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POLICIES

General Provisions

010.0 Policy

Policy consists of principles and values, which guide the performance of a Department activity. Policy is not a
statement of what must be done in a particular situation; rather, it is a statement of guiding principles, which should
be followed in activities, which are directed toward the attainment of Department objectives.

Policy is formulated by analyzing objectives and determining through research those principles, which will best
guide the Department in achieving its objectives. Policy is based upon police ethics and experience, the desires of
the community, and the mandate of the law.

Policy is articulated to inform the public and Department employees of the principles, which will be adhered to in
the performance of the law enforcement function.

An officer in the performance of his duty is confronted with an infinite variety of complex situations, which require

police action. Since policy is objective rather than situation oriented, it is broad enough in scope to encompass most
situations. Policy, therefore, must be stated in general terms.

020.0 Glossary
020.10 Value

A value is a weight accorded to a quality of performance or accomplishment. Values are the basis for the
determination of objectives and may be both ethical and functional.

020.20 Objective

An objective is specific and definable. It is a desired end for which effort is expended and which, if attained, fulfills
the purposes of the Department. Within each objective, there may be a number of subordinate objectives, each of
which, if attained, contributes to the accomplishment of the police mission.

020.25 Goal

A goal is an ideal, broad and general, to which all Department activities are directed.

020.30 Principle

A principle is a conceptual guide arrived at through logical deduction by evaluating experience with a view toward
the attainment of objectives. A principle may be of assistance in the exercise of judgment in a duty-related or off-
duty activity, and may be both ethical and functional.

020.40 Procedure

A procedure is a preferred and expected method of performing an operation or a manner of proceeding on a course
of action. It differs from policy in that it directs action in a particular situation to perform a specific task within the
guidelines of policy. Both policies and procedures are objective oriented; however, policy establishes limits of
action while procedure directs response within those limits. Procedures will be established in writing when possible

and policy dictates that they be followed.

020.50 Rule
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A rule is a specific requirement or prohibition, which is stated to prevent deviations from policy or procedure. Rules
allow little deviation other than for stated exceptions. Deviation from or violation of rules generally requires
immediate and documented justification and explanation.

030.0 Review

The Policies, Procedures and Rules contained in the Operations Manual shall be reviewed annually to ensure
consistency with relevant Statutes, Ordinances, case law, Labor Contracts and contemporary police practice.
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Objectives

105.0 Mission Statement of the Oklahoma City Police Department

The men and women of the Oklahoma City Police Department are committed to enhance the quality of life and
lessen the criminal fears of all citizens.

Utilizing the authority and safeguards of the Constitution of the United States and the freedoms cited in the Bill of
Rights, the laws and statutes of the State of Oklahoma and the Charter and Ordinances of the City of Oklahoma
City, we, the members of the Oklahoma City Police Department, will work cooperatively with all segments of the
general public and government to provide a safe environment and preserve the peace.

This partnership is drawn on the premise that our product be one of service to all citizens with special focus toward
solving real and perceived problems within the community. Our remedies and resources shall be from all levels of
government, working in concert, to accomplish our desired goals. Thus, as a Department of, and on behalf of, the
City of Oklahoma City, we obligate ourselves toward becoming a catalyst for positive interaction between all
services and functions of the City.

Adopted 12/90
110.0 Primary Objective

A society free from crime and disorder remains an unachieved ideal; nevertheless, consistent with the values of a
free society, it is the primary objective of the Oklahoma City Police Department to as closely as possible approach
that ideal. In so doing, the Department's role is to enforce the law in a fair and impartial manner, recognizing both
the statutory and judicial limitations of police authority and the Constitutional rights of all persons. It is not the role
of the Department to legislate, to render legal judgments, or to punish.

115.0 Police Authority

According to Oklahoma State Statutes, police officers in the State of Oklahoma "...shall have the power to arrest all
offenders against the laws of the State or of the City, by day or by night, in the same manner as the Marshal, and
keep them in the City prison or other place to prevent their escape until a trial can be held before the proper office".

Oklahoma City Ordinances established the Police Department for the purpose of performing various public safety
functions of the City. The City Ordinances state that the Police Department shall have and exercise the powers and
duties of preventing and detecting crime, preserving the peace, protecting the citizens and others in their persons and
property and maintaining public order.

City Ordinances further define the "General Power of the Police Department” by stating that police officers shall
have the power to arrest all offenders against the laws of the State or the City by day or by night. Offenders will be
placed in the County Jail or other place to prevent their escape until a trial can be had before a proper officer, or
until a recognizance with sufficient surety is duly entered into by the prisoner in custody as provided by law.

Revised 10/04
115.10 Authority of the Chief of Police

According to Oklahoma State Statutes, cities may create the position of Chief of Police, who shall at all times have
power to make or order an arrest with proper process, for any offense against the laws of the State or of the City, and
bring the offender for trial before the proper officer of the City, and to arrest without process, in all cases where any
such offense shall be committed in his/her presence.

The Municipal Code of the City of Oklahoma City designates the Chief of Police as the chief administrative officer
of the Police Department. All members of the Department serve subject to the orders of the Chief of Police.
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The Code also empowers the Chief of Police to make rules and regulations, as he/she deems advisable. When
approved by the City Council, these rules are binding upon all members of the Police Department.

Revised 10/04
115.15 Succession of Command

The Chief of Police shall have the authority to designate an acting Chief when he/she is absent from the City or
temporarily unavailable.

Should the Chief of Police become incapacitated through illness, death, or for any other reason can not carry out the
duties of the office, the City Manager will appoint an interim Chief.

Adopted 9/05
120.0 Functional Objectives

Peace in a free society depends on voluntary compliance with the law. The primary responsibility for upholding the
law, therefore, lies not with police, but with the people. Since crime is a social phenomenon, crime prevention is the
concern of every person living in society. Society employs full-time professional police to prevent crime, to deter it
and, when that fails, to apprehend those who violate the law.

Crime is a symptom of ills within society, which is not the responsibility of the Department to cure. The
Department is responsible, however, for interacting with the community to generate mutual understanding so that
there may be public support for crime prevention. Community involvement is essential to facilitate a free flow of
information between the public and the Department to assist in the identification of problem areas and to inform the
public of crime statistics and trends.

Additionally, knowledge of the community is necessary so that each Department employee may be instilled with a
sense of concern for the crime problems and law enforcement needs in his assigned area of responsibility.

The prevention of crime remains a basic obligation of society, and to the degree it becomes necessary to rely on
police action to secure compliance with the law; society has failed in this responsibility.

120.05 Victim / Witness Assistance

The Oklahoma City Police Department supports victim/witness assistance programs. Encouraging the cooperation
of victims and witnesses of criminal acts is important to the Department’s mission. The Department strives to treat
victims and witnesses of crime with fairness and dignity.

Adopted 10/04
120.10 Apprehension of Offenders

The administration of criminal justice consists of the identification, arrest, prosecution, punishment, and
rehabilitation of a law violator, and it has as its objective the voluntary compliance with the law as an alternative to
punishment. Once a crime has been committed, it is the duty of the Department to initiate the criminal justice
process by identifying and arresting the perpetrator, by obtaining necessary evidence, and cooperating in the
prosecution of the case.

120.20 Recovery and Return of Property
The actual costs of crime are difficult to measure; there cannot be a dollar value assigned to the broken bodies,

ruined lives, and human misery, which are its products. However, it is possible to observe the steadily mounting
cost of lost and stolen property. This loss as well as the other costs of crime must ultimately be borne by its victims.
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To minimize the losses due to crime, the Department makes every reasonable, good faith effort to recover lost or
stolen property, to identify its owners, and to ensure its prompt return.

120.30 Movement of Traffic

To facilitate the safe and expeditious movement of vehicular and pedestrian traffic, the Department enforces traffic
laws, investigates traffic accidents, and directs traffic. To enforce compliance with traffic laws and to develop
driver awareness of the causes of traffic accidents, the Department appropriately warns, cites, and arrests traffic law
violators. Traffic accidents are investigated to protect the rights of the involved parties, to care for the injured, to
determine the causes of accidents so that methods of prevention may be developed and, when a traffic law violation
is discovered, to gather necessary evidence to prosecute the violator. The Department provides direction for
vehicular and pedestrian traffic where necessary. It provides information to the public in assisting them to safely
and expeditiously arrive at their destination.

120.40 Public Service

Often, because there are no other public or private agencies available, the public relies upon the Department for
assistance and advice in the many routine and emergency situations, which develop in an urban society. For this
reason, and because there is frequently a potential for crime, the Department regularly responds to incidents where it
is not contemplated that an arrest will be made. To satisfy these requests and to assure the peace and safety of all
persons, the Department responds to calls for service and renders such aid or advice as is necessitated or indicated
by the situation. Such services are provided in cooperation and in coordinated effort with fire, rescue, ambulance
and other safety agencies within the community.

123.0  Assistance to other Law Enforcement Agencies and Events of Concurrent Jurisdiction

The Department maintains a close working relationship with other law enforcement agencies, and recognizes there
are instances in which law enforcement agencies will need this Department's assistance and other incidents
involving concurrent jurisdiction.

Therefore, it is the policy of this Department to provide assistance to other law enforcement agencies whenever
possible.

Whenever a Department officer responds to a call for assistance by another agency outside the city limits of
Oklahoma City or to an incident of concurrent jurisdiction, that officer will be governed and protected by the
policies and procedures of this Department.

Revised 10/04
125.0 Specific Subordinate Performance Objectives

In order to direct and evaluate the effectiveness of the daily activities of police officers, the Department will develop
performance objectives that are specific, measurable and achievable. Specific performance objectives will be
continually analyzed, modified when appropriate, and utilized to determine the degree of success the Department is
experiencing in achieving its primary and functional objectives. Specific performance objectives are developed for
individual employees, their immediate work groups, divisional units, and the Department as a whole to insure that
efforts of all employees are coordinated toward a common purpose.

130.0 Resource Objectives

130.10 Department Personnel

Police officers are frequently required to make decisions affecting human life and liberty in difficult situations
where there is no opportunity to seek advice and little time for reflection. Law enforcement in a free and complex

society requires an officer to have the stamina, intelligence, moral courage, and emotional stability necessary to
fairly and impartially deal with human beings in the many complicated and potentially explosive situations, which
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he encounters. To obtain the caliber of personnel necessary to provide the public with professional law
enforcement, it is essential that the Department participate in the recruitment and selection of potential officers.
Thereafter, the Department must constantly strive to maintain and perfect the quality of its officers through
education and training and must also strive to promote the most qualified.

130.20 Utilization of Resources

Law Enforcement is one of the most expensive and complex services provided by the City. The quality and extent
of service provided is necessarily limited by available resources, which are to a large extent dependent upon the
revenue sources of the City. To ensure that the highest level of service is obtained from the resources at its disposal,
the Department must make use of the most efficient management and budgeting techniques available. It is further
incumbent upon every employee to use resources as economically as possible.
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Personal Conduct

205.0 Standard of Conduct

Success within the community is dependent upon each employee of the Oklahoma City Police Department
exemplifying excellence, integrity, honesty and character. The combination of these traits should reflect the highest
moral principles in all phases of public service. By uniting the integrity and commitment of each employee, the
Oklahoma City Police Department shall reflect a positive image to the citizens.

It is the policy of the Oklahoma City Police Department to provide an employment and business environment free of
disruptive, disorderly, abusive, discriminating, or harassing conduct, any unwelcome sexual advance or any other
form(s) of verbal or physical conduct that would constitute sexual harassment as defined and prohibited by state and
federal statutes.

The Law Enforcement Code of Ethics is adopted as a general standard of conduct for employees of the Oklahoma
City Police Department. All employees of the Department shall adhere to the personnel rules and regulations of the
City and the policies, procedures and rules of this Department.

Revised 9/95
205.10 Law Enforcement Code of Ethics

As a law enforcement officer, my fundamental duties are to serve mankind; to safeguard lives and property; to
protect the innocent against deception, the weak against oppression or intimidation, and the peaceful against
violence or disorder; and to respect the Constitutional rights of all men to liberty, equality and justice.

I will keep my private life unsullied as an example to all; maintain courageous calm in the face of danger, scorn, or
ridicule; develop self-restraint; and be constantly mindful of the welfare of others. Honest in thought and deed in
both my personal and official life, I will be exemplary in obeying the laws of the land and the regulations of my
Department. Whatever | see or hear of a confidential nature or that is confided to me in my official capacity will be
kept ever secret unless revelation is necessary in the performance of my duty.

I will never act officiously or permit personal feelings, prejudices, animosities, or friendships to influence my
decisions. With no compromise for crime and with relentless prosecution of criminals, | will enforce the law
courteously and appropriately without fear or favor, malice or ill will, never employing unnecessary force or

violence and never accepting gratuities.

I recognize the badge of my office as a symbol of public faith, and | accept it, as a public trust to be held so long as |
am true to the ethics of the police service. | will constantly strive to achieve these objectives and ideals, dedicating
myself before God to my chosen profession...law enforcement.

205.15 Oath of Office
All personnel prior to assuming sworn status must take and subsequently abide by the following oath of office:

I do solemnly swear that | will bear true allegiance to the Constitution of the United States, to the Constitution and
Statutes of the State of Oklahoma, and to the Charter and Ordinances of the City of Oklahoma City.

| further solemnly swear that | will diligently discharge all orders and directions of the present, or future, Chief of
Police of Oklahoma City, and other superior officers appointed over me according to the rules and regulations of the
Oklahoma City Police Department.

| further solemnly swear that | will serve honestly and faithfully in the performance of my duties as a Police Officer
and will accept my commission as a symbol of authority and a mark of service to the people of this community.

Revised 2/03

Policies 200 — 299 Page 9



2\ The City of

/) OKLAHOMA CITY Police Operations Manual

210.0 Loyalty

In the performance of his duty to serve society, an officer is often called upon to make difficult decisions. He must
exercise discretion in situations where his rights and liabilities and those of the Department hinge upon his conduct
and judgment. An officer’s decisions are not easily made and occasionally they involve a choice, which may cause
him hardship or discomfort. An officer must be faithful to his oath of office, the principles of professional police
service, and the objectives of the Department, and in the discharge of his duty he must not allow personal motives to
govern his decisions and conduct.

215.0 Conduct Unbecoming a Police Employee

A police officer is the most conspicuous representative of government, and to the majority of the people he is a
symbol of stability and authority upon whom they can rely. An officer’s conduct is closely scrutinized, and when
his actions are found to be excessive, unwarranted, or unjustified, they tend to be criticized far more severely than
comparable conduct of persons in other walks of life. Since the conduct of an officer or civilian employee, on or
off-duty, may reflect directly upon the Department, each police employee must at all times conduct himself in a
manner which does not bring discredit to the employee, the Department, or the City.

220.0 Respect for Constitutional Rights

No person has a Constitutional right to violate the law; neither may any person be deprived of his Constitutional
rights merely because he is suspected of having committed a crime or has committed a crime. The task of
determining the constitutionality of a statute lies with a court of proper jurisdiction, not with an officer who seeks to
properly enforce the law as it exists. Therefore, an officer may enforce any federal, State, or local statute, which is
valid on its face without fear of abrogating the Constitutional rights of the person violating that statute. An officer
who lawfully acts within the scope of his authority does not deprive persons of their civil liberties. He may within
the scope of his authority make reasonable inquiries, conduct investigations, and arrest on probable cause.

However, when an officer exceeds his authority by unreasonable conduct, he violates the sanctity of the law, which
he is sworn to uphold.

Revised 9/95
222.0 Non-Discrimination

The Oklahoma City Police Department is committed to a policy of non-discrimination. It is the policy of the
Department that no person or employee shall benefit or be discriminated against, in any manner inconsistent with
the Constitution, federal law, state statutes, the City Charter, ordinances, resolutions, policies, rules, or regulations.

It is the policy of the Department that employment with the City will be free of conduct that is discriminatory,
abusive, disorderly, disruptive, or retaliatory. Any employee’s conduct, whether intentional or unintentional, that
results in discrimination or harassment of other employees or any other person(s) with regard to race, color, creed,
disability, age, religion, sex, national origin, or exercise of a legal right is strictly prohibited.

When dealing with persons who are mentally challenged, physically disabled or who clearly demonstrate a special
need, employees will consider the disability and make reasonable efforts to take the special needs in consideration in
the performance of their duties.

Revised 9/01; Revised 9/05
225.0 Bias-Based Policing Prohibited

For the purpose of this policy, bias-based policing shall be defined as the detention, interdiction, or other disparate
treatment of an individual on the basis of race, color, religion, sex, national origin, age, or handicap.
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No officer or employee of the Oklahoma City Police Department shall engage in bias-based policing.

If an officer or employee is found in direct violation of the Department’s policy regarding bias-based policing, the
Department shall take appropriate action consistent with applicable laws, rules, ordinances, and policy.

Adopted 9/01; Revised 9/06
226.0 Disclosure of Domestic Violence

The Omnibus Consolidated Appropriations Act of 1997 makes it unlawful for any person convicted of a
“misdemeanor crime of domestic violence” to ship, transport, possess, receive, sell, or dispose of firearms or
ammunition. This includes law enforcement officers who have been convicted of any qualifying misdemeanor
including simple assaults on spouses, ex-spouses, or cohabiting partners. Those convicted will not be able to
possess firearms for any reason, including performing their official law enforcement duties. The prohibition also
applies to convictions prior to the law’s effective date of September 30, 1996.

Any officer with a VPO against him/her, but does not have a conviction of domestic abuse or other related crimes,
may be in violation of Title 18, U.S.C.A., Section 922 (d)(8)&(9) while acting in an off-duty status. Officers with a
VPO may possess a firearm when acting in an official, on duty capacity, and in an “On Call” status with the
approval of the Chief of Police. Off-duty officers with a VPO are prohibited from possessing a firearm even for
such events as hunting. This includes the purchase of firearms while a VPO is in effect.

Any employee having any prior conviction, or is convicted of a crime fitting the above circumstances (misdemeanor
or felony), while employed by the City of Oklahoma City, or is subject to a current, pending VPO or otherwise has
reason to anticipate being subject to a VPO, must notify their Bureau Commander in writing without delay. Each
case will be evaluated on its specific circumstances; assistance and guidance will be offered to the employee.

Adopted 2/03
230.0 Integrity

The public demands that the integrity of its law enforcement personnel be above reproach, and the dishonesty of a
single Department member may impair public confidence and cast suspicion upon the entire Department.
Succumbing to even minor temptation can be the genesis of a malignancy, which may ultimately destroy an
individual’s effectiveness and may contribute to the corruption of countless others. Each Department employee must
scrupulously avoid any conduct, which might compromise the integrity of his fellow employees or the Department,
and has the obligation to report the dishonesty of others.

230.10 Gratuities

Employees shall not accept any gift, gratuity, loan, reward, fee, or anything of value where the acceptance of such
would influence directly or indirectly, the actions of the employee or any other member or employee in any matter
of police business, or would cast an adverse reflection on the Department or any of its employees.

No member of this Department shall offer or give gifts, gratuities, or special privileges to any other person or agency
in expectation of special benefit to himself or the Department.

Employees are prohibited from buying, selling, receiving as a gift, bartering, or by any other means acquiring
anything of value from a person in police custody, or any person with a criminal record or under investigation or
impending investigations by the Department, except as may be specifically authorized by the Chief of Police.

230.20 Solicitations
No employee of this Department shall solicit any form of benefit for himself, the Department, the City, or any other

organization, from any person, group, or firm, when the benefit is to be secured as a result of his employment by the
Department, except as authorized by the Chief of Police
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231.0 Public Statements

Members of the general public tend to assign great credibility and weight to the word of police employees. As such,
indiscreet, inaccurate, or incomplete statements made by police employees have great potential to cause irreversible
damage to individual reputations, as well as to the reputation of the Department. For that reason, truth, accuracy,
objectivity, and due regard for the rights and privacy of individuals must characterize all statements of law
enforcement employees who supply information to the public, either directly or indirectly.

232.0 Court Testimony

When testifying in court, employees shall present evidence honestly and without bias or prejudice. The sole object
shall be to give evidence as the employee has knowledge of it. The employee shall not identify with the prosecution
or defense, but provide evidence on the basis of actual fact.

233.0 Confidentiality

Safeguarding information about an individual or group that has been obtained by the law enforcement employee in
the course of duty or an official investigation is a primary obligation of all police employees. Such information is
not to be communicated to others, unless certain important conditions are met.

No information shall be maintained or transmitted to another about the private life of an individual, which does not
relate specifically to the violation of laws.

Security and privacy shall be assured all individuals whose records are maintained in order that such records shall be
used only in criminal justice proceedings.

Only those with a legal right of access shall have access to any criminal justice agency records or record systems.
233.10 Disclosure of Medical Information

A Department employee shall not disclose any information regarding an individual's health status, either verbally,
written or by any type of electronic transmission, unless legally required to do so. The U. S. Constitution provides
the right to privacy in addition to Oklahoma State Statute Title 63, Section 1-502.2. Medical information cannot be
released except in compliance with an enumerated provision of the law. The enumerated sections refer to the release
of information for medical purposes. The Department may release medical information in any format only when the
involved individual or their legal guardian signs a written release. Any employee whose actions violate these
provisions may become civilly liable in addition to their employer.

Adopted 9/95
234.0 Recommending Attorneys, Bail Bondsmen, and Wrecker Services Prohibited

Police employees shall not suggest, recommend, advise or otherwise counsel the retention of a specific attorney, bail
bondsman or wrecker service to any person coming to their attention as a result of police business.

235.0 Political Activity

City employees are encouraged to exercise their right of voting as citizens and may belong to political parties of
their own choice.

During normal working hours, City employees shall not circulate petitions or campaign literature for, or against,
candidates including elected officials, or for initiative or referendum petitions, nor be in any way concerned with
soliciting, receiving subscriptions, or participating in political services or activities. On public improvement bond
issues, the City Council may authorize qualified City personnel to assist in informing the public.
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No person shall use or promise to use, directly or indirectly, an official authority or influence, whether possessed or
implied, to secure, or attempt to secure, for any person an appointment to a position in the classified service, or any
increase in pay or other advantage in employment in any such position, for the purpose of influencing the vote or
political action of any person.

236.0 Courtesy

Effective law enforcement depends on a high degree of cooperation between the Department, the public it serves,
and other public agencies. The practice of courtesy in all public contacts encourages understanding and appreciation;
discourtesy breeds contempt and resistance. The majority of the public are law-abiding citizens who rightfully
expect fair and courteous treatment by Department employees. While the urgency of a situation might preclude the
ordinary social amenities, discourtesy under any circumstance will not be condoned. The practice of courtesy by
police employees is not a manifestation of weakness; it is, on the contrary, entirely consistent with the firmness and
impartiality that characterizes professional police service.

236.10 Behavior Towards other Department Employees

Each employee of the Department shall treat co-workers with respect and dignity. Each individual’s demeanor
should reflect courtesy and consideration, guarding themselves against any conduct or form of communication,
which would discredit other employees.

Adopted 9/95
240.0 Compliance with Lawful Orders

The Department is an organization with a clearly defined hierarchy of authority. This is necessary because
obedience of a superior’s lawful command is essential for the safe and prompt performance of law enforcement
operations. The most desirable means of obtaining compliance are recognition and reward of proper performance
and the positive encouragement of a willingness to serve. If there is a willful disregard of lawful orders, commands,
directives or policies, retraining of personnel and/or disciplinary action will occur. It is each employee’s
responsibility to report such occurrences of neglect or the noncompliance of a supervisor’s orders.

Revised 9/95
245.0  Use of Intoxicants

There is an immediate lowering of esteem and suspicion of ineffectiveness when there is public contact by a
Department employee evidencing the use of intoxicants. Additionally, the stresses of law enforcement require an
employee to be mentally alert and physically responsive. Except as necessary in the performance of an official
assignment or with expressed authorization from the Chief of Police the consumption of intoxicants is prohibited
while an employee is in uniform or on duty. No employee is to consume intoxicants to such a degree that it impairs
his/her on-duty performance. The odor of an alcoholic beverage or low-point beer on or about the breath and person
of an on-duty police employee is prohibited.

Revised 10/08
250.0 Attention to Duty

As most police work is necessarily performed without close supervision, the responsibility for the proper
performance of the employee’s duty lies primarily with the employee himself. An officer carries with him a
responsibility for the safety of the community and his fellow officers. He discharges that responsibility by the
faithful and diligent performance of his assigned duty. Anything less violates the trust placed in him by the people
and will not be tolerated by the Department.

255.0 Financial Obligations
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Public employees have stable income upon which they may forecast future earnings. For this reason and because of
public confidence in their responsibility, it is relatively easy for Department employees to contract financial
obligations, which, if not controlled, may become an impossible burden. Such financial distress may impair the
individual’s effectiveness and tends to bring discredit upon the Department. Employees should avoid incurring
financial obligations, which are beyond their ability to reasonably satisfy from their anticipated Department
earnings.

265.0 Refusal to Work

The alternative to law and its enforcement is anarchy and its resulting devastation. A police employee’s commitment
to public service and to his professional ethics require that he carry out assignments as directed. For these reasons,
police employees do not have the right to engage in any work stoppage or slow-down, nor do they have the right to
refuse to work for any reason that can be resolved through the established grievance procedure. It is the policy of
this Department to seek appropriate disciplinary action of any employee who engages or attempts to engage in the
aforementioned activities.

267.0 Employee’s Right to Privacy

Employees may be assigned departmentally owned vehicles, lockers, desks, cabinets and cases for the mutual
convenience of the Department and the employee. All personnel are admonished that the retention of personal items
in such containers or facilities is at the risk of the employee and the Department will not be responsible for any
losses. Such equipment is subject to entry and inspection without notice, even if the employee has placed a
personally owned lock on a piece of Department owned property.

270.0 Secondary Employment

The policy of this Department is to provide guidelines to police employees, sworn and non-sworn, to inform them of
the types of secondary employment which are appropriate; and to establish procedures to maintain accountability for
the welfare of the Department. These requirements are essential for the efficient operation of the Oklahoma City
Police Department and for the protection of the community. Employees are reminded the decision to work a
secondary job is their option and not a requirement of the Department. Employees are advised secondary
employment cannot be worked if the employer is The City of Oklahoma City. Employment by a public trust, even if
The City of Oklahoma City is beneficiary of the trust, is not considered to be employment by The City of Oklahoma
City.

To clarify the terms of secondary employment, the following definitions apply to the various types of employment
that may be engaged in.

A. Employment: The provision of a service, whether or not in exchange for a fee, other service, or any other
valuable consideration.

B. Extra-Duty Employment: Is defined as any off-duty employment, volunteering or charity work that is
conditioned by the wearing of the police uniform or the actual or potential use of law enforcement powers
by the police officer employee. All extra-duty employment must be approved prior to working the extra-
duty. While working extra-duty, officers must comply with all OCPD Written Directives as defined by
Procedure 146.01.

1. Arrequest for approval to work extra-duty employment where the work is within the corporate
limits of the City of Oklahoma City must be submitted as outlined in this policy.

2. Arequest for approval to work extra-duty employment where the work is outside the corporate
limits of the City of Oklahoma City must be submitted to the Chief of Police.

C. Outside Employment: Any off-duty employment that does not include wearing of the police uniform or will
not require the use, or potential use of law enforcement powers by the employee.

Revised 6/94; Revised 7/11; Revised 6/14

270.10 Extra-Duty Employment
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Any police officer may be secondarily employed with an individual or business where the condition exists for the
actual or potential use of law enforcement powers. Police officers may engage in extra-duty employment where a
profit or not-for-profit entity requests the services of an off-duty Oklahoma City Police Officer(s) to provide security
services. While in this capacity, officers will comply with all OCPD written directives as defined by OCPD
Procedure 146.01.

Types of approved extra-duty services include:

Traffic control and pedestrian safety.

Crowd control.

Security and protection of life and property.
Routine law enforcement for public authorities.
Plainclothes assignments.

moow>

Officers working extra-duty employment will not enforce company policies or house rules. Officers will only
enforce city ordinances, state statutes or federal laws.

Any extra-duty arrest for Interfering with Official Process must be accompanied by a companion charge and
approved by a supervisor.

Adopted 6/94; Revised 7/11; Revised 6/14
270.15 Outside Employment

Any police officer may be secondarily employed by an individual or business that does not require the use or
potential use of law enforcement powers by the off-duty officer.

A police officer may engage in outside employment that meets the following criteria:

A. Employment of a non-police nature in which vested police powers are not a condition of employment; the
work provides no real or implied law enforcement service to the employer and is not performed while on-
duty, nor while wearing the uniform

B. Employment that presents no potential conflict of interest between their duties as a police officer and their
duties for their secondary employer

C. Employment that does not constitute a threat to the status or dignity of the police as a professional
occupation.

Adopted 6/94; Revised 6/14

270.20 Uniform

Employees working extra-duty jobs will conduct themselves in a manner that will not discredit the uniform, the
Department, or the individual employee.

Employees performing extra-duty employment shall comply with Procedure 120.10 and Rule 250.0. The Class C
Uniform is not authorized for extra-duty employment. Any exceptions must be approved by the Chief of Police.

Revised 12/99; Revised 6/14

271.0 Limitations

Adopted 6/94
271.10 Extra-Duty Employment Limitations

Limitations may be placed on extra-duty employment in order to regulate the consistency of the officer’s actions.
Those include:
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A. Officers who have not successfully completed the FTO Program, or
B. The officer is either on new hire or disciplinary probation, medical leave, temporary disability, injury on
duty, restricted duty (anything other than full duty), administrative leave, or disciplinary suspension.

Prior to performing extra-duty employment, a police employee shall comply with departmental procedures for
granting approval of such employment.

A police officer may work a maximum of 16 hours per 24-hour period, which includes a combination of on-duty and
off-duty employment. Officers working eight-hour shifts will work no more than 70 hours, which includes a
combination of on-duty and off-duty employment, during their five scheduled workdays. Officers working 10-hour
shifts will work no more than 112 hours, which includes a combination of on-duty and off-duty employment, during
their eight scheduled workdays.

Work hours for all outside and extra-duty employment must be scheduled in a manner that does not conflict or
interfere with the police employee’s performance or duty.

A police officer engaged in any type of extra-duty or outside employment is subject to call-out in case of
emergency, and may be expected to leave his/her outside or extra-duty employment in such situations.

Permission for a police employee to engage in extra-duty employment may be revoked when the officer has not
complied with the written directives on secondary employment, or the supervisor can document that the off-duty
employment had adversely affected on-duty performance.

In such case, the supervisor must document the performance problem and what the employee must do to improve
his/her performance to an acceptable level, as well as the time frame in which the employee has to improve; not to
exceed 60 days.

The Chief of Police may authorize off-duty police officers to perform extra-duty work for private employers that are
regulated and/or licensed by or through the Police Department, provided the police officer performing the extra-duty
work is not regularly assigned or directly involved in the regulation and/or licensing of the employer.

Adopted 6/94; Revised 6/09; Revised 7/10; Revised 6/14

272.0  Permission to Engage in Extra-Duty Work

Adopted 6/94
272.10 Approval or Denial for Extra-Duty Required

A. Under no circumstances will an officer engage in extra-duty work until permission has been granted
pursuant to the Extra-Duty Employment Request Form. Denial of extra-duty employment will not be used
as a means of discipline. In general, outside and extra-duty employment should be denied only if the terms
of this Policy and Procedure have not been met.

B. The Division/Bureau Commander will also consider other factors in reviewing the request form, in order to
provide for the safety of the officers while working on and off-duty. Those factors considered should
include:

1. Officers being limited to the maximum number of extra-duty hours worked. If the employee’s
status is being carried as days off with the Oklahoma City Police Department, the employee may
work an extra-duty shift with a total of no more than 16 hours in that day;

2. Compensatory or vacation time may be used to reduce “City work hours” allowing employees to
work the equivalent amount of hours at extra-duty jobs;

3. Whether the work would interfere with the officer’s assigned duties within the Oklahoma City
Police Department;

4. Whether the officer is under an order to improve because a supervisor has documented attendance
related problems due to off-duty employment;
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5. Whether the officer has a high frequency level of sustained complaints; or
6. Whether the nature of the activity at the place of work would bring discredit upon the Oklahoma
City Police Department.

Adopted 6/94; Revised 6/14
272.15 Non-Approval of Services
Permission for extra-duty employment may be denied if:

A. The officer is either on new hire or disciplinary probation, medical leave, temporary disability, injury on
duty, restricted duty (anything other than full duty), administrative leave, or disciplinary suspension.

B. If the extra-duty employment is outside the corporate limits of the City of Oklahoma City.
Permission will not be granted for extra-duty employment if:

1. The employment involves collecting bills or checks;

2. The employment involves domestic difficulties;

3. A person or entity engaged in a labor dispute or in a political or ideological controversy where the
officer’s off-duty employment reasonably may be construed as an endorsement or condemnation
by the Department of a position taken by either party to the dispute or controversy;

4. The work involves surveillance for a private security and/or investigative agency, or private
individual,

5. The work is for a private detective agency and involves services other than providing security for a
business or individual to prevent theft, burglary, or robbery;

6. The employment involves process serving, bail bonding, repossessing, eviction from premises
notices, towing of vehicles, or in any other employment in which police authority might tend to be
used to collect money or merchandise for private purposes;

7. If the employer requires the police officer to have access to police information, files, records, or

services as a condition of employment;

If the employer requests a police uniform and the task requested is not of a police nature;

9. The establishment sells pornographic books or magazines, sexual devices, videos, or otherwise
provides entertainment or services of a sexual nature;

10. If the employment involves the sale, manufacture, or transport of alcoholic beverages as the
principal business;

11. The employment is a gambling establishment;

12. Employment is, in any capacity, in or upon premises licensed as a tavern, club, or retail liquor
store;

13. Employment for contractors doing business with the City in accordance with Article 4, Section 11
of the Oklahoma City Charter, as amended; or

14. An employee engages in any private business or employment where his official position might be
used to obtain or use information not publicly available.

®©

Adopted 6/94; Revised 6/09; Revised 7/10; Revised 6/14

273.0  Response Procedures

Adopted 6/94
273.10 Extra-Duty Response Procedures

As in all on-duty situations, officers will be required to take immediate action to protect life and property. Officers
must therefore respond to crimes in progress or to prevent breaches of the peace. If time and opportunity permit,
this should be done after ensuring on-duty officers have been called for assistance. If an officer takes police action,
the officer shall be presumed to be within the scope and/or course of his employment as an Oklahoma City Police
Officer.
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NOTE: If the police action is such that the officer cannot continue to perform the extra-duty employment, he/she
will be considered on-duty and compensated according to the current FOP contract.

When an officer receives a request for assistance concerning a non-emergency situation occurring away from the
extra-duty job location, the officer will provide assistance by the most practical means available, whether it be
assisting a citizen in calling 9-1-1 or personally handling the situation. The officer’s guiding principle in any
situation will be to ensure that the citizen receives proper and prompt assistance.

Adopted 6/94; Revised 6/14

274.0 Workers’ Compensation
Adopted 6/94

274.10 Workers’ Compensation

State law provides that a secondary employer shall be liable for any injury occurring to an employee during the
hours of his/her employment. If an officer is injured while working for his/her secondary employer and not
performing a law enforcement activity, state law prohibits the City of Oklahoma City from covering the injury under
Workers’ Compensation. If an officer is injured while working for his/her secondary employer and is performing a
law enforcement activity, the City of Oklahoma City will cover the injury under Workers” Compensation. Officers
working extra-duty employment should ensure that the secondary employer has workers’ compensation insurance
that covers the officer, if the officer is injured when not performing law enforcement activities.

In cases where an officer has been injured while taking action to prevent the loss of life, serious injury, the loss of
property, the commission of a crime or make an arrest, the officer’s action will be presumed to be within the scope
of his/her employment with the City of Oklahoma City, whether or not the officer was also employed by another
employer at the time, unless the Oklahoma City City Council determines that the officer’s action should be
considered outside the scope of his or her employment as that term is defined in the Oklahoma Governmental Tort
Claims Act. Injuries occurring in the course of City employment shall not be charged against sick leave.

Sick leave may be used for treatment and/or recovery from non-job related personal illness or injury and medical
appointments. Any accrued sick leave may be used if an employee becomes physically incapable of reporting for
duty due to an off-duty injury. If an injury is submitted as a workers’ compensation claim to the secondary
employer, sick leave may only be used to make up the difference between the workers’ compensation temporary
total disability benefits and the officer’s salary.

Adopted 6/94; Revised 6/14
275.0 Employee Grievances

Effective management and respect for individual dignity require that employees have means available for the proper
redress of grievances. A Department employee having a complaint relating to any matter affecting his employment
is ensured the right to review at succeeding levels of Department authority until his grievance is resolved. The right
of an employee to file a grievance and the resulting administrative review promote efficiency and result in improved
morale. Those positive benefits are defeated if employees are reluctant to file a grievance. Therefore, no action of a
formal or informal nature shall be taken by the Department against an employee, his witnesses, or his employee
representative merely for having filed a grievance, nor is such filing to be otherwise looked upon with disfavor by
the Department, unless it is determined that the grievance is false or malicious in nature.

280.0 Commendations
The Oklahoma City Police Department expects a very high level of professional conduct from all employees;

however, members of the Department frequently perform their duties in a manner exceeding the highest standards of
the Department. The official commendation of such performance and the arrangement of appropriate publicity may
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be provided by the Department to give recognition to those who have brought honor to themselves and the
Department.

285.0 Allegations of Employee Misconduct

It is essential that the public confidence be maintained in the ability of the Department to investigate and properly
adjudicate complaints against its members. The rights of the employee as well as those of the public must be
preserved, and any investigation or hearing arising from the complaint must be conducted in an open and fair
manner with the truth as its primary objective.

It is the policy of the Oklahoma City Police Department to document and investigate all allegations of employee
misconduct.

285.10 Objectives of Personnel Investigations

Protection of the Public - The public has the right to expect efficient, fair, and impartial law enforcement. Therefore,
any misconduct by Department personnel must be detected, thoroughly investigated and properly adjudicated to
assure the maintenance of these qualities.

Protection of the Department - The Department is often evaluated and judged by the conduct of individual members.
It is imperative that the entire organization not be subjected to public censure because of misconduct by a few of its
personnel. When an informed public knows that its police Department honestly and fairly investigates and
adjudicates all allegations of misconduct against its members, the public will be less likely to feel any need to raise a
cry of indignation over alleged incidents of misconduct.

Protection of the Employee - Employees must be protected against false allegations of misconduct. This can only be
accomplished through a consistently thorough investigative process.

Removal of Unfit Personnel - Personnel who engage in serious acts of misconduct, or who have demonstrated they
are unfit for law enforcement work, must be removed for the protection of the public, the Department, and the
Department employees.

Correction of Procedural Problems - The Department is constantly seeking to improve its efficiency and the
efficiency of its personnel. Occasionally, personnel investigations disclose faulty procedures that would otherwise
have gone undetected. These procedures can then be improved or corrected.

287.0 Discipline

Disciplinary action, excluding termination, is a tool intended to give the employee the chance to correct
unsatisfactory performance and/or behavior.

Revised 10/08

290.0 When to Take Police Action

290.10 Responsibility of On-Duty Officers

On-duty officers within the city limits, after considering the tactical situation, are to take all steps reasonably
necessary and consistent with their assignment to protect life and property, to effect the enforcement of the laws of
the City, State and Nation and to serve the public, without regard to the person’s race, sex, creed, color, religion,
occupation, or public position.

290.20 Responsibility of Off-Duty Officers

For the purposes of this policy, the term “off-duty officer” does not apply to officers when they are employed by
another entity in a security or police related capacity.
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Under Oklahoma law, a peace officer’s authority to arrest is limited by jurisdiction. Off-duty officers may, on
occasion, encounter circumstances that require police action. Police action may range from direct intervention to
causing the appropriate action to be taken. Direct intervention should only be taken after careful consideration of
the tactical situation and full knowledge that the officer’s action may come under close scrutiny. The officer’s
decision must be swayed by answering the question: “Is police action in the public interest?”

Under Oklahoma law, a private citizen has the right to arrest a person who commits a felony or breach of the peace
in his presence, or to arrest a person where a felony has been committed and where the arresting citizen has probable
cause to believe and does believe, the person arrested to be guilty. When a police officer effects a citizen’s arrest of
an individual in another jurisdiction, he must not do so under the color of his office.

When an off-duty officer uses his peace officer authority or becomes involved in a situation, which may reflect
negatively on or cause involvement of the Police Department of the City of Oklahoma City, an on-duty supervisor
shall be notified immediately. The officer shall make a detailed written report immediately upon his return to work,
unless the on-duty supervisor requests an earlier written report.

290.30 No Peace Officer Authority Outside of State

Peace officer powers of Oklahoma City Police Department Officers do not extend beyond this state except as
provided for under the Uniform Act on Fresh Pursuit. Officers who are outside the boundaries of this state for
extradition or other matters of direct concern to the City are not to engage in police activities unless necessary in the
performance of their duties as an officer of the City, except when called upon to assist another police agency or
when necessary to protect the life of any person.

290.40 Off-Duty Weapons

In accordance with Oklahoma Statute 21 O.S. 1289.23, full time duly appointed police officers who are certified
according to the provisions of Section 3311 of Title 70 of Oklahoma Statutes, are authorized to carry a weapon
certified and approved by their employing agency, within the State of Oklahoma, during periods when they are not
on active duty.

When not wearing the prescribed uniform of his/her department, the police officer will have his/her official badge,
commission card, and CLEET certification card on his/her person at all times when carrying a weapon certified and
approved by the employing agency.

The officers will keep the authorized weapon concealed from view at all times, except when the weapon is used
within the established guidelines, rules, and regulations of this department.

Officers electing to carry off-duty weapons as authorized by statute shall be responsible at all times for complying
with all applicable departmental guidelines, rules, and regulations and Municipal, State, and Federal Law.

Officers of The Oklahoma City Police Department may be prohibited from carrying off-duty weapons while on
administrative leave or suspension.

Revised 3/93; Revised 2/03

Policies 200 — 299 Page 20



2\ The City of

/) OKLAHOMA CITY Police Operations Manual

Police-Community Interaction

310.0 General Provisions

Police community interaction is based upon the principle that in a democratic society the police are an integral and
indivisible element of the public they serve. Community relations are manifested by positive interaction between
the people and the police and represents their unity and common purpose.

The Department must strive for the establishment of a climate where an officer may perform his duties with the
acceptance, understanding, and approval of the public. Additionally, the willing and practiced participation of the
people in enforcing the law is essential for the preservation of freedom.

320.0 Individual Dignity

Recognition of individual dignity is vital in a free system of law. Just as all persons are subject to the law, all
persons have a right to dignified treatment under the law, and the protection of this right is a duty, which is as
binding on the Department as any other.

An officer must treat a person with as much respect as that person will allow, and he must be constantly mindful that
the people with whom he is dealing are individuals with human emotions and needs. Such conduct is not a duty
imposed in addition to an officer's primary responsibilities; it is inherent in them.

330.0 Role of the Individual Officer

Police community interaction is manifested in its most common form in the numerous daily encounters between
individual officers and citizens. It is at this level that reality is given to the unity of the people and the police and
where the greatest burden for strengthening community relations is laid.

In dealing with people, each officer must attempt to make his contact one which inspires respect for himself as an
individual and professional, and one which generates the cooperation and approval of the public. While entitled to
his personal beliefs, an officer cannot allow his individual feelings or prejudices to enter into public contacts.
However, since an officer's prejudices may be subconsciously manifested, it is incumbent upon him to strive for the
elimination of attitudes which might impair his impartiality and effectiveness, keeping in mind that initial contacts
leave lasting impressions both of the individual officer and of the Department as a whole.

340.0 Equality of Enforcement

As a person moves throughout the city, he must be able to expect a similar police response to his behavior wherever
it occurs. Where the law is not evenly enforced, there follows a reduction in respect for the law and a resistance to
its enforcement.

In order to respond to varying law enforcement needs in the different parts of the City, the Department must have
flexibility in deployment and methods of enforcement; however, enforcement policies should be formulated on a
citywide basis, and applied uniformly in all areas.

Implicit in uniform enforcement of law is the element of even-handedness in its application. The amount of force
used or the method employed to secure compliance with the law or to make arrests is governed by the particular
situation. Similar circumstances require similar treatment in all areas of the City and for all groups and individuals.

To ensure equal treatment in similar circumstances, an officer must be alert to situations where, because of a
language barrier or for some other reason, he may be called upon to display additional patience and understanding in
dealing with what might otherwise appear to be a lack of response.

350.0 Responsiveness to the Community
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The Department must be responsive to the needs and problems of the community. While the Department's task is
governed by the law, the policies formulated to guide the enforcement of the law must include consideration of the
public will. This responsiveness must be manifested at all levels of the Department by a willingness to listen and by
a genuine concern for the problems of individuals or groups. The total needs of the community must become an
integral part of the programs designed to carry out the mission of the Department.

351.0 Neighborhood Policing Defined

The Department recognizes that the concepts of Neighborhood Oriented Policing are based on a philosophy that
recognizes the interdependence and shared responsibility of the police and community in making Oklahoma City a
safer, more livable city. It is a method of policing which encourages a partnership that identifies community safety
issues, determines resources, and applies innovative strategies designed to create and sustain healthy, vital
neighborhoods. Neighborhood Oriented Policing will coordinate with the efforts being made by private, nonprofit,
and public agencies to bring about a comprehensive approach to Oklahoma City's problems of crime and disorder.
Neighborhood Oriented Policing reflects the values of community participation; problem solving; officer
involvement in decision-making; police accountability; and deployment of police personnel at a level closer to the
neighborhood.

Adopted 12/90
360.0 Openness of Operation

Law enforcement operations in a free society must not be shrouded in secrecy. It is necessary that there be full
public disclosure of policies and openness in matters of public interest. Consistent with protection of legal rights of
involved individuals and with consideration of the necessity for maintenance and confidentiality of Department
records and of other primary Department responsibilities, the Department is to disseminate accurate and factual
accounts of occurrences of public interest. Additionally, the Department must strive to make known and accepted
its objectives and policies.

370.0 Interpersonal Communication

To promote understanding and cooperation, there must be interpersonal communication between members of the
community and officers at all levels of the Department. Each employee must be aware of the law enforcement needs
of the community and his particular assigned area of responsibility. Guided by policy, an officer must tailor his
performance to attain the objective of the Department and to solve the specific crime problems in the area he serves.
The Department must provide for programs to encourage productive dialogue with the public at all levels and to
ensure that the unity of the police and the public is preserved.

380.0 Language Assistance Plan

Oklahoma City incorporates many diverse cultural backgrounds within its population. Included are individuals who
are Limited English Proficient (LEP). The limited ability to speak, read, write, or understand English may inhibit
these individuals from accessing or understanding important rights, obligations, and services, and from
communicating accurately or effectively with law enforcement personnel. Involvement from all areas of the
community is crucial in working towards achieving our primary objective and serving all citizens, including those
who are LEP. Therefore, the Oklahoma City Police Department will take reasonable steps to provide LEP
individuals timely and meaningful access to the services and benefits the Oklahoma City Police Department
provides in all department-conducted programs and activities. All department personnel shall provide free language
assistance services to LEP individuals whom they encounter or whenever a LEP individual requests language
assistance services. Department personnel will also inform members of the public that language assistance services
are available free of charge to LEP individuals and that department personnel will provide these services when
needed or requested.

Adopted 6/12
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Community Affairs

410.0 News Media Relations

A well-informed public is essential to the existence of a democratic society, and a free press serves the people by
supplying needed information.

This Department actively seeks to establish a cooperative climate in which the news media may obtain information
on matters of public interest. However, in some instances, certain information must not be released in order to
protect the Constitutional rights of the accused, to avoid interference with a Department investigation, or because it
is legally privileged. If, at any time, a representative of the news media is denied access to certain information, he
will be given a courteous explanation of the reason for such denial.

Unless specifically instructed otherwise, officers involved in matters of public interest should contact the public
information officer prior to releasing information to the news media. If this is not practical, officers may release the
information; however, they will be held responsible for the information they give and shall not prejudice any case by
the information they release.

430.0 Department Role in Non City Labor Disputes

Negotiation and collective bargaining are legally recognized methods of peacefully settling labor disputes. In such
disputes, it is not the function of the Department to deal with the issues involved; rather, it is the role of the
Department to protect the rights of the public and the disputants by enforcing the law and by maintaining order.

430.10 Impartiality of the Department in Labor Disputes

Except where specifically prohibited by law, strikes and on site picketing are not, in themselves, violations of the
law. It is the illegal acts, which sometimes arise from such activities, which are the concern of the police. The
effectiveness of the Department in labor disputes is maintained by its remaining at all times impartial regarding the
parties and issues involved and by taking appropriate action whenever criminal violations are observed or reported.

430.20 Enforcement of Laws at Labor Disputes

The Department seeks to minimize criminal violations connected with labor disputes by discussing with both parties
those laws regarding the right to the use of public sidewalks and roadways, free access to public places and the right
of persons to enter and leave private premises without interference. The voluntary cooperation of both parties to
insure these rights shall be sought. In a case where there is a violation of these rights, the Department will take
prompt and impartial police action. Violations of court orders and injunctions do not ordinarily constitute criminal
offenses for which the Department will take enforcement action.

430.30 Liaison with Labor and Management

The Department maintains liaison with management and labor officials to obtain information and to explain the
Department's policies and procedures in relation to labor disputes. By seeking the cooperation of the parties
involved, tensions are reduced and self-discipline is encouraged so that the parties may police their own conduct.

430.40 Deployment at Labor Disputes

A designated officer gathers information regarding strikes, investigates related crimes, and meets with officials of
labor, management, and the Department to discuss and alleviate police problems arising from such disputes.

Police officers will not normally be deployed at strike scenes; however, when such deployment becomes necessary,
it is the responsibility of the concerned Patrol Division commanding officer to take the necessary police action to
deter crime and to keep the peace.
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450.0 Liaison with Criminal Justice System
450.10 Cooperation with Other Law Enforcement Agencies

The Department maintains a close working relationship with other law enforcement agencies, and makes available
to them information concerning techniques and procedures developed or used by the Department.

450.20 Criticism of Criminal Justice System

The Department shares responsibility with the judiciary and other law enforcement and prosecution agencies in the
criminal justice system. All elements of the system work toward common objectives and each element is
functionally complementary. The cooperative and harmonious working relationships, which are essential in
attaining those objectives, are impaired by unnecessary criticism of others engaged in the administration of criminal
justice. For that reason, officers should be aware of the effect their criticism may have upon law enforcement in
general, on other law enforcement or prosecution agencies, or on individual members of the judiciary.

450.30 Interference with the Justice Process

Equal application of the law is the foremost principle of democracy. Race, color, creed, religion, sex or age must
not influence an officer's judgment, nor can friendship be used to influence or alter the justice process. Once a
complaint is filed or a citation issued, the proper adjudication of it appropriately belongs with the court of
jurisdiction. Members of the Oklahoma City Police Department are strictly prohibited from using the influence of
their position to alter the outcome of the justice process for personal benefit or gain.

450.40 Plea Negotiations (Plea Bargaining)

Plea negotiations are an essential part of our Criminal Justice System. Final plea-bargaining and plea reductions are
entirely within the discretion of the prosecutor. ldeally, negotiations should always be in the public interest and in
the interest of effective criminal justice administration.

With prior consent of the prosecuting authority, the officer causing charges to be filed may negotiate with a person
accused of a crime by stating to him that his cooperation, clearing of other crimes, or other assistance will be relayed
to the prosecuting authority. The officer may recommend that such cooperation or assistance be given consideration
in legal action to be taken against the person accused of a crime.

460.0 Diplomatic Immunity

Oklahoma State Statutes exempt ambassadors and other public ministers accredited to the President or the
Government of the United States from criminal prosecution under state law. Such persons, as well as their families
and employees, are to be returned to their own country for trial and punishment upon commission of a criminal
offense.

International agreement protects diplomatic officers, their families, official staff and servants if they are foreign
nationals and not permanently residing in the United States. Diplomatic officers are understood to be ambassadors,
ministers, minister counselors, counselors, First Secretary, Second Secretary, Third Secretary and Attaché. All
persons having this status enjoy an unlimited immunity from arrest and prosecution.

Other consular officers such as consuls general, deputy consuls general and vice consuls are not liable to arrest or
detention pending trial except in the case of a capital crime. The extent of their immunity is subject to the
determination of the court. Family members of consular officers do not have immunity.

Other foreign nationals such as students and tourists have no immunity from arrest or prosecution but should be
allowed to contact their nation's representative after arrest.
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Law Enforcement Operations

505.0 Nature of Task

Law enforcement operations consist of many diverse activities, which are directed toward the attainment of
Department objectives. Activities such as patrolling, conducting field interviews and issuing traffic citations are not
objectives in themselves; rather, they are methods of achieving the real objective of preventing and deterring crime,
arresting criminal offenders, and preventing traffic accidents.

Decisions in law enforcement operations frequently must be made in an instant, and the lives of officers and others
may depend on the quality of those decisions. An officer is confronted in stress situations with both criminal and
non-criminal behavior, and he must base his conduct and action in each instance upon the facts of the situation as
they reasonably appear, relying upon his experience, training and judgment to guide him toward morally justified
and lawful decisions and actions.

510.0 Police Action Based on Legal Justification

What is reasonable in terms of appropriate police action or what constitutes probable cause varies with each
situation, and different facts may justify either an investigation, a detention, a search, an arrest, or no action at all.
The requirement that legal justification always be present imposes a limitation on an officer’s action. In every case,
an officer must act reasonably within the limits of his authority as defined by statute, judicial interpretation, and
Departmental Policy, thereby ensuring that the rights of both the individual and the public are protected.

512.0 Alternatives to Physical Arrest or Detention

Once a violator has been identified, it is the function of the Department to initiate the criminal process; however,
there are circumstances when a crime may occur and the Department will not make a physical arrest. There may be
a report written and a Municipal Citation issued or in some cases, when the offense is of a minor nature, a verbal
warning or other direction may be given. The decision not to make an arrest will be guided by Department policy
and the factual situation involved, not by the personal feelings of the officer. An arrest does not dictate a booking,
and a booking does not dictate continued detention.

516.0 Calls for Service
516.10 Professional Standards of Service

The Department cannot be aware of each circumstance in the City where police action or assistance may be
required. The Department is dependent upon members of the community for such information. The people, in
return, expect the Department to respond to requests for police service within a reasonable time and to satisfactorily
perform the necessary service. A person calling for police assistance expects, as a matter of right, to be provided
with a service. As a practical matter, the extent of the service may necessarily be limited but, regardless of its
extent, a professional quality of service must be rendered in all cases.

516.20 Priority of Handling Calls for Service

It is not always possible for the Department to respond to every call for service; therefore, the Department must
organize available resources to give the highest level of efficient service possible. Priority of call assignment
depends on many factors, and it is normally the responsibility of Communications personnel to make such
assignments. However, an officer in the field may be required to decide whether to continue on an assigned call or
handle a citizen’s complaint or other observed event and cause his call to be reassigned. In any event, the decision
of the officer or Communications personnel may be overridden by a field supervisor. Such determination should be
based upon the comparative urgency and the risk of life and property of the assigned call and of the intervening
incident. When it is impossible for an officer to handle a citizen’s complaint or an observed event, he should, if
circumstances permit, either give directions for obtaining such assistance or initiate the necessary notifications
himself.
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520.0 Preliminary Investigation
520.10 Scope of Preliminary Investigation

The scope of the investigation made by an uniformed officer may be very restricted or may constitute virtually the
entire investigation of a crime. The officer’s assignment workload, the number of unassigned calls for service and
other factors will affect the decision as to the amount of time which can be spent continuing the preliminary
investigation. In all cases, an officer should continue this preliminary investigation to the point where all physical
evidence has been gathered and properly submitted, and all witnesses and possible witnesses have been identified
and interviewed. If a delay in the preliminary investigation will jeopardize the investigation, the officer should
continue the investigation to its logical conclusion, consistent with his other responsibilities.

520.20 Follow-Up Investigation by Uniformed Officers

Uniformed officers may conduct a follow-up investigation when there is a reasonable chance of apprehending the
suspect, when there is a need for obtaining additional information for the preliminary investigation report, or when
there are other compelling circumstances. The uniformed officer must notify his supervisor as soon as practical.

520.30 Investigative Task Force

In the event a crime of major proportion occurs within the City, the Department may implement an Investigative
Task Force, which utilizes a number of trained personnel to conduct the investigation. By saturating the field with
highly trained personnel and tracing all possible leads as expeditiously as possible, the opportunity of solving the
crime is increased.

524.0 Civil Disputes

Officers are frequently called to the scene of civil disputes where no crime has been committed. The presence of
Officers at such scenes is primarily to preserve the peace and to prevent a crime from occurring; it is not to give
Legal advice. Officers should avoid becoming unnecessarily involved in civil disputes. If a non-criminal violation
of a City ordinance or State statute has taken place, and the officers believe no probable cause exists for an arrest,
the party or parties will be advised as to the alternate methods for filing a complaint.

525.0 Domestic Violence

Domestic violence represents a serious threat to the physical and emotional well-being of both adults and children
involved in the situation. The manner of police response can substantially affect future incidents of a similar nature.
Officers of this Department shall treat domestic violence as criminal conduct, treating requests for police assistance
and criminal investigation from victims as any other type of criminal act.

The existence of elements of a crime shall be the sole factors determining the proper method of handling the
incident. Dispute mediation shall not be used as a substitute for appropriate criminal proceedings where physical
violence has occurred. The Department encourages arrest, when warranted, in domestic violence incidents.

528.0  Field Supervision

Since emergency situations occur without warning, and their duration is often brief, officers must frequently make
critical decisions without benefit of on-the-scene direction. In most police operations, however, supervision is
available and necessary to provide guidance and training. Supervision gives coherence to the police task and directs
the energies of the Department into an organized effort. Proper supervision is essential to maintain a professional
level of competence in law enforcement operations.

532.0 Command Responsibility at Police Situations

Command of Department resources at a police situation rests with the field commander or the assigned senior
officer. Such person has the authority to direct the operation and is responsible for its outcome. A senior command
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officer at an emergency scene who does not choose to take command may be held accountable for unfavorable
developments, which he could have prevented by assuming control. Appearance of a ranking officer at a scene by
itself does not indicate he has assumed command, unless he makes an announcement indicating otherwise.

536.0 Crime Scene Supervision

The Operations Bureau is in charge of a crime scene unless relieved of the responsibility by the assigned
investigator or other command personnel.

The investigator shall take command of any scene he deems appropriate. Nothing prevents an investigator from
having a task he feels important to the case performed without taking command of the crime scene.

540.0 Follow-Up Investigation
540.10 Investigation of Reported Crimes

Follow-up investigation consists of efforts to interview victims and witnesses; locate, identify, and preserve physical
evidence, recover stolen property, identify, locate, interview, and arrest suspects; present the case to the prosecutor,
and cooperate in the prosecution of the defendant. Such investigations are conducted to produce evidence relating to
the guilt or innocence of any suspect and to recover property.

540.20 Allocation of Resources

As it is not feasible to expend equal time and energy in the investigation of all reported crimes; priority of
investigation and allocation of resources must be based upon the relative seriousness of each reported crime and
solvability factors. However, reported crimes will be investigated to the fullest extent possible without regard to the
status of the victims or the areas of the city in which the crimes occur.

544.0 Informants
544.10 Use of Informants

Often, information from confidential sources is the investigative lead which solves a case and without which, there
could not be a prosecution.

Information is received by the Department regarding criminal activities and suspects from persons in all walks of
life. Many people who give information have been victims or witnesses of crimes, or they may have a strong desire
to aid law enforcement. There are others motivated purely by selfish interest. However, regardless of their
motivation, the use of informants is a basic weapon in the fight against crime, and they are judicially recognized
sources of information. An informant’s motivation should be carefully evaluated in determining the extent upon
which the information will be relied.

544.20 Informant’s Immunity from Prosecution

Informants will sometimes offer to exchange information for immunity or for their release. Such immunity may
only be granted by a prosecuting attorney; however, neither the Department nor any of its members may grant any
person’s immunity from prosecution without prior consultation with the appropriate prosecuting authority.

Revised 8/97

544.30 Individual Officer’s Informant Responsibilities

Officers should keep their supervisors informed of the relations and activities involving informants. The

Department requires that the identity of all informants utilized by officers be kept in an informant register
maintained under the authority of the Criminal Intelligence Unit Captain.
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A release form signed by a parent or guardian which gives the Department permission to utilize a juvenile informant
must be included in an informant file, maintained by the control officer, except in cases where a family member is
the subject of the investigation.

Revised 8/97
546.0 Conduct of Undercover Officers

In order to obtain information and evidence regarding criminal activities, it may be necessary that the Department
utilize undercover officers. Such officers shall not engage in entrapment.

548.0 Department Response to Impending Civil Disorder

When the City is confronted with a situation, which may escalate into a civil disorder, the Department must establish
control of the situation by reacting quickly and committing sufficient resources to control the situation. Control
must be established in all parts of the involved area so that there are no areas into which the Department cannot go.
Law violators must be arrested and their prosecution sought. Finally, the Department must remain in the affected
area with adequate personnel and equipment for a sufficient period of time after order is restored to convince all
concerned that additional outbreaks will not be tolerated.

552.0 Police Actions Concerning Demonstrations

The Department will expend whatever resources are necessary to protect the rights of any person or group to
conduct a peaceful and lawful demonstration at any location within the City. However, unlawful activity, whatever
its guise, requires prompt and effective action by the Department. The Department will take appropriate legal steps
to discourage unlawful acts.

The tactics employed by dissidents engaged in disruptive activities frequently include efforts to draw the police and
other public officials into responses likely to produce violence and injury to participants and thus garner support for
their cause. It is therefore incumbent upon the Department to cope with disruptive situations in a professional
manner, which will minimize the potential for violent confrontations.

553.0 Body-Worn Cameras

The Oklahoma City Police Department utilizes body-worn cameras to improve openness, transparency and public
confidence in the performance of law enforcement functions. Body-worn cameras provide unbiased documentation
of law enforcement activities including traffic enforcement, public contacts, emergency responses and critical
incidents. These recordings may increase the level of detail in police department records, reports and employee
testimony, thereby providing valuable information to the judicial system. While utilizing body-worn cameras, the
department will maintain confidentiality and privacy interests of persons and employees consistent with state and
federal laws.

Adopted 10/15
554.0 Use of Force — General

The value of human life is immeasurable in our society. Police officers have been delegated the responsibility to
protect life and property and apprehend criminal offenders. The apprehension of criminal offenders and protection
of property must at all times be subservient to the protection of life.

Constitutional justification for the use of force is evaluated on the concept of “reasonableness.” Police officers are
restricted to the use of force that is “objectively reasonable” in light of the facts and circumstances as a reasonable
officer would perceive them to be at the time of the incident. Information learned after the time of the officer’s
application of force is irrelevant to assessing the appropriateness of the force used.

Revised 8/03
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554.10 Definitions

Deadly Force - that force which is intended to cause death or serious bodily harm or which is likely to cause death or
serious bodily harm, regardless of intent.

Less Lethal Force/Device - that force/device which meets operational objectives with less potential for causing death
or serious physical injury.

Firearm - Any pistol, rifle or shotgun capable of discharging a projectile or a series of projectiles of any material
which may reasonably be expected to be able to cause lethal injury.

Less Lethal Ammunition - A projectile(s), which is not reasonably expected to cause lethal injury.

Felon - a person committing a felony crime in the presence of the police officer or a person the police officer has
probable cause to believe has or is committing a felony crime.

Felony - a crime, which is, or may be, punishable by death or by imprisonment in the State Penitentiary.
Misdemeanant - a person committing a misdemeanor.
Misdemeanor - every crime, which is not a felony.

Probable Cause - probable cause is present if the facts and circumstances known to the officer would lead a man of
prudence and caution to believe that an offense has been or is being committed.

Reasonably Necessary - a use of force is reasonably necessary when all other reasonable means to accomplish the
desired action have been exhausted or would clearly be ineffective under the circumstances.

Violent Felony - a felony crime, which causes the danger of death or serious bodily harm.
Non-Violent Felony - a felony crime, which does not cause the danger of death or serious bodily harm.

Serious Bodily Harm - A bodily injury that creates a substantial risk of death; or causes serious, permanent
disfigurement; or results in long-term loss or impairment of the functioning of any bodily member or organ.

Revised 9/01; Revised 9/05
554.20 Legal Requirements

State law provides for situations within which police officers may use force to accomplish their required duties.
State law does not provide that police officers must use force, nor does it eliminate the civil consequences of use of
excessive force. In the performance of their duties, no officer will use more force in any situation than is reasonable
and necessary under the existing circumstances. Any force used will be in accordance with the State law and
established departmental written directives and training. Physical techniques of custody and control should never be
used to punish.

Officers may use only the amount of force that is reasonably necessary to:

A. Affect a lawful arrest.

B. Prevent the escape of a person lawfully arrested.

C. Apprehend a person who has escaped from lawful arrest.

D. Protect themselves or others from danger of death or bodily harm.

Revised 8/03; Revised 9/05; Revised 10/15
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554.30 Weapons

Officers are to use only department approved weapons for which training is provided in the Oklahoma City Police
Department Academy and/or through other specialized and approved training. Such approved weapons are:

A. Physical strength and skill.

B. Department issued or approved baton and approved firearms.

C. Less lethal devices. These devices may be used to control dangerous and violent subjects when other
tactics have been or will likely be ineffective. Officers choosing to use these devices SHOULD NOT
compromise their safety.

Flashlights or other non-approved defensive weapons should not be used as weapons, except as a last resort.

Revised 9/01; Revised 9/05
554.40 Use of Deadly Force
Officers may use deadly force against a person under the following circumstances only:

A. To protect themselves or others when the officers have probable cause to believe that they or others are in
danger of death or serious bodily harm and that the use of deadly force is reasonably necessary to protect
themselves or others;

1. Officers may not consider that a collision involving an occupied vehicle justifies the use of deadly
force unless the intent to injure the officer/person is reasonably apparent and there is imminent
danger of death or serious bodily harm. Mere contact between two vehicles does not constitute a
violent felony;

B. When reasonably necessary to affect an arrest for a violent felony crime; or to prevent a person who the
officer has probable cause to believe has committed a violent felony crime from escaping; or to apprehend
such a person who has escaped:

1. When all other reasonable means have failed, and;

2. The officers witnessed the violent felony being committed or have probable cause to believe that a
violent felony has been committed and by that person.

C. Froma moving vehicle only if being fired upon or threatened to be fired upon; or

D. Atan occupant of a moving vehicle only:

1. If being fired upon or threatened to be fired upon; or

2. If the officer is being actively pursued or targeted by the suspect vehicle; and

a. The officer has exhausted all means to avoid and move out of the path of the moving
vehicle; and

b. The officer shall not place themselves in the path of the moving or stationary suspect
vehicle; and

c. The presence of innocent occupants of a vehicle must be considered before firing at a
moving vehicle where innocent lives may be placed in jeopardy.

If feasible, a warning should be given prior to the use of deadly force.

MERE SUSPICION IS NOT SUFFICIENT TO JUSTIFY THE USE OF DEADLY FORCE.

Revised 9/05; Revised 10/15

554.50 Deadly Force Prohibitions

Officers SHALL NOT use deadly force under the following circumstances:
A. To affect any misdemeanor or non-violent felony arrest.

B. To prevent the escape of a misdemeanant or a non-violent felon.
C. Toapprehend any person who is fleeing from arrest for a misdemeanor or non-violent felony.
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Revised 9/05
554.60 Use of Firearms

Officers are required by law to use only the minimum amount of force necessary to protect themselves and other
persons or to affect an arrest. The use of firearms is the application of maximum and deadly force. Officers shall
exhaust all other reasonable means before resorting to the use of firearms.

Officers may discharge firearms under the following circumstances ONLY':

A. When permissible as a use of deadly force, as defined in Policy 554.40;

B. ToKkill a dangerous animal or an animal that is so seriously injured that humane considerations require an
immediate end to its further suffering; or

C. For purposes of firearms training, practice or qualification.

Officers SHALL NOT discharge firearms under the following circumstances:

A. When the use of firearms clearly constitutes a greater threat to innocent lives than allowing a violent felon
to escape;

B. To affect an arrest for a misdemeanor or non-violent felony;

C. To prevent the escape of a person arrested for a misdemeanor or non-violent felony;

D. To apprehend a person fleeing arrest for a misdemeanor or non-violent felony; or

E. To fire a warning shot.

The rules of firearm safety shall be adhered to at all times, including while inside department buildings. Officers are
not to unholster their weapons unless it is necessary for inspection, safety, security or other valid reason.

Revised 9/05; Revised 10/15
555.0 Ingestion of Contraband

When faced with a subject ingesting possible drugs or other physical evidence, officer(s) will not use any physical
force to remove the contraband. If a subject is suspected of placing anything in his/her mouth, the officer(s) should
only request the subject voluntarily remove the article and:

In cases when the subject is under arrest for other violations and refuses to eject the materials from his/her mouth, or
has swallowed the material, transport the subject to the hospital for evaluation by a doctor prior to jail booking.

In cases when a subject is not under arrest, every effort should be made to convince the subject to seek medical
treatment if he/she has swallowed a substance. If he/she refuses medical treatment and there is no indication of
physical distress, the subject should be released and an incident report made documenting the refusal.

This procedure does not prevent officer(s) from using life saving techniques in cases when the subject is choking
and unable to breathe.

Adopted 8/03
556.0 Operation of City Vehicles/Equipment or Leased Vehicles/Equipment

Employees of this Department shall operate City vehicles/equipment or leased vehicles/equipment authorized by the
Chief of Police or designee in a lawful and proper manner at all times with due regard for the safety of all persons
and with due regard for maintaining the proper condition of the vehicle/equipment itself. All drivers AND front seat
passengers occupying any City vehicle/equipment or leased vehicles/equipment shall wear properly fastened
restraint devices. Any exception shall be documented in a report.

Revised 9/01; Revised 9/14
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556.05 Transportation and Restraint of Children

Every driver when transporting a child under six years of age in a motor vehicle operated on the roadways, streets,
or highways within the corporate limits of this City shall provide for the protection of said child by properly using a
child passenger restraint system. “Child passenger restraint system™ means an infant or child passenger restraint
system that meets the federal standards for crash-tested restraint systems as set by the United States Department of
Transportation.

Children at least six years of age and less than 13 years of age shall be protected by the use of a child passenger
restraint system or a properly secured seat belt.

Any exception shall be documented in a report.
Adopted 9/01; Revised 10/08
556.10 Pursuits Involving Police Vehicles

A pursuit is an active attempt by an officer in an authorized emergency vehicle to perform a vehicle stop, and the
operator of the suspect vehicle indicates by his/her action, an intent to elude or evade apprehension. The officer

must reasonably believe that the suspect(s) knows he/she was directed to stop, refused to stop, and was willfully

fleeing in an attempt to avoid capture by using high speed driving or other evasive tactics.

Effort should be made to avoid pursuits due to the extreme danger present in such activity. Officers shall consider
the risk to the public (and themselves) in any pursuit.

Officers of the department must balance the need for immediate apprehension of the suspect with the need to protect
the public from the danger caused by the pursuit. All officers are reminded that their basic responsibility is to protect
the public. When the danger of a pursuit exceeds the value of an immediate apprehension, public safety shall be
paramount and require alternative methods of apprehension.

Revised 9/01; Revised 9/06
556.20 Security of City Vehicles/Equipment or Leased Vehicles/Equipment

Employees shall lock and remove keys from any City vehicles/equipment or leased vehicles/equipment when left
unattended, except in emergency situations. Personal vehicles containing Department equipment shall likewise be
secured.

Any portable radio, firearm, ECD, body armor or uniform item with OCPD markings shall be secured in the trunk of
any vehicle or removed from any vehicle when parked while off-duty.

Revised 9/01; Revised 9/14
560.0 Hostages

Criminals who use hostages to effect their escape are desperate individuals who, if allowed to escape, will pose a
continuing threat to their hostage and to the public at large. Assurance that a hostage will be released unharmed is a
meaningless promise. The Department does not have the ability to protect the safety of a hostage who is allowed to
be removed from the presence of officers. The safety of hostages can be best assured by keeping them in the
presence of officers and by preventing their removal by the suspect. Officers should use every verbal and tactical
tool at their disposal to secure the arrest of the suspect without harming the hostage. However, officers should
realize that exceptional situations could arise where considered judgment might dictate allowing removal of a
hostage, such as where there is imminent and probable danger to a large group of persons.
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561.0 Emergency Rapid Deployment

Officers may be required to confront a criminal suspect(s) who is actively engaged in the process of killing or
attempting to kill other persons. Such an incident may take place in any geographical area or structure. In those
situations where the suspect(s) has shown that the intent is to kill or cause serious bodily harm to other persons,
officers can reasonably assume the suspect(s) will continue the activities until physically stopped.

An emergency rapid response, consisting of immediate and armed intervention by responding officers, is the most
critical factor in reducing death and serious bodily injury. Responding officers are authorized and encouraged to
deploy as quickly as possible to confront the suspect(s). The sole objective in this action is to prevent further injury
or loss of life by utilizing force that is reasonably necessary.

Adopted 9/01
564.0  Officers Surrendering Weapon

An officer may find himself at the mercy of a suspect who has the advantage. Experience has shown that the danger
to an officer is not reduced by his giving up his gun upon demand. Surrendering his weapon might mean giving
away his only chance of survival; therefore officers shall not surrender their weapon(s) except as a last resort when
they are convinced the act of giving up the weapon will save their life or the lives of other persons.

568.0 Barricaded Suspects

A barricaded suspect poses an extreme danger not only to police officers who seek to arrest him, but to other persons
as well. Good judgment demands that a tactical plan be developed rather than immediately rushing a barricaded
suspect. Utilization of the Department’s tactical team should occur in such situations.

568.10 Initial Contact

Upon contact with a barricaded suspect, the immediate area must be cordoned off to seal avenues of escape.
Innocent bystanders must be evacuated from the area. A command post should be established from which
operations should be directed. A traffic control perimeter should be established to control traffic in the area. A
Department tactical radio channel may be activated. Attempts to establish communication with the barricaded
subject shall be made in an attempt to persuade the subject to surrender.

Every possible attempt shall be explored in order to ensure the subject is isolated. Time is to the benefit of the
officers, and the full resources of the Department are available to remove the subject from his location. The
Department’s Use of Force Policy shall be strictly in effect, and random firing is prohibited.

568.20 Supervision at Scene of Barricaded Subject

In barricaded subject situations which develop from radio calls or spontaneous activities, the senior uniformed
officer present is in command, and shall immediately request a senior uniformed supervisor who, upon arrival, shall
assume command. The senior uniformed supervisor shall remain in command of the scene until the arrival of a
higher-ranking commander, at which time the commander may assume command of the operation. The tactical
team commander will assume command upon his arrival.

When a barricaded suspect is located as a result of a follow-up investigation, the senior investigative officer at the
scene is in command, and shall immediately request a senior uniformed supervisor who, upon arrival, shall assume
command. After arrival of the senior uniformed supervisor, the steps outlined in the paragraph above shall be
followed.

576.0 Deployment in Anticipation of the Commission of a Crime

The purpose of deploying officers at the scene of an anticipated crime is to arrest the perpetrator of the attempted or
consummated crime; however, since that objective is subordinate to the protection of life, officers should not subject
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themselves or other innocent persons to unreasonable risk. In the event officers contact or anticipate contact with an
armed subject who has or may attempt to discharge a weapon, or barricade himself, a preformed tactical plan shall
be utilized to effect the arrest with the least possible risk to all persons concerned.

580.0 Traffic Enforcement
580.10 Objectives

The traffic enforcement objective of the Department is to reduce traffic accidents and injuries and to facilitate the
safe and expeditious flow of vehicular and pedestrian traffic through the public’s voluntary compliance with traffic
regulations. The Department seeks to achieve this objective through a combination of education and enforcement.
The Department seeks to educate the public regarding traffic regulations through programs aimed at exposing
specific problems, by publishing traffic accident and injury statistics, and by giving notice and warnings of changes
in regulations prior to taking enforcement action.

The Department will take enforcement action upon the detection of an illegal and potentially hazardous act without
regard for such factors as attitude, intent, or frivolous excuse. Enforcement action may consist of a warning,
citation, or physical arrest.

Officers of the Oklahoma City Police Department shall not give special preference for either local or non-local
residents in any enforcement action.

580.20 Intoxicated Drivers

Persons who choose to operate motor vehicles while they are under the influence of drugs or alcohol present an
imminent threat to the safety of innocent motorists and pedestrians. Therefore, the Department encourages its
officers to aggressively enforce applicable statutes and discourages non-arrest as a disposition by the officer.

580.30 Violator Contact

Traffic violation enforcement is one of the many routine tasks performed by officers, but for violators it frequently is
an emotionally traumatic experience. In many cases, this is the only contact that a person has with the police
Department. All officers should be aware of these conditions and should strive to make each contact educational and
to leave the violator with the impression that the officer has performed a necessary task in a professional and
friendly manner.

580.40 Enforcement of Parking Regulations

Street parking is restricted in various areas of the city to ensure fair access to parking and to expedite the flow of
vehicular traffic. All existing parking regulations will be enforced with reasonableness and impartiality in all areas
of the City.

580.50 Selective Enforcement

The Department conducts statistical and visual surveys to determine by location, time, and day of week which
violations are causing accidents. Based upon the information thus obtained, the Department deploys its personnel to
those specific areas to observe violations and to take enforcement action. In addition, when the Department receives
complaints of a specific traffic problem in a particular area, it specifically assigns personnel to investigate and take
necessary enforcement action.

580.60 Visible Patrol
Any tendency of motorists to knowingly violate traffic laws is deterred by open and visible patrol, and the number

of traffic accidents is correspondingly reduced. However, when there is an unusual or continuing enforcement
problem at a particular location, officers may park in a conspicuous location and observe traffic.

Policies 500 — 599 Page 34



2\ The City of

OKLAHOMA CITY Police Operations Manual

580.70 Speed Enforcement Tolerance

This Department has a "'no tolerance" policy regarding speed enforcement. Speed laws are not arbitrarily managed
by this Department; they are a matter of law.

580.80 Accident Investigation

The investigation of traffic accidents is necessary not only to determine traffic law violations, but also to obtain
engineering data, to protect the rights of the individuals involved, and to assist in traffic education.

584.0 Vice Enforcement

The people, through their elected representatives, have decided that criminal sanctions should be imposed against
certain behavior, which has been traditionally labeled as "vice." The Department is charged with the enforcement of
all criminal statutes, including those defining vice offenses. Where vice conditions are allowed to continue, they are
soon exploited by organized crime and the money thus obtained is often used to finance other criminal ventures or
attempts to corrupt public officials. To prevent the spread of vice conditions, the Department will take aggressive
enforcement action against all commercialized vice activities, against those vice activities, which have been
complained of, and against vice conditions which appear anywhere in the city.

584.05 Handling Expressive Materials

With respect to expressive materials (including books, music, magazines, and movies, in whatever form), care
should be taken to avoid infringing First Amendment rights. Until there has been a judicial determination, following
an adversarial process, that the material violates Oklahoma law and is obscene, contains child pornography, or is
otherwise unprotected by the First Amendment, possession and distribution of such material cannot be restrained
except under very narrow circumstances.

A. Public Statements - Public statements declaring or suggesting that the material is illegal to possess or
distribute should not be made except through the judicial process (such as by filing a complaint for
declaratory judgment or filing criminal charges). (Compliance with any open records requirements is
excepted).

B. Criminal Prosecution - In the case of a criminal investigation to result in arrest or prosecution for
possession or distribution of obscene material or child pornography, no more than one copy of any such
material may be seized, and then only upon a warrant finding probable cause to believe that possession or
distribution of the material is illegal. However, if the material is not at a commercial retail establishment, if
there is probable cause to believe that the material is obscene or contains child pornography, and if there is
probable cause to believe that the material will be hidden or destroyed before a warrant can issue, the
evidentiary copy or copies may be seized (detained) for as long as necessary to obtain a warrant and shall
be released if a warrant is denied.

C. Civil Action - In the case of a civil action to prevent the possession or distribution of material believed to
be obscene or including child pornography, no copies may be seized prior to a final judicial determination
that the material is in fact illegal to possess or distribute and is unprotected by the First Amendment. Any
civil action to obtain a judicial ruling as to whether material is obscene or contains child pornography must
be filed by the District Attorney, with notice to all interested parties and with an opportunity for them to be
heard.

D. Alternate Means of Acquisition - Evidentiary copies may be obtained without limitation by purchase or
rental, or other lawful method generally available to the public, such as free copies or downloading for the
Internet.

E. Adversarial Process - The requirement of an adversarial process means that the prior practice of obtaining
an informal judicial ruling (such as without seeking a warrant) on an ex parte basis has been discontinued.
Warrants for arrest and seizure of evidence may still be obtained on an ex parte basis.

Adopted 8/99
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584.10 Obtaining Video Retailer Customer Records

Federal law prohibits the disclosure of personally identifiable information concerning the customers of any video
retail service provider except under limited circumstances. If personally identifiable information is needed from a
video retailer, the investigating officer must either obtain the written consent of the customer or act upon a warrant,
grand jury subpoena or court order. Court orders authorizing disclosure shall issue only with prior notice to the
affected consumers and only if the law enforcement agency shows that there is probable cause to believe that the
records or other information sought are relevant to a legitimate law enforcement inquiry, and that such order is not
prohibited by state law. For further information see the Video Privacy Protection Act, at 18 U.S.C. § 2710.

Revised 12/99
588.0 Narcotics Enforcement

It is the objective of the Department to enforce all local, state and federal statutes which prohibit the possession, use,
or traffic in narcotics, dangerous drugs, and other restricted or prohibited substances. Through a combination of
aggressive enforcement and public education, the Department seeks to prevent and deter the use and possession of,
and traffic in, all such substances within the city. In so doing, the Department may also conduct investigations
outside the city in cooperation with appropriate law enforcement agencies to prevent the flow of such illegal
substances into the city.

To prevent the spreading use of narcotics and other dangerous substances, the Department engages in public
education programs to inform people about the effects and hazards of drug abuse. Additionally, the Department
provides the public with factual information with which to make decisions regarding the use of drugs and to assist
members of the public in recognizing symptoms and indications of drug use in others. An understanding and
appreciation of the full effect and extent of drug abuse is essential for success in overcoming its threat. By working
with and through the community, the Department seeks to engage the people in a cooperative attack on this critical
problem.

590.0 Part-Time/ Reserve Police Officers

The Department does not utilize or employ part-time or reserve police officers.

Adopted 6/14
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Administration
605.0 General Provisions

Proper Department administration involves the efficient and effective management of a large complex organization,
which performs its functions through the acts of its employees. Department functions involve the interaction of
people, not only within its ranks, but in all personal contacts between its employees and members of the public.
Department administration is, therefore, occupied to a large extent with improving the ability of its employees to
properly perform the police task, and with strengthening the relationship, which exists between all employees and
the public, they serve. Thus, recognition of the human factor is an administrative challenge in the Department's
effort to provide a consistent and professional police response to the community's law enforcement needs.

Department personnel are required to make decisions involving the public and other employees in response to both
administrative and operational problems. The decision process involves more than loyalty; it requires an insight into
the objectives and purposes of the Department, its duty under the law and to the people, and the objectives achieved.
The decision must be a balance of involved interests, considering what is best for the public, the Department, and
any individual involved. That decision must then result in effective action directed toward the accomplishment of
the Department's objectives. The requirement that such insight be exercised is implicit in all decision-making, and it
is the thread, which binds the complex and difficult law enforcement task into coordinated and effective force.

610.0 Command Responsibility

A commanding officer has responsibility and accountability for every aspect of his command. Commensurately,
within policy guidelines and legal constraints, he has the authority to coordinate and direct assigned personnel and
other allocated resources in achieving his organizational objectives. In doing so, he must perform the full range of
administrative functions, relying upon policy, direction, training, and personal initiative to guide him and his
command in achieving the highest level of performance possible.

610.10 Transfer of Command

Upon assuming a new assignment and continually thereafter, a commanding officer should critically evaluate all
aspects of his command. He should review existing policies, procedures and programs to determine if the need for
which they are enacted remains unchanged. Existing budget requests should be reviewed to ensure that any changes
made or contemplated have not rendered the request obsolete.

Upon a change of command, the commanding officer being replaced has a duty to lend his full assistance in making
the command transition as smooth and orderly as possible. Orientations of a new commanding officer should
include information concerning unique problems of the command, and assistance in continuing community and
professional contacts relative to the command.

610.20 Command Concern for Employee Welfare

The nature of command is such that there must be a co-existing loyalty to the management of the Department and to
subordinates. The resolution of those loyalties, in a manner which benefits both the Department and the individual,
and which avoids conflicts between the two interests requires the exercise of leadership. An interest in employees
and their welfare is a responsibility of command, which may extend beyond morale problems and their effect upon
an individual's performance. It includes a concern for the personal problems, desires, and interests of employees, and
positive assistance in resolving those problems or in achieving their goals. However, commanding officers should
be cautious to avoid interfering where assistance is not required or desired.

610.30 Community Liaison by Commanding Officers
Commanding officers have a responsibility to maintain professional and community contacts as they relate to their

command. As a representative of the Department, commanding officers must take an active role in the community
of their command, and participate in identifying and providing for its law enforcement needs.

Policies 600 — 699 Page 37



2\ The City of

OKLAHOMA CITY Police Operations Manual

615.0 Planning Responsibility

It is essential that there be planning in a police service. From the Chief of Police, who must devise long range plans
involving the entire resources of the Department, to the officer on patrol, who must formulate an operational plan by
himself or with his partner while enroute to a call, there exists an imperative need for planning which is so great that
it merges with the action itself. The requirement that an employee plan his action is commensurate with the degree
of his responsibility and accountability for the results of the action.

In the performance of their duties, officers are confronted with an infinite variety of circumstances, which require
police action. In an attempt to utilize collective experience and research in assisting officers to deal with such
diverse situations, the Department formulates procedures to direct action in certain generalized situations. As
officers are routinely confronted with the unusual, it is impossible to provide standing procedures for officers to
follow in each individual situation; therefore, officers must additionally be provided with policy guidelines to assist
them in the necessary exercise of discretion. The combination of policy and procedures, reinforced by training, acts
to provide officers with a structurally sound framework within which to function.

In addition to developing standing procedure, the Department must regularly devise single-use plans to
accommodate specific needs. These plans may involve a Department wide response to a major unusual occurrence,
or a tactical answer to an isolated police incident. Once executed, such plans should be evaluated for the
development of standing procedures or for future reference in analogous situations. Every employee of the
Department is encouraged to make suggestions to initiate projects in order to further improve its performance,
efficiency, and effectiveness.

615.10 Scope of Planning

While each plan differs according to the need for which it is developed, each plan should define its need, objective,
scope and purpose, the method for its implementation, and a means of evaluating its effectiveness.

615.20 Use of Task Force for Planning

When a need develops for a single use plan affecting more than a single bureau, or when it is necessary to develop a
major project within a limited time, it may be appropriate to assemble a task force whose staff is provided on loan
from various divisions or bureaus. When a task force is assembled, it must be structured with clearly defined
objectives, organization, responsibility, and authority. It should be placed under the control of an existing
organizational unit, whose commanding officer has responsibility and accountability for its performance.

630.0 Completed Staff Work

The result of an effort to research a problem and develop a solution, leaving nothing for the final authority to do
except approve or disapprove, is traditionally known as completed staff work. In such projects, it is essential that
original instructions include identification of the problem, direction, the desired scope of endeavor, and the time
limit for completion. Direction should clearly indicate what is desired by way of the project. The project should
include adequate research to accurately define the problem and examine all reasonable solutions. The assigned
employee should include in his report a recommendation and a summary of the findings supporting his conclusion.
In completed staff work, a final step, prior to obtaining concurrences, is to notify involved organizational
components of the findings and recommendations of the project.

635.0 Departmental Directives

In a large and complex organization such as the Department, it is essential that directives communicate desired
information to concerned employees as accurately as possible. Directives should be well researched, properly
drafted, and subjected to staff review for concurrence. A commanding officer may issue a directive as long as it
affects his command only, and does not conflict with Department directives. Ordinarily, where there is more than
one Division or Bureau affected, directives should be issued by the Chief of Police.
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650.0 Chain of Command

Due to the size and complexity of the Department, there must be a limit to the number of persons who report to the
Chief. Therefore, to ensure unity of command, clearly defined lines of authority must be drawn so there exists a
structural relationship between each employee and the Chief of Police. Each organizational component is under the
direct command of one supervisor. Within each established chain-of-command, the appropriate supervisor is
responsible and accountable for the performance of employees under the supervisor’s control. Employees must be
aware of their relative position in the organization, to whom they are immediately responsible, and those persons
who are accountable to them. Employees should operate within the chain of command and keep their supervisors
informed as to their activities to the extent possible.

The Chief of Police is available by appointment to any member of the Department. In order to reach the
Department's objectives, there are exceptional instances that require an employee to circumvent the chain of
command. Subordinates who bypass the chain of command out of necessity have a responsibility to keep their
supervisors informed of their activities unless instructed to do otherwise by higher authority. Supervisors exercising
authority over a subordinate outside their chain of command shall inform the employee's supervisor at the earliest
opportunity.

Revised 9/05
655.0 Flexibility of Organization — The Concept of Change

In order to implement standards and goals that have been modified to meet the needs of state and local law
enforcement agencies, it is incumbent upon the Department administration to develop an orderly and logical local
strategy for change that identifies local priorities, local standards, and local goals. Perhaps more importantly, local
police executives are responsible for recognizing and accepting the concept of change concomitantly with a firm
commitment to the effective management of change.

Change should be identified as an accepted concept of the law enforcement community, and it is imperative that
modern day law enforcement executives and police Departments remain flexible administratively and
organizationally in order to adapt to changes in contemporary society.

It is important to realize that we are a part of, not apart from, the social, economic, and political system in which we
live and work, and that the system is undergoing many forms of change at a remarkably fast pace.

Understandably, change may cause frustration and have a somewhat negative effect on morale, particularly over the
short-term period. To arbitrarily change for the sake of change alone, to change without adequate research and
planning, to change purely to create an image, or to change without some effective participation from police officers
is organizationally and administratively unacceptable. The extreme opposite, organization and administrative
stagnation - or no change at all - is also unacceptable and will invariably bring forth reform, usually by external
groups and forces.

Therefore, it is both necessary and desirable that criminal justice personnel and particularly police officers become a
part of change. Toward that end:

They should understand change.

They should anticipate change.

They should plan and develop change
They should monitor and evaluate change.

OO w>

660.0 Inspection and Control — Staff Review and Evaluation

Management inspection and control through a process both of operational level and staff review and evaluation are
essential to the welfare of the Department. They are necessary to ascertain if command policies, procedures and
rules are adequate and to assure that compliance with these directives is prevalent throughout the Department; to
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determine whether Department resources are adequate and being properly utilized; and to evaluate the overall
performance and attitude of the organization.

There are two types of inspection, which lead to internal control:

A. Authoritative (or line) inspection should be an ongoing process conducted by those in direct command -
those who have authority to act or to require immediate action of subordinates. Ongoing authoritative
inspection is the duty of every manager and supervisor.

B. Staff inspection is conducted by members of the Department who, having no direct authority over the entity
being inspected, normally can only report the results of their inspection to the Office of the Chief of Police.

The Department has a formal staff review and evaluation system through the Staff Inspections Unit, which reports
its finding directly to the Office of the Chief of Police. The purpose of this unit is to provide a management tool to
the Chief by conducting comprehensive review and analysis of departmental operations, procedures, personnel, and
facilities. The primary objective of these activities is to enhance maximum efficiency and utilization of
departmental resources. None of the functions of this unit will serve to relieve any supervisor or administrator of the
Department from the performance of line or staff inspections. The most comprehensive inspections must be
conducted at the operational level, where the primary responsibility for control rests. Inspection and quality control
are not and cannot be performed by a single unit; they must, of necessity, permeate the entire organization.

Internal control must be the end result of the inspection process. Merely finding fault is not inspecting and
controlling. Therefore, a commander's responsibility does not end with discovering a deficiency or inadequacy; it
includes taking positive measures to correct the problem.

665.0 Personnel
665.10 Recruitment

The Department seeks to obtain qualified police officers. To obtain the highest caliber of candidates possible, it is
essential that the Department participate in the recruitment process. To this end, the Department maintains an active
formal recruitment program; however, an officer in his daily contact with the public is the Department's best
recruiter. By his demeanor and enthusiasm, he favorably impresses and attracts the type of individual, which the
police service needs. Because of his experience and knowledge, he is able to counsel persons who show an interest
in law enforcement careers and to encourage applications by those who appear qualified.

665.20 Duty Assignments

Allocation of personnel to specific assignments is a management function, specifically reserved to the Chief of
Police. Once assigned to a particular bureau, assignment or reassignment within the bureau is within the authority
of the Bureau Commander.

This policy shall not apply to those officers holding the rank of Police Major or above, whose assignments and
reassignments shall be made by the Chief of Police.

665.30 Promotion of Employees

Promotion of employees is designed to ensure an equitable opportunity for advancement within the Department.
The goal of the system is to identify in an orderly and organized manner the most qualified individual available for
advancement.

670.0 Training

The Department has an obligation to provide a professional standard of law enforcement service to the community.
In fulfilling that responsibility, it is essential that Department personnel be properly trained. This is true not only at
the entrance level where officers must receive basic training prior to their assumption of police responsibilities, but
it is a continuous process throughout their careers. Training is provided to accommodate Department needs and to
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actualize the interest and concern which the Department has for the self-improvement and personal development of
its employees.

670.10 Recruit Training

The training provided recruit officers are a continuation of the selection process whereby efforts are made to screen
out those who are lacking in police aptitude. Recruit training shall consist of education in all areas necessary to
make each officer a well-qualified professional with special emphasis on developing reasoning ability, judgment,
and community interaction.

It is the responsibility of all officers to teach those with whom they work the skills and knowledge necessary to
perform the job at hand. Supervisory and commanding officers of all ranks have the responsibility not only to train
subordinates to perform assigned tasks, but also to familiarize all subordinates with their supervisor's job as well, so
that employees are prepared to assume additional responsibilities should the need arise.

670.20 Field Training and Evaluation Program

Recognizing that academy classroom instruction alone does not qualify a recruit for police service, the Field
Training and Evaluation Program has been formed to provide on-the-job training for the recruit with qualified Field
Training Officers. The Field Training Program, therefore, is an extension of the police academy training process.
The recruit will not be retained with the Department unless he has been evaluated as having the ability to apply all
academy instruction to actual police service.

670.25 Investigator Training and Evaluation Program

Officers who are newly assigned to one of the detective details or transferred within the Investigations Bureau will
participate in the Investigator Training and Evaluation Program. This program has been developed to place the
officer in a supervised training program while performing the duties of a police investigator. Training is completed
in phases, allowing the trainee exposure to all facets of the police investigative process.

Adopted 9/01
670.30 In-Service Training

The In-Service Training Unit will provide annual training to meet specific standards and requirements. The training
will be consistent with the professional development of Department employees and focused on maintaining an
appropriate response to the community.

Revised 10/04
670.32 Individual Training Records

The In-Service Training Unit will maintain an accurate personal training record for each current and retired sworn
employee. All Department sponsored training and training obtained outside the Training Center must be recorded as
soon as possible. It shall be the responsibility of the employee to provide documentation of the training to the In-
Service Training Unit. The In-service Training Unit will assist in obtaining accurate outside training documentation
when necessary.

Training Record

The information contained in the training record should include:

Title of the course

Name of the instructor

Date of the training

Copy of completion certificate (if issued)

oowy
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E. Test scores (if applicable)
F. Corresponding CLEET course numbers.

Adopted 10/04
670.40 Promotional Training

Once the selection process has resulted in promotion, the Department provides training to prepare newly promoted
personnel for their added responsibilities. Dependent upon the level of supervision or management involved, an
attempt is made to familiarize individuals with problems, which they may face, and to assist them in developing
suitable responses to those problems.

670.50 Specialized Training

To increase job knowledge and to prepare employees for new assignments, the Department provides specialized
training in those areas where a need has developed. Such training has as its goal the development of specialized
skills and knowledge.

670.60 Supervisors as Teachers

The on-going training of working employees is the responsibility of their supervisors. Supervisors are expected to
be familiar with the mechanics of the learning process and to routinely apply them in their supervisory tasks.

670.70 Command and Staff in Formal Training

To assure that policy is disseminated, as accurately as possible, and to allow the Department and its employees to
benefit from the experience, knowledge, and attitudes of commanding staff officers on a policymaking level, it is
desirable that such officers participate in the formal training process to the greatest extent possible.

670.80 Detached Duty for Advanced Education or Training

The Department engages in programs whereby selected officers are granted leave with full salary to participate in
advanced education or training programs. The selection process for such courses is designed to choose the most
qualified while, at the same time, assuring that the Department receives the value of the individual's acquired
knowledge by selecting from the most qualified those officers whose careers have sufficient length of time
remaining to benefit the Department.

670.90 Encouragement of Further Education

In fulfilling its commitment to provide professional police service, the Department encourages all employees to
further their education to the highest level possible. Therefore, consistent with its basic responsibilities, the
Department cooperates with employees in arranging duty schedules and assignments to facilitate and encourage
such individual effort.

675.0 Civilian Employees

Law enforcement professionalism is enhanced when officers perform only those tasks where there is an identified
need for police knowledge and skills. To this end, the Department employs civilians whenever possible in those
positions where there are no such demonstrated need. In addition to releasing officers for more traditional tasks, the
use of civilians makes it possible to hire employees for their specialized skills, thus resulting in greater efficiency.

675.10 Training of Civilian Personnel

Where formalized training of civilians is required by State law, the Department will ensure the attendance by those
employees.
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Where formalized training is not required, the Department will make every effort to ensure adequate training is
provided.

Specialized training in technical fields will be made available to designated civilian personnel as arranged by the
Director of Training.

Revised 10/04
680.0 Budgeting

The budgetary process is an essential planning tool, which enables the Department to organize its financial resources
in an objective directed effort to derive the maximum return for the tax dollars expended.

The Department budget represents an evaluation of relative needs within the Department based upon quantitative
and qualitative data. It involves a decision regarding objective priorities with consideration given to the volume and
type of work required and the costs involved.

Budgeting is a continuous process, which is the responsibility of each commanding officer. It involves the
identification of objectives and the determination of organizational needs based upon a reasonable evaluation of
future requirements.

Commanding officers communicate their organizational needs by means of budget requests. Such requests should
be limited to those items, which are necessary to continue the present standard of service, materially improve the
standard of service, or reduce the cost of service. It is the responsibility of commanding officers to weigh their
needs carefully and to present budget estimates, which incorporate reasonable and economically sound requests. If
an item is requested on the basis that it will improve the standard of service, the justification should show
conclusively that this objective will be reached and that the cost of the item will be returned in some concrete
manner, such as the rendering of decidedly superior service to the public, or by an actual saving of money over a
period of time.
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Support Services / Emergency Communications

710.0 Telephone Communications with the Public

The lasting impression that citizens have of our Department and the support they are willing to give the Department
depends primarily on the quality of service provided them.

The Department recognizes its obligation of service to the community. Requests for help or assistance that can be
provided by this Department shall never be refused.

A response of "I (or we) cannot do anything about this™ is by itself unacceptable for use by personnel of this
Department.

710.10 Telephone Courtesy

In answering telephone calls from outside or inside the Department, all personnel shall answer by identifying the
bureau, division or work section and themselves. In instances where the calling party needs to contact another
person or work section within the Department, employees will make every effort to assure that contact with the
desired person or work section is made in a courteous and efficient manner.

715.0 Departmental Communications

The Department maintains and constantly strives to improve its communications network to provide for rapid and
efficient police response and to facilitate management control. All Department communications including, but not
limited to, radio, telephone, teletype, mobile data terminal and mail are reserved for official business and are not to
be used for personal purposes.

Revised 4/92
720.0 Records

Records are maintained by the Department in compliance with state statutes and city ordinances as a public service,
as an investigative and administrative aid, and to provide statistical data. Any person desiring may inspect and
examine departmental records, providing no exception applies, at reasonable times, under reasonable conditions, and
under supervision by the superintendent of the records or his designee.

In addition, the Department will provide, for a fee, crime and traffic reports and traffic photographs to crime victims,
parties of accidents and other sufficiently interested parties.

Criminal investigation photographs will be released under subpoena or with approval of the Division Commander
only.

725.0 Automated System Security

The Oklahoma City Police Department utilizes a variety of automated systems to accomplish its goals. As resources
are limited in the maintenance of these systems, it is imperative that the needs of all users be met by the assurance of
efficiency and economy. The Department is aware of the technical risks of alteration, theft, or destruction of data
and will make each user aware of these risks. Each employee must act in a way to protect and ensure the security of
departmental information. To ensure systems are maintained adequately, it is necessary to establish procedures and
rules for the management, utilization and security of these systems.

Adopted 9/01

730.0 Arrestees
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The Department maintains an Inmate Processing Unit within the Oklahoma County Jail for processing and tracking
all Oklahoma City Police Department arrestees. Arrestees remain in custody at the Oklahoma County Jail until
release, or transfer to other law enforcement agencies.

Revised 2/12
740.0 Property

The Department will book into the property room, safeguard, and properly dispose of all property, which comes into
its custody. The Department strives to maintain property in the same condition as received and to preserve the
evidentiary integrity of property, which has been received for possible court presentation. Unless property is
contraband or must be presented into court, every reasonable effort will be made to ensure its return to its rightful
owner. Property, which cannot be returned to its owner, will be disposed of in accordance with departmental
procedures, City Ordinances and State and Federal laws.

750.0 Transportation

In the highly mobile environment in which the Department operates, vehicular transportation is essential. Because of
its extensive use, it is an expensive item in the Department budget. The essential function of the transportation
system is to provide the proper type of vehicle at the time and place there is a need for it, and to provide the vehicle
at the minimum possible cost. Through a process of inspection, maintenance and repair, vehicles are kept in such
condition as to be capable of safe performance and operation, consistent with their assigned use.

760.0 Fleet Safety

Not only because they are engaged in traffic enforcement, but because they are the most visible representatives of
local government, Department employees have a duty to operate Department vehicles in a legal, safe and courteous
manner.

This responsibility is especially great in view of the tactical situations and traffic conditions in which Department
vehicles are operated. Vehicle safety involves the establishment of standards, vehicle testing and selection, regular
inspections, preventive maintenance, and defensive driving. Defensive driving is a matter of personal practice,
which involves proper motivation, and the development of a positive mental attitude toward driving. The
Department reinforces safe driving habits through roll call training, defensive driving and driver-training courses,
supervision, and discipline.

No employee of the Oklahoma City Police Department will operate or ride in any City owned vehicle unless the
driver and all front seat occupants are wearing properly fastened restraint devices.

770.0 Take-Home City Vehicles
770.10 Take-Home Vehicle Program
In order to place marked police vehicles throughout the City, thereby increasing visibility and availability of police

services, and to encourage interaction between citizens and the police, the Oklahoma City Police Department has
developed an Operations Bureau Take-Home Vehicle Program.

770.20 Take-Home Vehicle for On-Call Police Employees

Realizing that various police functions require certain Police Department employees to be called into service from
off-duty status, the Oklahoma City Police Department assigns take-home vehicles to those employees who are
subject to call-out. The decision as to which employees are assigned a take-home vehicle is made solely by the
Chief of Police.
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PROCEDURES

General Procedures

100.0 Designation of Command
Executive Staff — Refers to all Deputy Chiefs.

Command Staff — Refers to all command officers at the rank of Major and above. Also included are the Legal
Advisor, Chaplain, Public Information Officer and department Business Manager.

Revised 9/01
101.0 Employee Telephone and Address Information

Because personnel may need to be located or respond for duty in emergency situations, a current personal telephone
number, current residential street address and current mailing address must be on file with the department.

Employees shall immediately notify their supervisor and their Division Commander of any change to their current
personal telephone number, residential street address or mailing address. Such notification will be made in writing
by completing a Personal Information Update Form. Once the employee completes the form, it will be forwarded to
the employee’s payroll clerk who shall update the personnel tracking program, and forward the original form to the
Police Personnel Office.

Revised 10/15
101.20 CLEET Requirements

Oklahoma state statutes mandate that on or before the first day of October of each calendar year the Department
shall submit to CLEET a complete list of all commissioned employees including their current mailing address and
telephone number.

Statutes also require each officer to maintain a current residential street address with CLEET and to notify CLEET
in writing of any change of address or name within 10 days of the change. A natification of change of name shall
require certified copies of any marriage license, divorce decree or other court document which reflects the change of
name. Appropriate forms for a name or address change and related instructions can be found on CLEET’s website.
CLEET will not accept notices of address or name change by telephone, fax or email.

Revised 10/15

101.30 Confidentiality

Extreme caution and discretion needs to be exercised prior to releasing an employee’s telephone number or address.
102.0 Emergency Notification

In such instances as riots or natural disasters requiring a call-out of personnel, the Chief of Police will be notified by
the Communications supervisor on duty. He will then notify his subordinates via the chain of command.

In cases where emergency notification is utilized, all officers must conform to UNIFORM REQUIREMENTS (Rule
250.0). A supervisor will identify appropriate dress and equipment needed in each incident.

Revised 12/93
103.0 Non-Discrimination/Harassment

Revised 9/01
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103.10 Behavior Involving an Act of Non-Discrimination/Harassment towards another Individual

Discrimination can occur where decisions regarding hiring, promotion, job assignment, discharge, layoff, discipline,
training, compensation, or other terms or conditions of employment are made based on an individual’s race, color,
religion, sex, age, disability (mental or physical), or national origin. Employment decisions shall be made on the
basis of skill, ability, qualifications, and job performance.

Discrimination may also be found where conduct toward an employee is based upon the employee’s membership in
a protected class, and is so severe and pervasive that it interferes with an individual’s work performance or creates
an intimidating, hostile, or offensive work environment. Sexual harassment is a form of discrimination.

Revised 9/01
103.20 Definitions of Sexual Harassment
There are two legal definitions of sexual harassment:

A. Quid pro quo harassment occurs when unwelcome sexual advances and requests for sexual favors, based
upon one’s sex are made either explicitly or implicitly a term or condition of an individual’s continued
employment; or a tangible employment action is taken against an employee who refuses unwelcome sexual
conduct because of the employee’s refusal.

B. Hostile environment harassment occurs when unwelcome verbal or physical conduct of a sexual nature is
SO severe or pervasive that it unreasonably interferes with a term or condition of employment or creates an
intimidating, hostile, or offensive working environment.

Sexual harassment can occur between a supervisor and employee, between employees, and between employees and
non-employees (e.g., citizens, contract laborers, vendors, etc.).

Consensual “romantic” or sexual relationships between supervisors and employees they supervise are prohibited.
Any supervisor involved in such a relationship with a subordinate is required to immediately report such relationship
to the Department’s Equal Employment Opportunity Officer (EEO Officer), Division Head, Department Director, or
Labor Relations Division of the Personnel Department. Management reserves the right to terminate the
supervisor/subordinate work relationship in any manner, including dismissal of one or both of the employees.

Examples of inappropriate conduct:

A. Unsolicited written, verbal, physical touching, or other conduct with sexual overtones.

1.  Written examples include, but are not limited to, suggestive or obscene letters, notes, invitations,
or e-mail messages.

2. Verbal examples include, but are not limited to, derogatory comments, slurs, or jokes.

3. Physical examples include, but are not limited to, assault, touching, or impeding or blocking
movement.

4. Other conduct may include, but is not limited to, leering, gestures, or display or sexually
suggestive objects or pictures, cartoons, or poster.

B. Continuing to express social interest after being informed that the interest is unwelcome.

C. Making reprisals, threats of reprisal, or implied threats of reprisal against an employee who makes a
complaint of discrimination or participates in the investigations of a complaint: NOTE: For example,
withholding support for an appointment; denying a promotion; preparing or directing a poor job
performance report be prepared that is not indicative of actual performance; or termination.

D. Engaging in coercive sexual behavior, which is used in an attempt to control, influence, or affect the career,
salary, and/or work environment of another employee.

E. Offering favors or employment benefits such as promotions, favorable performance evaluations, favorable
job assignments, or compensation in exchange for sexual favors.
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F. Use of terms of endearment such as “honey,” “sweetheart,” “hunk,” “baby,” “darling,” “stud,” that a
reasonable person would find objectionable; or any term of endearment after being advised the employee
finds the term objectionable.

Revised 9/01
103.30 Procedures for Reporting Sexual Harassment/Non-Discrimination

The Chief of Police has designated the Director of Training as the EEO officer for the Police Department, who will
act as a liaison with the City Personnel Department on all EEO matters. The Office of Professional Standards will
investigate all complaints and issue fact-finding reports, unless otherwise directed by the Chief of Police.

A. Any employee who believes he/she has been subjected to any form of discrimination or harassment must
immediately report such activity to any of the following:
1. His/her Department EEO officer,
2. Non-involved supervisor, shift or unit commander,
3. Division Head, Bureau Chief,
4. Department Director (Chief of Police), or
5. Directly to the Labor Relations Division of the Personnel Department.

B. Any supervisor or employee desiring to file a discrimination or harassment complaint directly with the
Labor Relations Division may do so by calling (405) 297-2567 twenty-four (24) hours a day, seven (7) day
a week.

C. Any EEO officer, supervisor, Division Head, or Department Director having knowledge of, or information
regarding discriminatory or harassing conduct, is required to immediately notify the Labor Relations
Division of the Personnel Department regardless of how the information was obtained (e.g. verbal or
written complaint, direct observation, overhearing conversations, information from non-involved persons,
etc.).

D. The Office of Professional Standards and/or a representative of the Labor Relations Division, in
conjunction with the department or division EEO Officer, and/or any other appropriate personnel will
immediately initiate a confidential investigation, and submit a report containing findings of facts and
recommendations for action to the complainant’s Department Director and/or the City Manager. This
report is considered to be a Personnel Investigation and is not subject to the Oklahoma Open Records Act.
Employees conducting the investigation will attempt to protect the privacy of individuals involved and
maintain confidentiality. Employees interviewed during the course of an investigation are required to
maintain the confidentiality of the investigation.

E. The results of the investigation and the nature of any disciplinary action will be communicated to both the
complainant and the person accused of discrimination or sexual harassment by the Chief of Police or a
representative of the Labor Relations Division.

NOTE: Employees have the right to make a complaint of discrimination or sexual harassment with the State Human
Rights Commission, Equal Employment Opportunity Commission, or with a court of law. This policy does not
restrict the rights of employees secured by the laws of the State of Oklahoma or the United States.

Revised 9/01
103.31 Retaliation

Retaliation is an adverse employment action, taken by a supervisor against an employee, for bringing a complaint of
discrimination or sexual harassment; or for participating in an investigation of discrimination or sexual harassment.
Any such retaliation will be grounds for disciplinary action, up to and including termination. An adverse
employment action includes the act of withholding a favorable employment action if based on discriminatory
reasons.

Co-workers are also prohibited from engaging in retaliatory conduct towards an employee who has made a
complaint of discrimination or sexual harassment; or for participating in an investigation of discrimination or sexual
harassment. All such conduct will be grounds for disciplinary action, up to and including termination.
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Adopted 9/01
103.32 Sexual Harassment and other Forms of Non-Discrimination Training

Supervisory personnel are required to receive training on an annual basis. All employees are encouraged to attend
any training on sexual harassment/discrimination.

Adopted 9/01
103.33 Disciplinary Action

Any employee found in violation of Sexual Harassment/Discrimination policies and procedures, or who provides
false information in the complaint or investigation procedures, is subject to disciplinary action. Disciplinary action
may include any range of discipline, up to and including termination.

Adopted 9/01
103.40 Responsibility of the Office of Professional Standards

Upon receipt of the complaint, the Chief of Police or a designee may assign the matter to the Commander of the
Office of Professional Standards Unit for investigation. The investigation will be given priority.

The Commander of the Office of Professional Standards will assume responsibility for conducting an administrative
investigation into the allegation(s) lodged by the employee.

Once the investigation is completed, all copies of the complaint along with related documentation will be forwarded
to the Chief of Police or a designee.

This Unit will maintain the formal complaint(s), supporting documentation and the follow up investigation.

Revised 9/01
103.41 Responsibility of the Office of the Chief of Palice

The Chief of Police receives all information and recommendations, making final disposition of the incident. The
Office of Professional Standards will maintain the file. The files shall not be open to inspection except to provide
documentation for subsequent complaints of discrimination or harassment.

Revised 9/01
103.42 Responsibility of the Department Equal Employment Opportunity Officer

The Department’s Equal Employment Opportunity Officer is responsible to ensure the Police Department follows
the City of Oklahoma City’s Equal Employment Opportunity/Affirmative Action Plan. The Department’s EEO
officer shall also be responsible for the enforcement of the Sexual Harassment/Non-Discrimination policy,
procedure and rule and other laws related to equal employment opportunity.

The Department’s EEO Officer will:

A. Schedule follow-up review dates with the complainant after the resolution of the incident,

B. Assess any progress in the behavior of the offending employee related to the type of corrective action
taken,

C. Ensure that the complaining employee and/or other employees involved are not subjected to any form(s) of
retaliation, and will

D. Ensure that additional misconduct in the form(s) of discrimination or harassment has ceased.
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Revised 9/01
104.0 Intra Departmental Marriage

Departmental employees considering marriage to another employee should be aware that such a relationship can
cause unique problems for both the marriage and the organization. It is recommended that the employees thoroughly
discuss the potential areas of conflict, and recognize the possible ramifications.

104.20 Special Consideration

Married employees should not expect to receive any special consideration because of the marriage. For example,
normal procedures will be followed for work assignments, days off, vacations, etc.

Revised 6/90
105.0 Relationships between Department Employees

All employees should avoid situations, which give rise to an actual or apparent conflict between their professional
responsibilities and their relationships with other employees. However, should such a situation develop, it is the duty
of the involved employee(s) to immediately notify their commanding officer, either in person or through the chain-
of-command, or directly notify their Bureau Chief.

It becomes the responsibility of the employee’s Bureau Chief to eliminate conflict, by taking appropriate action and
keeping the best interests of both the employee and the Department in mind.

Adopted 3/97
106.0 Leave of Absence

Under certain circumstances, an employee may be granted an unpaid leave of absence for an extended period of
time. A leave of absence normally will be granted only to those employees seeking to fulfill an educational
requirement, which cannot be met while employed. For a leave not exceeding 30 days, approval may be granted by
the Chief of Police; for a leave exceeding 30 days, approval may be granted by the Chief of Police with final
approval by the City Manager.

Prior to beginning the leave, an employee will turn in all equipment, including commission card. While on leave, the
employee’s police powers and authority are suspended; he or she cannot carry a department weapon at any time, nor
identify himself/herself as a police officer.

In order to keep health and life insurance in force, the employee must pay all premiums during the leave of absence.
Retirement and pay anniversary dates will be adjusted according to the number of months (days) the employee is on
leave. Employees will remain on promotional lists and will retain their seniority.

At the end of the leave period, the Chief of Police may require the employee to submit to an examination prior to
being reinstated. This examination may include, but is not limited to background investigation, polygraph
examination, neighborhood inquiry, reapplication, and appearance before a Departmental Review Board.

Adopted 3/97; Revised 10/15
106.10 Military Leave

All actions with regard to an employee’s military service shall conform to applicable federal and state statutes.
Approved military leave shall be counted toward continuous service.

An employee of the City who is a member of the military is entitled to thirty (30) working days of military leave per
federal fiscal year (October 1 through the following September 30).

Procedures 100 — 199 Page 51



2\ The City of

/) OKLAHOMA CITY Police Operations Manual

Employees who are ordered to active military service shall provide a copy of their orders to the employee’s
supervisor as soon as possible. The supervisor will then forward the orders to the Police Human Resources Office
and the Police Chaplain without delay.

Employees are not to perform any law enforcement function or work extra duty employment as an Oklahoma City
Police Officer, or attend department training while on active military duty status.

When an employee receives military orders for a period of time longer than 30 consecutive calendar days, the
employee will be required to return all City issued firearms, including a KEID shotgun (with all less lethal rounds),
and/or a patrol rifle, if issued, to the Firearms Range for safekeeping or reissue during the time the employee is
under military orders. If the employee has been issued an ECD, the employee will be required to return the ECD
(including all ECD cartridges) to the Training Division as well. The employee will be required to return a home
storage or take home vehicle to their Division Commander. The Chief of Police or designee may grant exceptions.

The employee’s city issued hand gun will be reissued to the employee upon successful completion of firearms
qualification.

Such employees shall makeup all required training upon release from military duty and reinstatement to their
previous position with the Oklahoma City Police Department. Upon completion of training, the employee will be
issued like equipment or current equipment in use by the Department.

Prior to deployment, the employee shall meet with the Police Chaplain, or designee. The Police Chaplain will
provide contact information to the employee in order to maintain communication while the employee is on active
military duty status. The employee and his immediate family may elect to exchange contact information with the
Police Chaplain. The employee may also provide information regarding the potential needs of his or her family
during the deployment period. The Police Chaplain will serve as the departmental point of contact for the
employee’s family during this time as well. The Police Chaplain will document this meeting and forward such
documentation to the Police Human Resources Office. Upon return from deployment, the employee shall meet with
the Palice Chaplain to assess any needs the employee may have prior to returning to duty. The Police Chaplain will
document this meeting and forward documentation to the Police Human Resources Office.

Adopted 9/06; Revised 6/12; Revised 6/14; Revised 10/15

107.0 Voluntary Termination and Retirement

107.10 Voluntary Termination

Any employee may resign from employment with the Department by writing a letter to that effect via the chain of
command to the Chief of Police, stating an effective date. Such resignation may be withdrawn only if the request to

do so is made in writing prior to the effective date, with the approval of the Chief of Police and the City Personnel
Department.

An employee may be refused re-employment with the City at a later date solely on the basis of having failed to give
notice when the earlier termination was made.

107.20 Sworn Personnel Retirement
Sworn personnel employed prior to their forty-sixth birthday are members of the Police Pension and Retirement
System as established by State statute, and are not participants in the Social Security system. The awarding of

disability or longevity retirement benefits is provided for by the pension fund rules and regulations.

Sworn personnel may retire by submitting a letter of retirement to the Chief of Police stating the effective date of
retirement.
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Upon retirement, sworn personnel or their heirs may be allowed to retain possession of the Department badge,
service firearm and uniform. The carrying of firearms is restricted, pursuant to O.S. Title 11, Section 50-125. Retired
personnel may retain their status as a police officer provided they so qualify under the provisions of State Law.

Retired sworn personnel may request approval to retain their Oklahoma City Police Department uniform privilege
only by making formal application to the Chief of Police. Approval will be contingent upon and be subject to the
same restrictions that apply to acting, full-time Oklahoma City Police Officers. The decision whether to grant the
uniform request shall be made for the good of the service or in the best interest of the City.

The denial of either a retired commission and/or the privilege to wear the uniform will be made in writing and
provide basis for the denial. Following said notice, the Chief of Police or his designee shall conduct a hearing to
ensure the retired officer has notice of the basis for denial and has an opportunity to respond.

A retired officer denied a retired commission card or denied the privilege to wear the Oklahoma City Police
Department uniform may appeal the decision of the Chief of Police by written request to the City Manager’s Office.

Sworn personnel retiring will sign a checklist indicating they have received a copy of sections 1750.1 through
1750.13 of Title 59 of the Oklahoma Statutes, also known as the Oklahoma Security Guard and Private Investigator
Act, and the applicable 1992 West Publishing Company Supplement provisions. They will also return their
commission card and, with the approval of the Chief of Police, will receive a Retired Officer commission card.

Once retired, former Police Department employees drawing retirement benefits may be employed by another
Department of Oklahoma City government without interruption of police retirement benefits.

Revised 2/98
107.30 Civilian Employees’ Retirement

Civilian employees not covered by the Police Pension and Retirement System are covered by the City of Oklahoma
City Employee Retirement Program.

Police Department employees not covered by the Police Pension and Retirement System also contribute to the
Social Security system, and are then covered by both Social Security and the City Employee Retirement Program.

Revised 2/94
108.0 Personnel Confirmed to Have AIDS

Any Department employee who is confirmed to have an active case of AIDS will be immediately relieved of field
duty. The threat of harm to the public is too great a risk to allow an officer to continue to perform law enforcement
duties in the field. It is recognized that bodily fluids (i.e., blood) are the agents of infection and an officer in the field
may be assaulted and in defending himself may infect not only the suspect, but other officers or citizens as well.
Any person infected with an active case of the disease will have a non-enforcement assignment within the
Department.

109.0  Occupational Exposure to Communicable Disease Pathogens

The Oklahoma City Police Department is committed to the protection of its employees from the health hazards of
occupational exposure to communicable diseases. To this end, the following employer’s exposure control plan is to
be adhered to by all employees. Since there is no population that is risk free for Human Immunodeficiency Virus
(HIV), Hepatitis C Virus (HCV), Hepatitis B Virus (HBV), Tuberculosis, or Meningococcol Meningitis infectivity.
ANY employee who has occupational exposure to potentially infectious material will be included within the scope
of this standard.

Revised 9/01
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109.10 High Risk Job Classifications

The tasks and procedures performed by employees of the Police Department in which there are high risks of
occupational exposure may include:

A. All field law enforcement activities in which employees come into daily contact with all types of people
and crime scenes during the course of making arrests and conducting criminal investigations.

B. Those activities, which involve the cleaning and maintenance of vehicles that, may have become
contaminated by blood or other infectious material.

C. Those activities that involve traffic enforcement and the investigation of vehicular accidents in which there
may be persons injured.

D. Those activities, which mandate the use of the polygraph in criminal investigations where individuals may
be the source of infectious diseases.

E. Those activities that include the laboratory analysis of blood, drug syringes, and other materials that have
the potential for transmitting infectious diseases.

F. All procedures for taking fingerprints and body samples (i.e. saliva, hair, etc.) of potentially infectious
crime suspects.

G. All activities in which employees must identify, collect, and preserve physical evidence that includes
possible contaminated material.

H. All activities in which the employees are tasked with the acceptance, storage, and retrieval of possibly
contaminated items of physical evidence.

. All activities related to the booking, incarceration, and releasing of potentially infectious individuals in a
facility.

OSHA standards list a number of generic job classifications that may have high-risk occupational exposure to
potentially infectious material. Included in the classifications are: (1) employees assigned to provide emergency first
aid; (2) employees handling regulated waste; (3) firefighters, law enforcement personnel, and correctional officers.
The specific job titles within the Police Department that have the greatest potential for occupational exposure to any
communicable disease due to the tasks and procedures performed as previously listed are:

Police Officer, Sergeant, Lieutenant and Captain
Equipment Service Worker

Police Service Technician

Polygraph Examiner

Forensic Chemist I, I1, and 1l1

Forensic Chemist Supervisor

Fingerprint Technician

Lab Tech

Property Room Clerk

Detention Officer
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The employees in these positions will receive training, protective equipment, and vaccinations to ensure their
occupational safety and protect them from acquiring an infectious disease. In addition, those employees in other
position titles within the Police Department who are not considered high risk shall be afforded the same training and
vaccinations. This plan will be reviewed annually by the Departmental Safety Officer and the Director of Training to
determine if additional job titles should be added to the high-risk list.

Revised 9/01; Revised 2/03; Revised 10/04
109.20 Personal Protective Equipment (PPE)

The following shall be considered personal protective equipment that shall be made available by the Police
Department to all employees. Personal protective equipment will be issued to officers and carried in their vehicle.

The following PPE (A) through (F) should be issued for everyday use and shall be made available from the Supply
Room and each briefing station:
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Gloves (latex or other impermeable material)
Safety glasses

Disposable virucidal/antiseptic towelettes
Red plastic bio-hazard waste bags

CPR Resuscitation Mouthpiece

N95 Particulate Respirator (Breathing Mask)

mmoow >

The following PPE shall be made available from the Supply Room and at each briefing station:

G. Disposable gown or coveralls
H. Disposable foot covers

. Laboratory smock

J.  Sharps containers

K. Germicidal Spray

Revised 9/01
109.21 Respiratory Protection Program

The Oklahoma City Police Department is committed to ensuring that all personnel are protected from respiratory
hazards they may encounter during the course of their employment. Hazards may include, but are not limited to,
harmful dusts, fogs, fumes, mists, gases, smokes, sprays or vapors. Protection shall be accomplished by adhering to
accepted engineering control measures, safe work practices, and the appropriate use of personal protective
equipment; specifically self-contained breathing apparatus’ (SCBA) and air purifying respirators (APR). For the
purpose of this procedure, a respirator can either be a SCBA or an APR.

SCBA and/or APR equipment, training and medical evaluations will be provided to departmental personnel. The
required medical evaluations will be consistent with current Occupational Safety Health Administration (OSHA)
requirements and will be evaluated by a Licensed Health Care Professional. The equipment will be of a type that is
approved for the hazard by the National Institute of Occupational Safety and Health (NIOSH). The training will be
consistent with OSHA requirements. Each employee who is issued a SCBA or an APR shall complete an annual
medical evaluation and test fit of the equipment.

All employees who are issued a department owned respirator and associated protective equipment shall have these
items immediately accessible to them while on-duty. Further, those officers with take-home or home storage
vehicles must have these items in their vehicle whether on-duty or off-duty.

Officers responding to the scene of any incident, whether on-duty or off-duty, which may require the wearing of the
respirator and/or protective equipment, shall first report to the Incident Commander before taking any action.

Adopted 9/05
109.22 Respiratory Program Administrator

The Police Department Safety Officer shall be designated as the Respiratory Program Administrator and shall be
responsible for the overall program administration.

Responsibilities include:

Ensuring compliance with federal, state and local regulations on respirator use.
Selection and issue of proper respirators/filters.

Annual review of the Respiratory Protection Program.

Periodic monitoring of worksite conditions.

Periodic consultation with respirator users to assess needs.

Ensure implementation of a Respiratory Training Program.

mmoow»
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G. Periodic consultation with Oklahoma City Risk Management/Safety Office.
H. Overall program administration.

Adopted 9/05
109.23 Supervisor and/or Worksite Incident Commander
Supervisors and Incident Commanders are responsible for the following:

Ensuring appropriate respirators are available at the worksite.

Ensuring personnel wear respirators as required at the worksite.

Ensuring respirators are properly maintained and properly worn.

Ensuring respirators are inspected monthly and when used.

Ensuring proper decontamination of personnel and equipment after use.

Ensuring personnel remain out of areas that are Immediately Dangerous to Life and Health (IDLH).
Coordinating and communicating with Fire/HazMat to provide a safe worksite for all present.

GmMmMoOw>»

Adopted 9/05
109.24 Officer/Sergeant Responsibilities
Each employee who is issued a respirator is responsible for:

Completing the annual medical evaluation and fit test for respirators.

Proper use of the appropriate respirator.

Periodic inspection of the respirator including before and after each use.
Performing positive and negative face piece seal checks before each use.
Ensuring the proper filter or cartridge is used.

Immediate evacuating the worksite if a problem is suspected with the respirator or feel any discomfort
while wearing the respirator.

Cleaning, disinfecting, inspecting and storing the respirator after any use.
Notifying supervisor for replacement of respirator or filter.

Reporting respirator malfunction to supervisor.

Proper storage of respirator in a safe and accessible place.

Reporting the damage, theft, or loss of their respirator.

Completing the monthly respirator inspection form and retain at the Division.

mmoow >
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Adopted 9/05
109.25 Reporting

In addition to the monthly inspection reports completed by each officer issued a respirator, officers will complete a
written report each time a respirator and/or a filter is used, lost or damaged. Respirators and filters used in training
do not require a written report.

Adopted 9/05

109.26 Replacement Respiratory Equipment

The Respiratory Program Administrator or designee will maintain a supply of replacement respirator filters and a
limited supply of replacement respirators. Upon use of a filter, damage to or loss of a respirator, the reporting

officer will be issued replacement equipment.

Adopted 9/05

109.30 Universal Precautions
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It is the policy of the Oklahoma City Police Department that the term “universal precautions” refers to the concept
of blood and air borne disease control which requires that ALL human blood and ALL human body fluids and other
potentially infectious materials be treated as if known to be infectious for HIV, HBV, HCV, Tuberculosis and
Meningococcol Meningitis or other pathogens regardless of the perceived “low risk” source.

In addition, the Police Department will make available, and strongly encourages ALL employees receive, the series
of vaccinations for the Hepatitis B Virus. The inoculation program is administered by the City Occupational
Medicine Division (OMD) which also keeps individual employee vaccination records. All new officers who
graduate from the OCPD Recruit Academy will be offered the Hepatitis B vaccination within ten (10) days of their
field assignment. New civilian employees will be offered the vaccination on an individual basis during their
probationary training period.

All Police Department personnel shall receive documented training as required on blood and air borne disease
control conducted by trained instructors. The instructor shall be present in the classroom to answer questions and to
discuss any video presentations. Those persons in the previously listed “high risk™ job positions (109.10) shall be
provided training in the use of personal protective equipment and in the proper disposal of contaminated equipment
and materials. All training records will be kept on file at the Oklahoma City Police Training Academy for a
minimum of three (3) years. Retraining shall occur on an annual basis.

Revised 9/01; Revised 10/04
109.40 Work Practice Controls

It shall be the responsibility of all supervisors to ensure work practice controls are used by their employees to
eliminate or minimize exposures to blood and air borne pathogens. Regular inspections should ensure that all
equipment is functioning properly and personal protective equipment is in good condition and being used
appropriately.

All employees are required to wear, whenever possible, the personal protective equipment provided by the Police
Department if they should encounter a situation in which there is a possibility of contamination through blood and
air borne pathogens. The only exception would be in the event that it would prevent the proper delivery of public
safety services or would pose an increased hazard to the personal safety of the employee. An employee’s decision
NOT to use the personal protective equipment should be prompted by legitimate and truly extenuating
circumstances and should be documented in an official police report.

All employees are required to remove their personal protective equipment in a safe manner and properly place
disposable equipment in a red bio-hazardous waste container. Disposable gloves may NOT be washed and reused.
Reusable equipment shall be cleaned and decontaminated immediately after use. Under no conditions should any
contaminated equipment be discarded in other than the approved red waste container.

Any clothing and equipment (uniform and non-uniform) of an employee which, as the result of an accident in the
work area, may have been in contact with blood or other body fluids of an injured person, shall be considered
contaminated. The clothing and equipment will be removed immediately after contamination, contained in the red
biohazard bag, to be transported and laundered in an approved facility at no cost to the employee after the affected
employee complies with the established reporting procedure. No contaminated clothing or equipment will be taken
to an employee’s home for cleaning/decontamination.

All employees must wash their hands and/or other affected areas with soap and water. Virucidal/antiseptic
towelettes may be used as soon as possible after an exposure if running water is not available and is followed as
soon as possible with soap and water washing. Handwashing MUST occur after an employee removes gloves,
which have been used as personal protective equipment. Handwashing facilities are available at all departmental
buildings, as well as in other city buildings.

Should an employee encounter body fluids/blood in the eye, the employee should immediately flush the eye for 15
minutes with water.
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All employees are prohibited from shearing or breaking contaminated needles. Officers are reminded of the dangers
of sticking their hands, even when gloved, into unseen areas such as under car seats, coat pockets, etc. All sharp
objects, which have the probability of being contaminated, will be handled with appropriate personal protective
equipment and transported to the property room or laboratory in a proper “sharps” container that minimizes
exposure. Any container used to transport contaminated material will be subsequently decontaminated before further
use or properly disposed of.

All employees are reminded that their “work area” may be subject to contamination. For field personnel it may be
their patrol car, while for lab personnel it could be the lab counter and floor space. Contamination of the “work area”
involves the exposure or potential exposure to blood or other potentially infectious material along with the potential
contamination of surfaces. It is imperative that all “work areas” be cleaned/decontaminated as often as necessary to
minimize the possibility of disease transmission. Employees shall wear their personal protective equipment when
cleaning/decontaminating their “work area”. All employees are prohibited from eating, drinking, and/or smoking in
their “work areas” where there is the possibility of contamination. This includes the backseat of a patrol car that
transports injured prisoners, as well as the crime lab, which analyzes blood and body fluids. In order to minimize
migration of contamination beyond the work area, employees who are provided lunch or break rooms are permitted
to eat or drink in these areas as long as the employees wash up and change any contaminated clothing prior to entry.

All field personnel shall be trained on, and issued, a CPR resuscitation mouthpiece that prevents contamination
while performing life-saving procedures. This device is to be used, when practical, by all personnel when
administering CPR.

Any contaminated material that must be shipped or transported out of the Police Department must be properly
labeled or red color-coded. The container in which the contaminated material is shipped must be decontaminated
and it may be necessary to place the container in a secondary container to ensure safety during transport.

All bio-waste waste cans, pails, bins, and other receptacles intended for such use must be regularly inspected,
cleaned and disinfected. They must be cleaned immediately with soap and water and disinfected. Vacuum cleaners
are not an appropriate device for the cleanup of contaminated material.

All contaminated sharp material (needles, razor blades, knives, glass, etc.) shall be disposed of in an approved
“sharps” container. These materials should be retrieved with tongs, broom and dustpan, etc. and never by hand. The
“sharps” container must be closable and labeled or color-coded. It should be leak-proof as well as puncture resistant.
Self-sheathing needles must be disposed of in a “sharps” container. Employees shall ensure that the “sharps”
containers are inspected, disposed of appropriately and replaced in a timely manner.

Revised 9/01; Revised 10/04
109.50 Police Department Blood Borne Pathogen Exposure Control Plan

Effective immediately an employee experiencing an exposure to any potential Blood Borne Pathogen by contacting
blood, bodily fluids or a needle stick will take the following actions:

Responsibility of Exposed Employee:

A. Secure the source of the exposure including the use of detention.

B. Report the exposure to a supervisor immediately.

C. Godirectly to the designated hospital, when medically possible, for evaluation of the exposure and
treatment. Information regarding the designated hospital can be obtained from the Department Safety
Officer or the Communications Unit. In the event of a life-threatening injury, to either the employee or
source patient, the nearest hospital will be utilized.

D. Assist in completing the Oklahoma State Department of Health (OSDH) Form 207.

E. Complete all necessary Injury on Duty reports.

Responsibility of Employee’s Supervisor:
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A. The supervisor will accompany the employee to the designated hospital with the appropriate Exposure
forms and a Physician Authorization Form.
B. The supervisor will ensure, when medically possible, that the source patient is simultaneously transported
to the same hospital as the employee and:
1. Alicensed healthcare professional will determine if exposure has occurred.
2. The supervisor will complete the applicable portions of OSDH Form 207, including the pertinent
specific information of the exposed employee, and then sign in space provided under “Employee
Designee.”
3. Alicensed healthcare professional will confirm the employee’s exposure status by signing the
applicable portion of Form 207. The healthcare professional must place a checkmark in the
appropriate box indicating there “WAS” or “WAS NOT” an exposure.

If the licensed healthcare professional makes a determination that there “WAS NOT” an
exposure, place YELLOW COPY in an envelope and forward to OCPD Personnel Office to
be placed in the employee’s medical file. Destroy GREEN COPY of Form 207.

C. Inall cases where it is determined an “EXPOSURE OCCURRED?”, the supervisor will:
1. Deliver the green copy of OSDH Form 207, a metered envelope and instruction page to:
a. A designated person at the health care facility to which the source patient was
transported, or,
b. An attending physician, if the source patient was being cared for outside of a health care
facility, or,
c. A health care provider who last had responsibility for deceased source patient or the
medical examiner.
2. Mail the YELLOW COPY to the OSDH HIV/STD Service in the self-addressed, metered
envelope provided, no later than the next business day.

D. The supervisor will call the assigned CompCHOICE case manager the following business day to report the
location of the source patient, confirm successful delivery of OSDH Form 207 (GREEN COPY) to that
site, and when source patient blood test results are expected. The case manager’s telephone number can be
obtained from the Department Safety Officer or the Communications Unit.

E. The supervisor will ensure exposed employee receives the provided packet of information concerning
medications and general CDC information regarding blood borne pathogens. The emergency room
personnel will offer appropriate medical attention upon determination of exposure including prophylactic
treatment and follow-up care as necessary.

F. The supervisor will instruct the employee to contact CompCHOICE to discuss follow-up care on the day of
exposure or the next business day if after normal business hours.

G. The supervisor will ensure the following forms are completed as soon as possible:

1. OJI/IOD Quick Fax to Risk Management

2. City of OKC Official Injury Report Form

3. Police Department Supplemental IOD Report

4. City of OKC Supervisor’s Accident Investigation Report Form.

SOURCE PATIENT PROCEDURE

When an appropriate licensed healthcare professional has determined an exposure has occurred, the supervisor will
contact the involved source patient as soon as possible. The supervisor will request consent from the patient for
him/her to be tested for any communicable diseases requiring immediate treatment, such as Hepatitis B, Hepatitis C,
or Human Immunodeficiency Virus (HIV).

A. If consent is given, either verbal or written, the source patient shall be tested.
B. If consent is refused or otherwise unobtainable, the supervisor shall immediately seek court authority to
withdraw blood and have it tested for the above listed diseases.
OBTAINING COURT AUTHORITY TO WITHDRAW BLOOD

Using the fill-in-the-blank Emergency Court Order included in the exposure packet the supervisor will:
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A. Contact a District Judge. The telephone numbers for District Court Judges can be obtained from the
Departmental Safety Officer, or the Communications Unit supervisor. The request for the court order will
be based on a determination of exposure by a licensed healthcare professional and the refusal of the source
patient to have their blood drawn.

B. Request the Judge to have the Court seal all documents, including the order, to protect the confidentiality of
such information and all involved parties.

C. On the next business day, the supervisor or designee will hand deliver the Application for Court Order and
the Court Order to the appropriate County Court Clerk Office for filing.

IF THERE ARE ANY QUESTIONS CONCERNING THIS PROCEDURE THE SUPERVISOR SHOULD CALL
THE DISPATCH SUPERVISOR TO OBTAIN CONTACT NUMBERS OF THE DEPARTMENTAL SAFETY
OFFICER.

Revised 9/01; Revised 10/04
109.60 Police Department Air Borne Pathogen Exposure Control Plan

Effective immediately an employee experiencing an exposure to any potential Air Borne Pathogen (i.e. Tuberculosis
or Meningitis) by breathing contaminated air will take the following actions:

Responsibility of Exposed Employee:

A. Report the exposure to a supervisor immediately.

B. Obtain the source patient’s personal information and last known location of the individual.

C. The following business day, the officer must telephone the COMPCHOICE Case Manager and report the
exposure including the name of the source patient. The COMPCHOICE Case Manager will
arrange the TB testing and direct the officer/employee to the designated clinic.

D. The officer/lemployee will take the OSDH Form 207 to the designated clinic. A licensed healthcare
professional will confirm the employee’s exposure status by signing the applicable portion of OSDH Form
207. The healthcare professional must place a checkmark in the appropriate box indicating there “WAS” or
“WAS NOT” an exposure.

E. Complete all necessary Injury on Duty reports.

Responsibility of Employee’s Supervisor:

A. The supervisor will supply the employee with the appropriate Exposure forms and a Physician
Authorization Form.

1. Alicensed healthcare professional will determine if exposure has occurred by signing the
applicable portion of OSDH Form 207. The healthcare professional must place a checkmark in
the appropriate box indicating there “WAS” or “WAS NOT” an exposure.

2. The supervisor will complete the applicable portions of OSDH Form 207, including the pertinent
specific information of the exposed employee, and then sign in space provided under “Employee
Designee.”

If the licensed healthcare professional makes a determination that there “WAS NOT” an
exposure, place YELLOW COPY in an envelope and forward to OCPD Personnel Office to
be placed in the employee’s medical file. Destroy GREEN COPY of Form 207.

B. Inall cases where it is determined an “EXPOSURE OCCURRED?”, the officer/employee will return the
OSDH Form 207 (Green copy) to the supervisor who will:
1. Deliver the green copy of OSDH Form 207, a metered envelope and instruction page to:
a. Designated person at the facility to which the source patient was transported (i.e. County
Jail Health Service Nursing Director), or,
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b. Attending physician, if the source patient was being cared for outside of a health care
facility, or,
c. Health care provider who last had responsibility for deceased source patient or the
Medical Examiner.
2. Mail the yellow copy to the OSDH HIV/STD Service in the self-addressed, metered envelope
provided, no later than the next business day.

C. The supervisor will call the assigned CompCHOICE case manager the following business day to report the
location of the source patient, the source patient’s personal information and confirm successful delivery of
OSDH Form 207 (Green copy) to that site.

D. The medical personnel will offer appropriate medical attention upon determination of exposure and follow-
up care as necessary.

E. The supervisor will instruct the employee to contact CompCHOICE to discuss follow-up care on the day of
exposure or the next business day if after normal business hours.

F. The supervisor will ensure the following forms are completed as soon as possible:

1. OJI/IOD Quick Fax to Risk Management

2. City of OKC Official Injury Report Form

3. Police Department Supplemental 10D Report

4. City of OKC Supervisor’s Accident Investigation Report Form.

IF THERE ARE ANY QUESTIONS CONCERNING THIS PROCEDURE THE SUPERVISOR SHOULD CALL
THE DISPATCH SUPERVISOR TO OBTAIN CONTACT NUMBERS OF THE DEPARTMENTAL SAFETY
OFFICER.

Adopted 9/01; Revised 10/04
110.0 Assignments and Transfers
110.10 Assignment of Personnel

The Chief of Police makes all assignments and reassignments of personnel to the various Bureaus within the
Department. Commanders and supervisors make assignments and reassignments within their scope and span of
control. Participation in any contract for law enforcement services shall not penalize participating employees or
threaten their employment rights, promotional opportunities, training opportunities or fringe benefits.

Revised 10/04
110.20 Transfers

All officers will serve three years after their initial probationary period in one of the four Patrol Divisions before
being eligible for transfer to another Bureau. Any exceptions to this time requirement must have specific written
authorization of the Chief of Police.

Personnel may request a transfer at any time by initiating a memorandum. Whether that request is to another work
section within their present Bureau, or to another Bureau, it must be made in writing, through the chain of command,
to the officer’s present Bureau Chief. Any Division Commander may approve and affect a transfer within their
scope and span of control. Supervisors will not prevent or deter the transmittal of the request to the Bureau
Commander.

The purpose of this procedure is to identify and select qualified candidates for positions within the Department.
Whenever vacancies occur in the ranks of Sergeant and below in any position, the following procedure shall be used
to fill said vacancies:

1. If the vacant position is one in which the officer carries a Detective, Investigator or Inspector title, the
vacancy and consideration for the position shall first be given to officers in the Department who already
hold one of those titles.
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2. If the vacant position is not included in No. 1 above, then the vacancy is open to all eligible officers in the
Department.

3. All positions will be posted for a period of ten (10) working days prior to the selection process to enable all
interested personnel to submit requests for transfer.

Any special qualifications for the position will be noted on the vacancy notice.

Revised 2/98; Revised 10/04; Revised 06/08
110.30 Temporary Assignments

Sergeants and below may be temporarily assigned to a Bureau even though they may not otherwise be eligible for
assignment. The length of the temporary assignment will be evaluated every 90 days. Exceptions must have the
specific written authorization of the Chief of Police.

Adopted 3/93; Revised 10/04
110.40 Involuntary Transfers

Transfers may be made in the employee’s interest, for disciplinary reasons, to meet a special need of the
Department, or to best meet the interests of effective utilization of manpower.

111.0 Performance Evaluation and Counseling

All police employees will be formally evaluated by their supervisor on an annual basis. An employee’s pay
anniversary is either their date of hire or the date of their last promotion. Supervisors shall obtain their employees’
pay anniversary dates from the Police Personnel Office. The evaluation will cover an employee’s performance for
the year prior to the employee’s pay anniversary date.

If an employee’s performance is unsatisfactory in any category during the rating period, the supervisor must advise
the employee in writing 90 days prior to their pay anniversary date. Supervisors must substantiate the rating of any
category found to be unsatisfactory and define actions the employee should take in order to improve his or her
ratings. If the unsatisfactory performance continues, the information should be included in the evaluation report at
the end of the 90-day period.

Supervisors shall complete an evaluation report, for the employees they are directly responsible for, at least thirty
(30) days prior to the date of the employees’ pay anniversary dates. Rating supervisors will discuss the results of the
evaluation with each employee, communicate their expectations for the employee, establish goals for the next rating
period, and counsel the employee on advancement, specialization, or training opportunities.

Each employee will review their evaluation report with their rating supervisor and sign the report. An employee
may make written comments on the report. The rating supervisor will sign the evaluation report and then forward it
to their immediate supervisor. The rater’s supervisor shall review and sign the report indicating completeness. The
rater’s supervisor will then forward the report to either their division commander or bureau chief.

The completed original evaluation report will be submitted to the Police Personnel Office to be placed in the
employee’s permanent personnel file. The report shall be maintained in this file in accordance with the City
Records Retention Manual. The employee shall receive a copy of their completed evaluation report.

Appeals to the evaluation will be processed according to appropriate bargaining unit contracts.

Revised 1/95; Revised 10/04; Revised 1/06; Revised 10/15

111.10 Newly Hired Employee Evaluation
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Newly hired sworn employees will be evaluated by guidelines set forth by the Police Training Academy and the
Field Training Officer Program.

Upon completion of the FTO Program, recruits in a probationary status will be evaluated on a monthly basis by their
immediate supervisor. The immediate supervisor will forward this completed monthly report to his or her Shift
Captain and then Major. After the Shift Captain and Major have reviewed the report, they will update their portion
of the report and sign it. The completed reports will be maintained by the rating supervisor until the Probationary
Review Board.

Newly hired non-sworn employees will be evaluated a minimum of every 90 days until the end of their probationary
period.

Adopted 9/06; Revised 10/15
112.0  Job Descriptions

The Job Descriptions for each classification with the Department are available for inspection in the Personnel Office
during normal business hours.

114.0 Official Correspondence
114.10 Purpose

The purpose of this procedure is to establish the only acceptable formats to be used by Department personnel when
writing official correspondence. This procedure is applicable to official correspondence written by any member of
the Department.

114.20 Authorization for Signature

Any member of the Department may write official correspondence; however, letters and external memoranda may
only be signed by Majors or higher-ranking officers. The identification line will show the initials of the writer of the
letter and the person who typed the letter. If the writer also signs the letter, only the typist’s initials are required.

115.0 Travel Orders

Job related travel outside of the city limits of Oklahoma City but inside the State requires the issuance of
departmental travel orders signed by a Deputy Chief of Police. The travel orders will indicate the employee(s)
authorization to travel, date(s) of travel, equipment used or method of transportation and the reason for travel outside
of the City of Oklahoma City. Exceptions to this will be when the travel is through other jurisdictions, which are
“surrounded” by Oklahoma City, and travel to county seats of Oklahoma, Canadian, Cleveland, and Pottawatomie
counties.

The only exception to the above requirements is for afterhours travel for placement of a Mental Health Consumer to
a facility outside the City of Oklahoma City, but inside the State of Oklahoma. In those instances, travel orders may
be approved by the on-duty Watch Commander. Refer to Procedure 215.

Travel outside of the State in a City-owned vehicle or by other means of transportation also requires the issuance of
travel orders. These travel orders shall be signed by the Chief of Palice or his designee.

Travel orders associated with a Travel/Training packet shall stay with the packet. All other travel orders shall be
stored in a division travel order file for a minimum of three years.

Revised 4th Edit., 2000; Revised 7/13; Revised 5/15

115.10 Carrying Firearms on Airlines
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Officers of the Oklahoma City Police Department can legally carry firearms on their person under the following
conditions:

Cowy

om

When authorized by the Chief of Police to have a firearm in connection with assigned duties.

Must have completed the federally required training program.

The officer must have CIU transmit a request for a Unique Alphanumeric Identifier.

Upon check-in, the officer must identify him/herself and present a letter on an official Oklahoma City
Police Department letterhead, signed by the Chief of Police or designee, indicating the officer is on official
business. Further, the letter must indicate the officer is specifically authorized to carry a firearm while on
official business. This letter and any other documentation issued by the airline must be in possession of the
Officer for the duration of his/her trip. The Officer will complete the armed traveler paperwork provided
by the airline and proceed to the Armed LEO Screening Checkpoint.

The Officer will present the Unique Alphanumeric Identifier, badge, commission card, C.L.E.E.T. card,
boarding pass, and required airline paperwork to the Armed LEO Screening Checkpoint Officer.

The Officer will complete the LEO Logbook and proceed to the boarding gate.

At the boarding gate the Officer will provide the airlines armed traveler paperwork and inform the gate
agent of his/her presence and status.

The Officer will then meet with the Pilot in Command, Federal Air Marshals, Federal Flight Deck Officers,
and/or other Law Enforcement Officers onboard the flight as directed.

Federal Regulations specifically prohibit an Armed Law Enforcement Officer from consuming alcoholic
beverages while on board a commercial aircraft.

Officers are responsible for checking with each individual airline on which they plan to travel to ensure
there are no additional policies and procedures required by those airlines.

Revised 10/90; Revised 06/09

116.0

Daily Roster

116.10 Purpose

In order to accurately identify on duty personnel and their assignment for a tour of duty, a Daily Roster will be

utilized.

116.20 Responsibility

The Daily Roster will be completed by an on-duty supervisor and will be distributed in accordance with directives of
the respective Bureau Commander.

117.0

Scheduling Procedure

117.02 Purpose

The scheduling of personnel will be done at management’s discretion, and a master schedule will be kept where it
will be accessible to all employees. The schedule will allow the supervisor and employee the convenience of
knowing day off well in advance in order to plan training programs as well as leave time.

117.04 Reporting for Duty

Unless otherwise directed, employees shall report for duty at the time and place specified, properly attired and
equipped.

117.06 Reassignment

If an employee is reassigned to another work section, the name will be moved into the schedule as set out for that
new work section, in accordance with the 28-day work cycle required under Fair Labor Standards Act guidelines.
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117.10 Tardiness

Because emergency services must be provided twenty four hours a day, seven days a week, and because tardiness by
an employee may result in the Department incurring expenses in overtime costs to staff the employee’s position until
the employee arrives, and because other employees are inconvenienced by an employee who does not report to work
on time, the following rules shall apply.

117.12 Tardiness Defined

Tardiness is any unauthorized and unexcused failure to report for duty at the scheduled time.

117.14 Disciplinary Actions

First occurrence: Counseling

Second occurrence: Class | reprimand

Third occurrence: Class Il reprimand

Fourth occurrence: Class Il reprimand and three days suspension

Fifth occurrence: Class 111 reprimand and five days suspension

Sixth occurrence: Termination

117.16 Time Framework for Discipline

When administering disciplinary action for tardiness, only those actions occurring within the previous twelve
months will be considered.

117.30 Overtime Work

All claims for payment of overtime work and court time shall be submitted on an employee time record form to the
appropriate Division Commander for approval as soon as possible after the court time or overtime is worked. Except
under emergency or other unusual situations unique to police work, all overtime must have the prior authorization of
the employee’s supervisor.

117.50 Meals and Coffee Breaks
117.51 FLSA Work Period

The “Fair Labor Standards Act” (FLSA) requires that a work period be established for each municipal employee.
Generally, the FLSA work period for non-sworn personnel is a fixed period of 7 consecutive days. The FLSA work
period for sworn personnel is a fixed period of 14 consecutive days.

Revised 12/99
117.52 Meals and Breaks for Non-Sworn Employees

A non-sworn employee may select to have or not to have a meal period. A meal period is considered to be at least
30 minutes long. The employee is relieved from duty and is free to leave the premises during their meal period.

The meal period is not considered work time and the employee will not be compensated for this period of time.

Each employee may be granted two (2) 15-minute rest periods. Rest periods shall be considered a privilege and not a
right.

Revised 12/99
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117.53 Meals and Breaks for Sworn Employees

A sworn employee may be allowed a meal period and two (2) 15-minute rest periods during a tour of duty.
However, meal periods may be afforded ONLY if the workload and circumstances permit.

Officers shall adhere to the following provisions:

A. No officer shall take a meal or rest period during the first or last hour of duty.

B. An officer allowed to be on a meal or rest period shall be subject to call-out.

C. Meal and rest periods should be taken in the officer’s assigned Division. However, if other special
circumstances exist, the meal period may be taken outside the Division with a supervisor’s approval.

D. Patrol units desiring a meal or rest period must have received prior authorization through the dispatcher or
supervisor.

E. No more than two (2) units shall be allowed for a meal or rest period at the same location unless
specifically authorized by a supervisor.

The supervisor will have the discretion in determining how many units will be allowed to take a meal or rest period.
Revised 12/99
118.0  Personnel Files

Each supervisor will maintain a documentation file for each employee under the supervisor’s command. This file
should include articles to be used for evaluating the employee’s performance on an annual basis. At the time of the
annual performance rating, the supervisor should use this file to document the factor rating and should attach copies
of those documents as evidence to support the rating. Once the performance evaluation has been completed, the
documentation file should be purged of documentation used to support the performance evaluation. After the purge,
the supervisor should initiate a new file to document the employee’s performance for the next rating period.

The division and OCPD Personnel files should contain articles such as letters of commendation, letters of
appreciation, training certificates, training assignments, and letters of reprimand. All files must be maintained in a
locked-file cabinet or other secure area.

120.0 Clothing and Appearance Standards

120.10 Uniform Regulations

Uniform regulations are necessary to ensure consistency and to achieve a professional image of personnel of this
Department. The uniform shall fit properly, and shall be clean and neatly pressed at all times.

All officers must carry in their possession a current state driver’s license, CLEET card and the officer’s commission
card while on duty.

While on duty, all officers must carry an authorized firearm, with which they have qualified, except those officers
specifically excluded by the Chief of Police. All officers, excluding sworn personnel who are identified by wearing
an approved departmental uniform, shall carry their firearm(s) concealed from the casual citizen observer and in
such a manner as to be secure from accidental loss.

The weapon may be exposed only inside a police facility when accompanied by and placed next to a displayed
departmental badge.

All uniformed officers who have been issued soft body armor, will be required to wear it at all times while
performing field enforcement duties except those officers specifically excluded by the Chief of Police.

Employees performing extra-duty employment shall comply with Policy 270.20 and Rule 250.0

Procedures 100 — 199 Page 66



2\ The City of

/) OKLAHOMA CITY Police Operations Manual

Revised 9/01
120.20 Wearing of the Uniform

Unless otherwise directed or authorized by assignment, all sworn personnel shall wear the official Department
uniform while on duty.

No unauthorized changes, additions, or deletions will be made to the uniform, nor will a partial uniform be worn.
Unit pins will not be permitted as part of the uniform, unless submitted to the Uniform Committee and approved by
the Chief of Police.

All officers, when directed by a supervisor to dress in Class A or Class B uniform, shall comply regardless of
assignment.

Revised 12/93; Revised 9/06
120.21 Wearing of Jewelry

All employees of the Department will comply with the following procedures regarding the wearing of jewelry,
unless specifically approved by the Chief of Police or designee.

Necklace: Male and female employees wearing a Department uniform on-duty, or while working off-duty, may wear
necklaces only if completely concealed from view.

Female employees working in civilian attire may wear one (1) necklace.

The construction of any necklace worn should be such that it does not pose a possible choking hazard.

Watch: One wristwatch may be worn.

Rings:

A maximum of two rings may be worn while on-duty. The size and shape of the ring shall not hinder or obstruct an
employee’s performance of any duty or the use of required equipment. The ring shall not extend beyond the area
between the knuckle and next finger joint. A wedding ring and engagement ring worn on the same finger is
considered one ring. Officers shall not wear a ring on the index (trigger) finger of either hand.

Earrings:

Male employees are not authorized to wear any style of earring or stud while on-duty in uniform or civilian attire.

Female employees in uniform or civilian attire are authorized to wear one pair of simple stud type earrings in the
lower part of the earlobe.

Dental Ornamentation:

The use of gold, platinum or other veneers or caps for purposes of ornamentation is prohibited. Teeth, whether
natural, capped or veneer will not be ornamented with designs, jewels, initials, etc.

Piercing Ornamentation:
All employees are prohibited from attaching, affixing or displaying objects, ornamentation or jewelry, other than
covered in procedure 120.21, through any part of the head, ears, face, nose, tongue, or any visible part of the body

while on duty, working off duty, or when representing the Department in uniform or civilian attire.

Adopted 6/96; Revised 9/06
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120.25 Tattoos — Branding — Intentional Body Mutilation — Intentional Scarring

Existing visible tattoos, branding, intentional body mutilation, and / or intentional scarring acquired and documented
prior to April 10, 2007, which are displayed on employees will be authorized unless they violate the following:

Tattoos / body art / brands that are obscene, sexually explicit or promote sex, gender, racial, religious, ethnic or
national origin discrimination are prohibited. In addition, tattoos / body art / brands that advocate or symbolize gang
affiliation, supremacist or extremist groups, or drug use are prohibited and will be removed or covered by one of the
approved methods.

Any tattoo, branding, intentional body mutilation, and / or intentional scarring acquired after April 10, 2007, shall
not be visible while on-duty, working extra duty or when representing the police department in any manner, while in
uniform or in civilian attire.

Officers shall not embellish, modify or add to any existing visible tattoos, branding, intentional body mutilation, and
/ or intentional scarring. If that occurs, the authorization would be removed and the employee must cover or conceal
the tattoo, branding, intentional body mutilation, and / or intentional scarring by one of the approved methods.
(Officers may restore existing tattoos to their original colors and shape, but additional art or letters will cause the
tattoo to be considered a new tattoo, obtained after April 10, 2007, and would be required to be covered.)

Tattoos, branding, intentional body mutilation, and / or intentional scarring to the head, face, neck, scalp or hands
are strictly prohibited.

Intentional body mutilation or intentional scarring is strictly prohibited. Some examples include, but are not limited
to the following:

A. A split or forked tongue;
B. Foreign objects inserted under the skin to create a design, effect or pattern;
C. Enlarged or stretched out holes in the earlobes (other than normal piercing holes); and

Employees that obtain tattoos, body art, and / or brands that are in violation will be required to remove or cover
them at their own expense. The following methods are approved for coverage of any tattoos, branding, intentional
body mutilation, and / or intentional scarring acquired after April 10, 2007, or otherwise required to be concealed:

A. Ifin uniform, the employee will wear an authorized long sleeved shirt in compliance with approved
uniform standards; or

B. If in civilian clothing, the employee will wear suitable long sleeved attire; or

C. Ifthe tattoo is on the leg(s), the employee will wear authorized full-length, uniform or civilian attire pants
as applicable, in compliance with approved uniform standards; or

D. Cover the surface of the tattoo with a skin-tone bandage/patch not to exceed 4” X 6”(No more than one
bandage/patch may be worn on an individual arm or leg.); or

E. Makeup products designed to cover tattoos may be worn as an option for employees. The makeup must
blend with the employee’s skin tone and completely conceal the tattoo; or

F. Have the tattoo or brand removed at the employee’s expense.

When deemed operationally necessary, an officer in a special assignment may be granted a waiver to display an
existing tattoo, brand or intentional scarring by the Chief of Police or designee.

Adopted 9/06; Revised 06/09
120.30 Partial Uniform Prohibited

No portion of the uniform or uniform item will be worn with non-uniform apparel. The exception to this allows the
wearing of the uniform weapon while out of uniform, in accordance with other policies and procedures governing
off-duty and non-uniform apparel.
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120.40 Standards for Male Employees

Male non-uniformed employees will wear a dress shirt with dress slacks and a sport coat, or a dress shirt and a
business suit. Neckties are required. Dress shoes (with socks), western style boots, or ankle-high boots with zippers
are acceptable footwear.

Revised 6/96
120.45 Standards for Female Employees

Female non-uniformed employees will wear dress slacks or skirt with blouse or sweater, a pantsuit, a dress or
similar attire. Dresses or skirts will be no shorter than four inches above the top of the knee. Clothing, including
footwear and hosiery shall be comparable to that worn by professional persons in the community.

120.50 Special Duty Requirements

Personnel assigned to special duties may be authorized to dress, wear non-regulation hairstyles and grow facial hair
according to the needs of the assignment and at the direction of the affected Bureau Chief.

In the interest of protecting the identity and safety of an officer on plain-clothes assignment, an officer in uniform
shall not recognize a plain-clothes officer until or unless recognized first by the officer in plain clothes.

At any time when an investigator is in contact with the public, not wearing a coat and has an exposed weapon, the
badge will be displayed in an obvious, prominent place on the belt near the weapon.

Revised 9/06
120.55 Standard Dress for Training Classes

All officers, regardless of rank or assignment, will be required to wear the complete police uniform OR conform to
the non-uniformed dress standards for males and females as indicated in Sections 120.40 and 120.45 while
participating in or teaching any type of training class at the Oklahoma City Police Training Academy. If this dress
code is not appropriate for certain classes, the Director of Training will advise all participants by memorandum as to
the proper dress for that specific class.

Adopted 9/92
120.60 Hair Standards — Male Employees

Hair will be groomed so that it will not present an appearance of being unkempt or ragged. Hair accessories may not
be worn. Hair will not be worn in styles that appear unusual, extreme, exotic or unconventional, i.e. ponytails,
Mohawks, monogrammed hair, etc.

Male uniform employees will wear their hair so it does not cover any part of the ear, protruding no more than one-
fourth inch (1/4™) horizontally beyond the outermost part of the ear, extending no more than the top of the shirt
collar, no more than one and one-fourth inches above the top of the skull (1 1/4") and not extending lower than one
inch (1") above the eyebrows. Sideburns will not extend lower than the bottom of the ear lobe and will be no more
than one and one-half inches (1 1/2") wide.

Mustaches will be neatly trimmed and will not extend vertically below the corner of the mouth, nor horizontally
more than one-fourth inch (1/4™) beyond the corner of the mouth, and will not extend below the upper lip line.
Beards, goatees, or other facial hair below the upper lip are not permitted.

Male non-uniformed employees will wear their hair so that it does not extend more than one-half inch (1/2") below
the top of the shirt collar in the back, and no more than one-half inch (1/2") below the top of the ear on the sides, and
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no more than one and one-half inches (1 1/2") in bulk away from the scalp, regardless of length. Mustaches will be
allowed as for uniformed male personnel. When wearing the uniform, hair must meet the requirements for
uniformed personnel.

Revised 12/93
120.65 Hair Standards — Female Employees

Female uniformed personnel will wear their hair so that the bulk of length of the hair will not interfere with the
wearing of authorized headgear. Hair will be groomed so that it will not present an extreme, ragged or unkempt
appearance. Hair will be worn so that it does not extend below the bottom edge of the collar in back, nor be cut so
short as to appear unfeminine. Wigs may be worn as long as the hairpiece is of a natural hair color and the style and
length conform to appearance standards. Hair holding devices (barrettes, pins, clips, etc.) must be of natural hair
color or transparent and will be inconspicuously placed.

Female non-uniformed personnel will wear their hair in such a manner and style as to be comparable to females in
the business or professional community, but will not be so short as to appear unfeminine. Hair will be groomed so
that it will not present an extreme, ragged or unkempt appearance. When wearing the uniform, hair must meet the
requirements for uniformed personnel.

120.70 Uniform and Clothing Inspections

Shift/Unit Commanders will periodically inspect each officer’s uniform, equipment, and personal appearance.
These inspections will be completed, signed by the inspecting supervisor and forwarded to the respective Division
Administrative Office. If any category is deficient, a re-inspection must be done as soon as possible. For uniformed
employees, these will be formal, military-type inspections. Non-uniformed employees may be inspected formally or
informally. In addition, all supervisory officers will be alert to violations of these regulations by any subordinate,
regardless of whether the supervisor is in the subordinate’s chain of command.

Supervisors will point out to subordinates any aspect of their appearance, which does not comply with these
standards and will direct the subordinate to comply.

Revised 12/93; Revised 9/06

121.0  Uniform/Equipment Replacement

121.10 Uniform Replacement Form

In the event an employee’s uniform is damaged; he/she must complete a Uniform Replacement Report Form and
submit it through the chain of command. If the item lost or damaged is the badge, gun, or baton, a miscellaneous
report must also be made.

Revised 8/99

121.11 Supervisor’s Responsibility

When the report(s) is complete, the employee will submit it to his/her immediate supervisor, who will determine the
validity of the request to the best of his/her knowledge. If the report is incorrect, the supervisor will attach a report of

the true facts, check the appropriate box, and sign it. If it is correct, the appropriate box will be checked and signed.

Once the above step is complete, the supervisor will forward the form and report(s) through the chain of command
to the Division Commander.

Revised 8/99

121.12 Approval for Replacement

Procedures 100 — 199 Page 70



2\ The City of

/) OKLAHOMA CITY Police Operations Manual

Once the report(s) is complete, the Division Commander determines whether or not the replacement is justified;
checks the appropriate box on the form and signs it. If the replacement is denied, the employee will be notified. If
approved, the form, report(s) and damaged items shall be forwarded to the Logistical Support Division Commander.

Revised 8/99
121.13 Lost Items/ Negligence

Uniforms, uniform items and equipment, which are lost by an employee, will be replaced at the employee’s expense.
This shall not include those items that may be stolen from the employee; such items may be approved for
replacement. In all cases, the employee shall make a Crime Incident Report, a copy of which will be attached to the
Uniform Replacement Report Form.

Any item which is damaged due to the employee’s negligence will be replaced by the employee at the employee’s
own expense.

Revised 8/99
121.14 Appeal

If the Division Commander disapproves a claim, the affected employee may make an appeal in writing to the Bureau
Chief.

Revised 8/99
122.0 Repair/Replacement of Personal Items Damaged in the Performance of Duty
122.10 Purpose

The purpose of this procedure is to establish general guidelines for the repair and replacement of personally owned,
non-issue items of equipment or clothing, which may become damaged, lost or destroyed as the result of an officer’s
performance of duty.

The intent of this procedure is to provide assistance to officers whose property may become damaged, lost or
destroyed as a result of the performance of duty or training specifically because he is a police officer as opposed to
any other position in the City. It is not to replace or repair items simply because they were damaged while the officer
was on duty.

Revised 8/99
122.20 Scope

This procedure is for personal property necessary or routinely required in the normal function of employment, i.e.,
eye glasses required to correct vision or protect the eyes, watches, gloves, and special items of equipment or clothing
which may be required for training or special assignment.

The wearing or carrying of jewelry is discouraged. If such items are carried or worn and become damaged, they will
not be repaired or replaced by the Department. Watches are necessary and, therefore, an exception. However, the
wearing or carrying of expensive watches or watchbands is discouraged. Therefore, limits have been set on repair
and replacement of watches.

The Department will either repair or replace, at the discretion of the Chief of Police, personal items, which become
damaged or stolen as the result of a specific performance of duty.

Damage to personal items resulting from normal wear, accidental dropping, inattention, mishandling, carelessness or
clumsiness will not be repaired or replaced by the Department.

Procedures 100 — 199 Page 71



8| The City of

/) OKLAHOMA CITY Police Operations Manual

No personal items damaged while working off-duty jobs will be repaired or replaced by the Department. Damage to
issued items resulting from off-duty employment will be the responsibility of the off-duty officer.

Damage to personal items resulting from an official act performed while off duty may be obligatory, i.e., on-sight
felony arrest, etc., and, therefore, may be subject to the provisions of this procedure. However, the Chief of Police
will evaluate the specific circumstances of such incidents and determine the applicability on an individual case basis.

Revised 8/99
122.30 Criteria for Applicability of Procedure

The test as to whether the expense of the repair or replacement of any damaged personal items will be borne by the
Department will generally be:

A. The damage must have resulted from the performance of a specific act required by duty.

B. The circumstances and specifics must be documented on appropriate Department forms.

C. The circumstances of the incident from which the damage occurred must be unique to the duties and
responsibilities of a police officer, i.e., pursuit of suspect, physical confrontation, specialized training.

D. The item damaged must have been required and/or previously authorized for use.

Revised 8/99
122.40 Schedule of Maximum Repair or Replacement Costs

Total costs for repair or replacement of damaged watches will be in accordance with appropriate bargaining agent
contract.

Items damaged will be repaired or replaced with like items as per this procedure.

122.50 Request Procedure

The request procedure must follow the procedure as set forth in Section 121.0.

123.0 Care of Equipment and Supplies

All police employees are responsible for the security, maintenance and care of all department-owned equipment and
supplies assigned to them. Department equipment and supplies shall be used for official purposes only. Police

employees shall exercise due care when handling or using department equipment and supplies.

Stored department equipment and supplies shall be maintained by the person or unit responsible for assigning or
distributing it. Department equipment and supplies shall be maintained in a state of operational readiness.

Revised 10/15
123.05 Equipment Additions / Alterations

All additions and/or alterations of internal and external equipment to vehicles must first be approved by the Fleet
Management Supervisor. This requirement is to insure proper installation, minimum defacing, and the prevention of
electrical malfunctions. The Fleet Management Supervisor will record the date and equipment authorized on the
reverse side of the Agreement form, which is maintained in Fleet Management office.

Adopted 1/95
123.10 Cost of Damaged / Lost Equipment

Damage, destruction, or loss of department-owned equipment or supplies that results from malicious handling or
gross negligence may result in the assessment of cost of replacement or repair to the employee.
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Revised 10/15
124.0  Vehicle Inspections

Vehicle inspections will be conducted by a unit supervisor not less than twice a month. The departmental vehicle
inspection form will be completed, signed by the inspecting supervisor and forwarded to the respective Division
Administrative Office. If any category is deficient, a re-inspection must be done as soon as possible. If a vehicle is
not available for inspection due to a mechanical condition, the vehicle will be inspected as soon as it becomes
available.

Adopted 6/96; Revised 9/06
125.0 Firearms Regulations
125.01 Issue of Duty Weapons

Each officer of the department may be issued a city owned duty weapon(s). The weapon(s) must be approved by
policy for either regular uniform duty or plain-clothes assignment.

Any officer who desires to exchange a currently assigned duty weapon for another may do so with proper
justification. The requesting officer must submit a memorandum to the affected Bureau Commander outlining the
justifications for exchanging weapons. Upon approval by the Bureau Commander, the request will be forwarded to
the Range Master. The Range Master will then exchange the weapon based upon availability and other
considerations. Any officer receiving an exchanged weapon will comply with all the policies and procedures
governing the inspection and approval of that weapon by the Range Master and the qualification with that weapon at
the Pistol Range prior to carrying that weapon on or off-duty.

The Range Master will maintain a complete inventory listing of all Department owned firearms.

Revised 3/97; Revised 10/04
125.02 Rules Governing Issue of Weapons

A. Weapons obtained for the purpose of original issue to recruits will be issued only to recruits.

B. Only one duty sidearm suitable for uniform wear may be issued to any officer. A back-up sidearm may be
issued, with justification and approval through the chain-of-command, by memorandum, to the Bureau
Commander. The Bureau Commander and the Range Master will make final approval. All weapons will
be issued as availability permits.

C. Any weapon issued must be inspected for safety, and approved by the Range Master. Also, the officer
must fire a qualifying score at the Range with that weapon prior to authorization to carry it.

D. The issuance of all city-owned weapons will be processed by the Range Master or a designee.

Revised 3/97; Revised 10/04
125.03 Procedure for Weapon Transfer

As evidence disposition forms are received, authorizing the destruction or transfer of appropriate weapons, the
Property Management Supervisor and Range Master will select specific weapons for transfer to Department
inventory. The Range Master will inspect them and determine if they are safe (or can be made safe) for issuance as
duty weapons. Only after a weapon has been certified “Safe for Issue” as a duty weapon will it be transferred to
Department Inventory.

Revised 3/97

125.10 Uniform/ Non-Uniform Personnel
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Primary service firearms, back- up firearms, and off-duty firearms for commissioned personnel shall be only those
authorized by the Range Master and Chief of Police. The Range Master will maintain a complete list of authorized
firearms by make and model that officers may carry.

Only officers, who have successfully completed the departmental training school for semi-automatic firearms,
showing proficiency and firing a qualifying score, may carry an authorized semi-automatic firearm.

Any officer requesting to carry a firearm other than those approved must first submit the firearm to the OCPD Range
Master for inspection and testing. If the Range Master approves the firearm, the Range Master shall forward a
recommendation of the proposed firearm to the Chief of Police. The final approval must be provided by the Chief of
Police.

Revised 3/97; Revised 10/04
125.11 Primary Firearms and Off-Duty / Back-Up Only Firearms

The Firearms Training Unit will maintain two lists of approved firearms. The lists are Authorized Primary Firearms
and Authorized Off-Duty/Back-Up Only Firearms. All officers are required to qualify with an authorized primary
firearm during each firearms in-service qualification.

Handguns listed on the Authorized Primary Firearms List may be carried in a primary, off-duty or back-up capacity.
All officers qualifying with a handgun on the Authorized Primary Firearms list, must fire a qualifying score on the
CLEET Handgun Qualification Course regardless of how the firearm is carried.

All officers qualifying with a handgun designated as an Authorized Off-Duty/Back-Up Only Firearm, must fire a
qualifying score on the OCPD Off-Duty/Back-Up Qualification Course. All ammunition for practice, qualification
or carry, unless stocked by the Firearms Training Unit, will be supplied by the officer. This ammunition must be
approved by the Range Master before it is carried on or off duty. Handguns designated as Off-Duty/Back-Up Only
Firearms are not authorized for use as on-duty primary carry without prior written approval from the Chief of Police,
or designee. This approval will be for very limited circumstances and will not be used to satisfy the on-going
requirement to carry a primary firearm.

A. Back-up/off-duty firearms shall be carried in such a manner as to be secure from accidental loss or
discharge. They will be CARRIED in compliance with Procedure 125.12. All personnel are prohibited
from using shoulder holsters while in uniform, both on and off-duty, with the exception of personnel
assigned to the Helicopter Unit.

Revised 3/97; Revised 10/04; Revised 06/11

125.12 Methods of Carry

Primary sidearms will be carried and exposed to the public by sworn personnel who are identified by wearing an
approved departmental uniform. When not wearing a uniform, the sidearm shall be concealed from the casual

citizen and carried in such a manner as to be secure from accidental loss.

The weapon may be exposed only inside a police facility when accompanied by and placed next to the displayed
departmental badge.

Revised 3/97
125.13 Inspections and Repairs

All firearms carried as duty weapons by uniformed or non-uniformed personnel must be registered by serial number
with, and inspected at least once each year for safety and operation, by the OCPD Range Master or a designee.
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The OCPD Range Master or a designee is the only individual that may make repairs or modifications on City-owned
firearms. Necessary repairs on City-owned firearms will be made at the time of inspection. The cost of parts
incurred in repairs made necessary because of abuse and/or neglect by the officer will be billed to that officer.

The OCPD Range Master will inspect repairs to firearms that are personal property of officers and carried on duty.
Officers are encouraged to have all repairs performed by the Range Master, and the officer will be charged the cost
of replacement parts only; no such cost will be incurred if the firearm was damaged in the line of duty. If an officer
chooses to have repairs performed by anyone other than the Range Master or a designee, that firearm MUST be
inspected by the Range Master prior to its being carried on duty. No modifications may be made to personally
owned firearms, which in the opinion of the OCPD Range Master would render that firearm unsafe.

All weapons found to be “unsafe” will be immediately removed from duty use. In the event the weapon is
unserviceable, the Range Master or designee will notify the officer’s supervisor and the weapon disposition will be
handled as follows:

A. City owned weapon: The officer will be temporarily issued a firearm until the officer can obtain
authorization as per procedure 125.01, Issue of Duty Weapons.
B. Personally owned weapon: The weapon is no longer authorized to be carried.

Revised 3/97; Revised 10/04
125.14 Ammunition

The OCPD Range Master and the Chief of Police must approve ammunition for duty use. The Range will maintain
a list of all approved ammunition.

Shotgun ammunition shall be 00 buck, 000 buck or slugs. Slugs may be carried, but are not to be the first shell
chambered. No reloads are permitted.

Revised 3/97; Revised 10/04
125.15 Auxiliary / Shotguns
Only those firearms authorized by the Range Master and Chief of Police may be carried in an OCPD police vehicle.

Officers may carry personally owned shotguns in compliance with Departmental Standards. Any officer who is
issued a departmental shotgun or who carries a personally owned shotgun must qualify and be certified as mandated
by the Director of Training. The Range Master will certify each officer as having been qualified with the shotgun
through an official Department shotgun qualification course.

Special weapons are authorized for use by OCPD Tact Team members, and shall be carried as authorized by the
Tact Team’s Commander.

Revised 3/97
125.16 Short Barrel Rifle / Shotgun

A Short Barrel Rifle authorized for duty carry is categorized as any rifle having a barrel length of less than 16”, but
not less than 10 %”.

A Short Barrel Shotgun authorized for duty carry is categorized as any shotgun having a barrel length of less than
18”, but not less than 14”.

Any officer desiring to carry a firearm categorized as a short barrel rifle or short barrel shotgun will submit a request
for approval to the Chief of Police. After approval the officer will have the weapon inspected by the range master or
designee. The rifle or shotgun must be on the current list of approved weapons. The officer will be required to
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show the tax stamp or a copy of the tax stamp to the range master or designee prior to each qualification. The range
master or designee will maintain a copy of the federal tax stamp for each short barrel rifle or shotgun.

Adopted 04/11
125.30 Shotgun Malfunctions

All officers are responsible for ensuring the shotgun assigned to them is in proper working order, there is no round
in the chamber and the safety is on before the start of their tour of duty.

All malfunctions, defects or damage to the Departmentally issued shotgun shall be reported to the shift supervisor
who will make proper arrangements for the shotgun to be taken to the Range Master for repair.

Revised 10/04
125.31 Shotgun Safety

At no time will a round be chambered in the shotgun except when necessary for use in response to a dangerous
situation.

After the dangerous situation has passed, do not forget that a live cartridge is still in the chamber. Ensure that the
safety is on, and remove the cartridge from the chamber. Do not replace the shotgun in the vehicle with a cartridge
in the chamber.

No officer shall attempt to search any person while holding the police shotgun.

In all instances except in actual or potential combat situations, shotguns will be carried in a port arms position (the
barrel pointing upwards).

125.32 Use of the Shotgun

The tactical use of the shotgun is at the discretion of the officer. Generally, only those incidents wherein a high
probability of armed confrontation exists would justify the use of the shotgun. Officers must utilize good judgment
in weighing the need for the shotgun against the possible problems that might be encountered if the situation
resulted in a foot pursuit, a physical confrontation where the use of lethal force would not be justified, assuming
control of prisoners, etc. The shotgun shall not be surrendered or abandoned to engage in a foot pursuit.

Revised 10/04
125.35 Patrol Rifle Program

The purpose of the Patrol Rifle Program is to provide the department with enhanced firearm capabilities to better
protect and serve the people of the City of Oklahoma City. The issuance of department purchased rifles, as part of
the Patrol Rifle Program is limited to selected officers of the Operations Bureau patrol divisions and the Gang
Enforcement Unit.

A. Selection Process

Sergeants / officers meeting the below listed criteria may apply, through their chain of command, to their division
commander for consideration to participate in the Patrol Rifle Program:

Assigned to an Operations Bureau division; or to the Gang Enforcement Unit;
Not on disciplinary or new-hire probation;

Include a letter of recommendation from immediate supervisor;

Ability to fully participate in all aspects of the training curriculum.

PonNPE
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Division commanders will recommend, to the Range Master, their choice of officers eligible for the Patrol Rifle
Program considering, but not limited to the above listed criteria and the specific shift or sector assignments within
the division to maximize distribution and effectiveness of the program.

The Range Master will receive the recommendations from the division commanders and make selection based on
current weapon proficiency (qualifications on three (3) most recent courses — handgun), and demonstrated
proficiency on the rifle pre-qualification course.

Operations Bureau Chiefs will ensure appropriate distribution of the rifles throughout the Bureau.
B. Removal from Program
Officers may be removed from the program for reasons, which may include, but are not limited to the following:

Failure to qualify with either rifle or handgun during re-qualifications;

Inappropriate display, use, or storage of the weapon based on training received;

Any violation of the Patrol Rifle Program policies and procedures;

Improper maintenance of the weapon;

Unauthorized modification to the weapon;

Transfer or promotion from Operations Bureau or Gang Enforcement Unit.

Any disciplinary action may be taken into consideration to determine removal from program.
To maintain program design distribution of rifles across divisions, shifts, and working set
assignments.

N~ wWNE

Upon notification of removal from the Patrol Rifle program, the officer will immediately relinquish the
departmentally issued rifle to the Range Master or designee.

Removal from the Patrol Rifle program for disciplinary or qualification reasons shall be no less than six months in
duration. After six months, the officer may re-apply to participate in the program in accordance with the criteria
established under the “Selection Process”, and may be required to attend the Patrol Rifle Operators Course.

C. Training

Officers that are selected shall attend and successfully complete the Department approved Patrol Rifle Operators
Course.

D. Continued Requirements After Training
After successful completion of the Patrol Rifle Operators Course, officers must:
1. Maintain the weapon in good working condition as defined in “Subsection K.”
2. Qualify with the rifle as directed by the Director of Training;

3. Adhere to all Patrol Rifle program policies and procedures.

Upon successful completion of the Patrol Rifle Operators course, the officer’s supervisor will update the daily lineup
to reflect the officer’s status as a Patrol Rifle equipped officer.

E. Authorized Weapon
Only those firearms authorized by the Range Master and Chief of Police may be carried in an OCPD police vehicle.
F. Authorized Ammunition

Officers participating in the Patrol Rifle program will only carry and use Department issued ammunition as
determined by the Range Master.
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G. Electronic Sighting Devices / Modifications

Only approved optics are allowed. The Range Master will maintain a list of approved optics. Officers must first
complete the Patrol Rifle School using iron sights before being allowed to qualify with optics.

All modifications must be approved and completed by the Range Master and/or designee.
H. Transportation and Storage

All rifles shall be stored/transported in a department approved case in the trunk of the officer’s assigned vehicle
while the officer is on-duty or utilizing the vehicle while off-duty. Automatic trunk release devices must be
modified wherein; they can only be activated when the vehicle ignition is in the “on” position. The rifle shall be
secured with the bolt forward on an empty chamber, magazine inserted, dust cover closed, and the selector switch on
“Safe”. The rifle will be placed in ready condition when deployed for tactical field use or on the firing line. Ready
condition is with the magazine inserted, round chambered in the rifle, and selector switch on “Safe” until ready to
fire.

Police vehicles will be locked at all times when not in use. All patrol rifles will be removed from the vehicle when
parked out of service.

The rifle must be removed from the vehicle, unloaded, and properly secured when the officer is off-duty and not
utilizing their assigned vehicle. The magazine will be removed and the chamber checked to ensure no live rounds
are in the weapon. A locking device will be provided and must be utilized by the assigned officer when storing the
rifle.

I. Deployment

Generally, only those incidents wherein a high probability of armed confrontation exists would justify the
deployment of the rifle. Officers must evaluate the need for the rifle against the possible problems that might be
encountered if the situation resulted in a foot pursuit, a physical confrontation where the use of lethal force would
not be justified, assuming control of prisoners, etc. The rifle shall not be surrendered or abandoned. Situations in
which trained and qualified officers may deploy rifles include, but are not limited to:

Incidents where suspects are or may be wearing ballistic resistant body armor;

Perimeter / containment situation involving a hostage situation and / or barricaded subject;
Response to an active shooter;

High risk traffic stops when the officer has reason to believe the occupant(s) may be armed;
When an officer has reasonable expectation there is a potential for an armed subject encounter
requiring capabilities exceeding those of the officer’s primary duty firearm;

Provide cover for a police K-9 or another officer in the search for an armed subject;

7. At the direction of a supervisor.

arowpdPE
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J. Rifle Safety
At no time will a round be chambered in the rifle except when necessary for deployment.
Once deployment is no longer necessary, the rifle shall be secured with the bolt forward on an empty chamber,
magazine inserted, dust cover closed, and the selector switch on “Safe”. Do not replace the rifle in the vehicle with

a cartridge in the chamber.

No officer should attempt to search or handcuff any person while holding the rifle. If an officer chooses to search
or handcuff a person, strong justification will be required to justify his or her actions.

In all instances, except in actual or potential combat situations, rifles will be carried slung or in a port arms position
(the barrel pointing upwards).
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K. Maintenance / Malfunctions

Officers are responsible for the periodic inspection, cleaning and lubrication of their assigned rifles in accordance
with their training. Any damage, mechanical failure, or maintenance beyond routine cleaning and lubrication will
immediately be brought to the attention of the Range Master or designee.

Adopted 07/07; Revised 06/09
125.40 Firearms Qualification

Officers must demonstrate proficiency with their primary firearm, shotgun, and any secondary or auxiliary firearms
prior to being permitted to carry them. Proficiency will be demonstrated at such times as scheduled by the Director
of Training. Proficiency will be demonstrated by firing a qualifying score on such course of fire as may be
mandated by the Director of Training and the Chief of Police. If an employee cannot shoot a firearm because of
medical reasons, that employee will not be assigned police duties that require enforcement activities. The officer’s
extra work authorization will be suspended until such time as their medical condition improves and they qualify with
their firearm.

Permission not to attend a scheduled qualifying session will be obtained in writing from the officer’s Division
Commander and submitted to the Range Master. The permission will specify the reason for non-attendance and will
request a later qualification date.

Unauthorized failure to attend a scheduled qualifying session will result in a Class | Reprimand. Subsequent failures
to attend will result in progressive disciplinary actions being taken.

Revised 4th Edit., 2000; Revised 10/04; Revised 06/08
125.41 Failure to Qualify

If officers fail to fire a qualifying score with their firearm(s) on the first attempt, they will be given an immediate re-
fire on the same course.

An officer’s failure to qualify with their primary duty weapon on the second attempt will result in:

A. The officer will not be assigned police duties that require enforcement activities.

B. The officer’s extra work authorization for police related off-duty employment will be suspended.

C. If the officer has driven a police vehicle to the range, the officer will immediately return the vehicle to the
appropriate police facility. Officers will not be authorized to drive a police vehicle again until they have
qualified.

D. The officer will not carry a firearm on or off-duty.

The above will remain in effect until such time as the officer fires a qualifying score with their primary firearm.
Also, the officer will be required to attend a retraining course.

An officer who fails to qualify with the shotgun or any other auxiliary weapon on the second attempt will not be
permitted to carry, use or be issued such a weapon until such time as they fire a qualifying score.

Revised 4/92; Revised 10/04; Revised 06/08
125.42 Retraining Course

The retraining course will be of 8 to 40 hours in length. During this course, the officer will be allowed two re-fires
for qualification per 8-hour day. If the officer fails to attend this retraining course as instructed, such failure will
result in a Class Il Reprimand. Subsequent failures to attend will result in progressive disciplinary actions being
taken.
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If, during this retraining course, the officer fails to shoot a qualifying score, he/she will be allowed a maximum time
of two pay periods to fire a qualifying score. During this time, the officer will be allowed to practice at the range,
and the normal ammunition limit will be waived. However, a maximum of two attempts to shoot a qualifying score
will be allowed during this time.

If an officer fails to shoot a qualifying score at this point, this will be reported in writing by the Range Master to the
Chief of Police, via the chain of command, for possible disciplinary action, up to and including termination.

Revised 10/04
125.43 Instructor Coaching

A firearm instructor will be allowed to coach an officer or recruit through a course of fire. However, if a qualifying
score is fired while the officer is being coached, it will not count as a qualifying score for record. The officer or
recruit must fire a qualifying score without the aid of instructor assistance during the course of fire.

126.0  Use of Intoxicants

When an employee detects the odor of alcohol on another employee’s breath while that employee is on duty and the
odor is not related to the consumption of alcohol required by a duty assignment, or when that employee exhibits
behavior that leads an employee to believe that he is under the influence of alcohol and/or other intoxicants, the
employee shall inform the affected employee’s commanding officer of this information. As a general rule, the
actions directed by this procedure should be carried out by a Captain or above. If a Captain is not reasonably
available, a Lieutenant who is notified of the problem will be responsible for carrying out this procedure. In all
cases, the supervisor who is handling this incident will ensure that he is accompanied by and that his actions are
witnessed by another supervisor. That commanding officer will be responsible for carrying out the requirements of
this procedure:

A. The commanding officer will advise the affected employee that he is placing him on administrative
suspension with pay and the reason(s) for doing so. The commanding officer will obtain and secure the
employee’s badge, commission card and service weapon.

B. The commanding officer will afford the employee the opportunity to submit to a blood or Breathalyzer test,
to be selected by the commanding officer. This test will not be optional on the part of the employee; refusal
to submit to the test selected by the supervisor will be grounds for dismissal.

1. If the commanding officer selects a Breathalyzer test, it will be administered by a qualified police
employee in the presence of the commanding officer causing such action to be taken.

2. If the Breathalyzer result indicates the presence of alcohol in the employee’s system, the
commanding officer will transport the employee to his residence.

3. If the commanding officer selects a blood test, the blood will be withdrawn at St. Anthony
Hospital emergency room with an OCPD blood kit. The commanding officer will transport the
employee to his residence after the blood is withdrawn. The blood specimen will be properly
sealed and marked by the commanding officer and delivered to the OCPD Forensic Lab for
analysis. If requested, the commanding officer will provide a vial of specimen blood to the
employee.

C. The supervisor will make a detailed confidential report. He will also ensure that all employees who
witnessed the affected employee’s actions or who can provide any substantive information also make
reports. He will then forward all reports, via the chain of command, to the Chief of Police.

127.0 Permission to Work Extra-Duty / Outside Employment

Adopted 6/94

127.10 Procedures for Requesting Outside and Extra-Duty Services
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Application for Extra-Duty Employment - Any officer wishing to perform extra-duty services will submit an
original and one copy of the Off-Duty Employment Request Form through the appropriate channel at least twenty-
four (24) hours prior to working the off-duty job. The officer will:

A. Prepare and forward both copies to the Division Commander for approval or denial. If for some reason the
Division Commander is unavailable, the officer will then:

B. Prepare the form and contact his Shift Captain for approval or denial of the request. If for some reason the
Shift Captain cannot be contacted, the officer will then:

C. Prepare the form and contact his immediate supervisor, who will then approve or deny the off-duty request.

D. When there is not sufficient time to submit the request twenty-four (24) hours prior to working and direct
contact has not been made with the chain of command; the officer may obtain telephone approval through
the chain of command.

Any police officer requesting permission to perform continual extra-duty services at the same place of business must
conform to the guideline set forth in all policies and procedures relating to extra-duty employment. An application
must be submitted for renewal by January 1 and July 1 each calendar year. However, if the officer’s on-duty
assignment, days off or hours change, the officer must resubmit the application. If the extra-duty hours and/or days
change, the officer is required to resubmit the application.

Application for Outside Employment - Officers engaging in outside (non-Police related) services shall submit a
notice to their supervisor, on the approved form, that they are engaged in such services. Prior approval is not needed
before the employee engages in outside services; however, the employee shall comply with all other applicable
policies on off-duty employment.

Review - The request must be approved prior to engaging in extra-duty employment. Upon the Division, Shift/Unit
Commander, or Watch Commander’s approval or denial, both copies will be forwarded to the Division Commander
of the officer’s assigned Division. The original will be returned and marked either “Approved” or “Denied” to the
requesting officer. The second copy will be kept in the Division file, appropriately marked.

Maintenance - A file of the Extra-Duty Employment Request Form will be maintained in the Division for one
calendar year. A designated employee(s) of each Division will be responsible for the maintenance of the monthly
records.

Adopted 6/94

127.20 Response Procedures

Adopted 6/94

127.21 Officer’s Responsibilities

An officer will be required to document that compensation from the secondary employer ceased at the point he/she
began being compensated for the police action.

Completing all reports required for offenses occurring at an officer’s extra-duty location will be the responsibility of
the transporting or booking on-duty officer. Prisoners will be transported by on-duty officers.

Adopted 6/94

127.50 Other Extra-Duty Services

Adopted 6/94
127.51 Extra-Duty Services Requiring Eight or More Officers

An officer who is below the rank of Captain must:
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A. Obtain approval from his Division Commander/Bureau Commander before agreeing to arrange for off-duty
police officers to provide extra-duty services if eight or more officers are needed for one occasion,
regardless if the facility is City owned. The Division Commander/Bureau Commander will determine the
number and the ranks of the supervisors needed for the job. The function of the supervisor shall be to take
command should any police action be necessary.

B. The officer submitting the request to arrange for eight or more officers to provide services must indicate on
the application whether he/she is included in the arrangement. The officer must also state the type of duties
he/she will perform.

C. Assupervisor (Lieutenant or above) must be assigned to any event or occasion requiring eight or more
officers. The Commander who authorizes the work shall determine the number and ranks of officers needed
for supervision.

D. Inany case where an officer is arranging for eight or more officers to provide extra-duty services, the same
procedure applies as in Procedures for Requesting Extra-Duty Services.

E. If a permitis required, the officer submitting the request will determine if a permit has been issued. If a
permit does not exist, (when one is required) the event will not be worked by extra-duty officers.

Adopted 6/94
127.52 Extra-Duty Employment Requiring Special Approval

Employees desiring to work at a shopping center, mall, or any location where a private club, liquor store, or bar is
located must receive written permission from their Bureau Chief prior to accepting such employment.

Extra-duty police officers may direct traffic by voice, hand, or signal, provided the officers have obtained written
approval to direct traffic from the Bureau Chief or his designee.

Officers will submit form #PD-137 to the Uniform Support Division. The completed form will be forwarded to the
City Traffic Engineer who will make his recommendation and return it for final approval.

Adopted 6/94
127.60 Other Off-Duty Employment Provisions

Employees may engage in any type of outside employment of a security nature, which may or may not require the
carrying of a firearm or the powers of arrest as normal requirements.

Non-sworn employees must follow Policy 272.15 addressing the non-approval of services, i.e., labor disputes,
surveillance for a private security and/or investigative agency, or private individual.

As stated in Title 59, O. S. Section 1750, ET. Seq., in pertinent part:
Non-sworn employees:

“Applicants for security guard, private investigator, or armed security guard licenses must meet and satisfy the
requirements set forth in Title 59 O.S. Section 1750.4 H (2). Applicants for armed security guard must further:

A. Successfully pass a psychological evaluation by a licensed psychologist, provided that the applicant shall
bear the cost of such evaluation; and,

Successfully complete the firearms phase of private security training; and,

Be twenty-one (21) years of age; and

Submit an affidavit that they are gainfully employed as an armed security guard, or armed private
investigator; and that a firearm is required within the scope of their employment."

Cow

The Oklahoma City Police Department’s Policies and Procedures do not authorize a non-sworn employee to wear
any Department uniform when employed as a security guard (armed or non-armed) or as a private security agency.
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A Security Guard License is required when non-sworn Department employees are compensated for private
employment as a patrolman, security guard or watchman who are paid through a contractor.

A Security Agency License is required if the non-sworn Department employee is in the business of furnishing
another person as a security guard or armed security guard for hire. {Title 59, Section 1750.2,5.} {390:35-5-5(b)
(€05

When a non-sworn Department employee acts as a contractor or subcontractor to provide security services,
patrolmen, security guards, etc., and receives compensation, then in turn pays the individuals, the officer must obtain
an Agency License.

Sworn Employees:
As stated in Title 59, O.S. Section 1750, ET. Seq., in pertinent part:

“An active peace officer who is ordinarily exempt from licensing and chooses to become licensed as a security
guard or private investigator shall comply with Title 59 O.S. Section 1750.1 et seq., and these rules in all respects.
The peace officer exemption shall not apply in the following ap