the officer
inadvertently shot by a brother officer or see the department floor
or ceiling with a bullet hole in it. Each officer must strictly
adhere to all safety rules concerning firearms.

Every officer should know, generally, the names of the most important
parts of firearms. By doing this an understanding of the mechanical
operation is more easily achieved. Knowing the parts and their function
in the operation of the weapon better prepares the officer to detect a
possible malfunction or unsafe condition. To detect a malfunction or
unsafe condition and subsequently repair it ensures dependable operation.

~ EQUIPMENT NEEDED:

Departmental or personal weapon used on duty - sidearm
Revolver cleaning kit

. Shotgun 12 gauge, riot
Shotgun cleaning kit
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LAW ENFORCEMENT OFFICER TRAINING

STEPS

Learn Safety Rules

o0 e e o0 LA

KEY POINTS

Treat all guns as though they are loaded.

Point a firearm only at a person you are
justified in killing.

. Allow only an expert to repair your weapon.

All firearms training must be properly and
adequately supervised by someore in authority .
All safety precautions must be adhered to and
enforced. '

Strictest discipline must be maintained.
Carelessness and thoughtlessness cannot and
must not be tolerated during firearms training.

immediately on picking up a firearm, open the
cylinder or action and check to see that it is
unloaded--check it again.

A firearm is given to or received from another
person only when the cylinder or action is open.

Never anticipate a command.

Check for obstruétion in barrel of a firearm
before loading.

Load only after position is taken at the firing
point and the command to load has been given.

Unload when and as instructed.

Keep the firearm pointed down range at all
times.

Draw a revolver from the holster or reholster
with the finger outside the trigger guard.

When shooting single-action, place your finger
on the trigger only after the firearm is pointed
toward the target and the cocking action has been
completed.
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LAW ENFORCEMENT OFFICER TRAINING

STEPS KEY POINTS

——————

No smoking on the firing line.

" No talking on the firing line or to shooters
on the firing line, except by instructors.

Always keep the muzzle of a firearm from
touching the ground.

Place thumb in front of the hammer before
releasing the trigger when letting hammer
down on a live cartridge.

In case of a misfire, keep the firearm pointed
~ down range at least ten seconds before opening _°
the cylinder.

VL TN

After a malfunction unload and check the
barrel for obstructions before firing a
succeeding shot. ' :

Unload firearm before leaving the firing line.

R N T T A AP U PP P LR 1P
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Leave firing line only when command is given. I

A loaded firearm is allowed only on the firing
line.

of an instructor.

Pay strict attention to the range officer.
He will instruct you as to exactly what you

are to do.
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LAW ENFORCEMENT OFFICER TRAINING

STEPS
2. Learn Parts of Revolver and Shotgun
(SvLy “oFFICIAL POLICE” REVOLVER E
Phastenm View g
i

LIECTOR AND RATCHET NECOI. PLATE

ogeiag
O e o e coLr's rnﬂlt FIRE ARMS Agg co., INC.

Snep w wps,

CUTAWAY VIEW OF THE
38 MILITARY = POLICE REVOLVER

EXTRACTOR EXTRACTOR SPRING_.CENTER PIN SPRING
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| Training.l?rpcedu’x‘e No. 12

REVOLVER SHOOTING - TARGET -COMBAT

INTRODUCTORY INFORMATION:

Target shooting offered through an oxganized training situation by a
qualified instructor provides the best method to learn the fundamentals

of revolver shooting. The use of a revolver as a weapon requires expert
training and regular practice. Expert training is necessary to acquire
the basic knowledge and skill necessary to develop proficiency in handling
the weapon and regular pracuce is required to maintain and increase
proﬁclency

Once the officer acquires the basic knowledge and skill of handling the
revolver he must then proceed to develop as much skill as possible in
reacting to a combat situation. Combat shooting requires firing rapidly
and accurately.

Concomitant with skillful use of the weapon is the equally important
criterion of determining the justifiable use of the weapon. Not knowing
under what circumstances the weapon may be used places the officer at a
decided disadvantage. Use of the weapon in any situation must be based
on sound judgment with the ever present thought that hanging in the
balance of a decision is life or death.

Lightweight Oil, Fine Grade
Patches, Cleaning :
* Rod, Cleaning with detachable tip

EQUIPMENT:

Revolver Cleaning Kit .38 Caliber: Screwdriver, small
) Bore Brush, Brass wire Toothbrush or 1/2" to 1"
*‘ Bore Cleaner Bristle Paint Brush
Carwax, fine grade Sidearm, Departmental issue
Cloth, Polishing or personal
F Coarse cloth or extra fine steel wool Target, Silhouette
1 Cylinder Brush, Nylon or Bristle Target, Pasters, Black & Whlte
E Gun Grease, Fine Grade Uniform of the Day
E
g,
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