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DAVIE POLICE DEPARTMENT
GENERAL ORDERS MANUAL

-INTRODUCTION-

The Davie Police Department expects high standards and a professional work ethic from
its members. Accordingly, this General Orders Manual is issued to all Department
members as a means to provide direction and guidance throughout their employment.

Members shall acknowledge receipt of this Manual by signing for it at their time of hire as
a new employee and shall adhere to its contents.

The contents of this Manual may be changed or revised from time to time, and new
policies will be created and issued. Members will receive a copy of policy changes for
inclusion in their Manual, and are held personally accountable for complying with the
directives.

If any part of this Manual is deemed to be in conflict with any state or federal law, or held
unconstitutional for any reason, the conflict will be resolved in favor of the applicable
state or federal law, or constitutional provision. This decision will not affect the remaining
portions of the Manual.

If any part of this Manual conflicts with any provisions of a collective bargaining
agreement, the conflict will be resolved in favor of the collective bargaining agreement for
any covered members.

Members who need clarification of policies contained in their Manual are directed to
contact their immediate supervisor.

Patrick Lynn
Chief of Police



VISION STATEMENT

The Davie Police Department is committed to the enhancement of the
quality of life for the citizens of the Town of Davie. We will partnership
through our Community policing and our community, to address problems
and fight crime in an environment of trust, professional pride, personal
responsibility, integrity, and service.

VALUES STATEMENT

The Davie Police Department’s service to its citizens is founded on an ideal
of respect for the rights of each individual. Department members shall
maintain the highest standards of personal integrity and ethics, and a
sense of community interaction that focuses on solutions to citizen and
community problems. Our members recognize that all incidents and issues
that may be encountered in the line of duty are to be treated in the spirit
and manner that best exemplifies the values of compassion, integrity,
thorough attention, resolve, and accountability.

MISSION STATEMENT

The Davie Police Department exists to serve and protect its citizens. The
Department is committed to work in partnership with the citizens for the
mutual purpose of promoting safe streets and neighborhoods, creating a
community free from the fear of crime, and improving the overall quality of
life.

Patrick Lynn
Chief of Police



DAVIE POLICE DEPARTMENT

GENERAL ORDER

SUBJECT: DOMESTIC VIOLENCE

GENERAL ORDER NO. 440

RESCINDS: G. O. 440 issued 03/18/2008

ISSUE DATE: 08/07/2008

AUTHORIZING SIGNATURE: Chief Patrick Lynn

EFFECTIVE DATE: 09/07/2008

440.1 PURPOSE

The purpose of this policy and procedure is to establish guidelines for all members of the
Davie Police Department for providing information and assistance to victims of Domestic
Violence as defined by Florida Law. An effective policy in this area, one which combines
arrest and detention and brings the perpetrators of domestic violence under the control of
the criminal justice system, has been shown to reduce repeated police response and
further violence. Law Enforcement intervention is vital to the process of breaking the
cycle of violence.

440.2 POLICY

It shall be the policy of the Davie Police Department to provide victims of domestic
violence with protection and support from a combination of law enforcement and
community services. This General Order shall prescribe courses of action for officers in
handling incidents of domestic violence and domestic disturbances. The primary
objectives of the Davie Police Department’s response to incidents involving domestic
violence are the separation of the parties involved, the timely intervention in all criminal
acts, and the prevention of future violence. In responding to incidents of domestic
violence, officers should use tactics designed to ensure the safety of themselves and the
victim, preserve the scene, and apprehend the offender.

440.3 DEFINITIONS

Domestic Violence — means any assault, aggravated assault, battery, aggravated battery,
sexual assault, aggravated stalking, kidnapping, false imprisonment, or any criminal
offense resulting in physical injury or death of one family or household member by
another who is or was residing in the same single dwelling unit.

Family or household member — means spouses, former spouses, persons related by
blood or marriage, persons who are presently residing together as if a family or who have
resided together in the past as if a family, and persons who have a child in common
regardless of whether they have been married or have resided together at any time.

Petition for Injunction for Protection against Domestic Violence — Court order obtained
pursuant to F.S.S. 741.30 establishing certain restriction upon the respondent.
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Petition for Injunction for Protection against Repeat Violence or Dating Violence — Court
order obtained pursuant to F.S.S. 784.046 establishing certain restrictions upon the
respondent.

Petitioner — Person who obtains injunction for protection.
Respondent — Person against whom the injunction is obtained.

Proof of Service Form — a form in the nature of an affidavit which evidences proof of
service or non-service. This form must be completely filled out by the officer serving the
injunction and promptly returned. The officer serving the injunction will note the date and
time of service on the form. The proof of service form is issued by B.S.O. and is included
in the service package provided to the petitioner by the clerk.

Service of an Injunction — means handing it to the party to be served (the respondent) or,
should the party refuse to accept same, dropping the injunction at the party’s feet after
identifying the document as an injunction and stating “You have been served”. This is
personal service of an injunction which must be effectuated prior to enforcing the terms
and conditions of an injunction.

440.4 PROCEDURES

A. Duties and Responsibilities of sworn members:

Initial Officer Response:

1. Incidents of domestic violence should be treated as violent criminal
activity. Officers should therefore respond based upon the
information they receive from the Dispatcher in accordance with
the rules regarding non-routine response driving, under the
General Order governing vehicle operation.

2. Officers should take the necessary actions to provide safety to all
parties concerned, including the safety of all responding officers.
Officers should have bystanders move away from the immediate
area to ensure their safety.

3. Officers shall ascertain from dispatch specific information, if
known, that will assist in the safe entry to the domestic violence
scene. Officers should utilize tactical approach procedures such
as a silent approach, requesting radio silence, parking away from
the scene, and using an indirect foot approach.

4. If the occupants do not allow entry and the victim appears to be in
imminent danger, the responding officers should enter with
caution. An officer can enter the premises without a warrant under
exigent circumstances to protect individuals in distress, assist
victims of crimes, investigate a felony in progress, or to investigate
suspicious signs of impending danger.

5. Immediately stop any violence and separate the parties
involved.
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Medical treatment should be requested for any victims that
sustained injury.

After the incident has stabilized, the responding officer(s) should
initiate an investigation into any allegation of domestic violence.

On-scene Investigation and arrest procedures:

1.

All parties, including victims and witnesses, should be interviewed.
Whenever probable cause exists that a domestic violence related
crime occurred sworn taped statements shall be taken from all
parties concerned, including the victim, witnesses, and defendant if
still on scene.

If the officer establishes that an act of Domestic Violence has
occurred and probable cause exists for a lawful arrest, an arrest is
the preferred course of action.

Officers will make every effort to ascertain which person involved
in a Domestic Violence call was the primary aggressor. F.S.S.
741.28(4)(b) addresses dual arrests as follows: When there are
allegations that each party assaulted the other, the officer will
determine whether there is sufficient evidence to conclude that one
of the parties is the primary aggressor. Arrest is the preferred
response only with respect to the primary aggressor.

The decision to arrest and charge shall not require the consent of
the victim.

Photographs of both the victim and offender and photographs of
their respective injuries and of the crime scene shall be taken.
Photographs documenting evidence of injury should be treated as
evidence and therefore be submitted to the Evidence/Property
Room with a completed Property Receipt.

Iltems of evidentiary value shall be documented, photographed,
collected, and submitted to the Evidence Property Room with a
Property Receipt as appropriate. Evidence of domestic violence
can include weapons; blood; common household items such as
pulled out phone cords, lighters, etc.; and damaged or destroyed
personal property.

Misdemeanor domestic violence cases are handled by the SAO
Domestic Violence Unit. Taped statements on cassette must be
logged in the Cassette Transcription Log specifying Domestic
Violence (not just simple battery). Cassette tapes are then copied
by the person responsible for transcription and sent to the
Domestic Violence Unit by the Case Filing Specialist.

A Domestic Violence Tape Request Form may be faxed to BSO
Communications requesting audio/dispatch tapes from 911 calls.

When investigating cases of domestic violence, officers should
also screen for indicators of child/elderly abuse or neglect.
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10.

11.

12.

The responding officer should in every instance identify whether a
child is present and so indicate on the incident report. The
reporting officer should identify the child’s name, sex, race, date of
birth, and the school they attend.

Officers shall locate and assess the welfare of any children that
may be on scene. Children present during the incident should be
interviewed, if possible, along with any other witnesses.

Officers should also attempt to ascertain whether a female victim is
pregnant and, whether and how the suspect is aware of her
condition. This can be accomplished through questioning of the
victim, the offender, relatives, neighbors, and through general
observation. This is a necessary element in charging under F.S.S.
784.045(1)(b).

Follow-up Investigation:

1.

If it is determined that a crime has been committed and the
suspect has left the scene, the officers shall:

a. Conduct a search of the area for the subject;

b. Obtain information from the victim and witnesses as to where
the suspect might be located and check those areas;

c. Arrest the suspect when probable cause exists and the
suspect is located at a later time;

d. Prepare a complaint affidavit which can be placed on the
briefing board or with dispatch where it is believed that the
suspect might return and the victim may have to call officers
back to the scene.

e. |If the suspect is not located and arrested based upon the
probable cause within 24 hours of the incident, the complaint
affidavit should be routed appropriately for referral to the SAO;

f. Felony investigations should be forwarded to the Criminal
Investigative Unit for further follow-up.

B. Victim Assistance:

1.

Officers responding to calls of domestic disturbances or incidents
of domestic violence shall provide assistance to the victims as
prescribed by the General Order governing Victim Assistance.

All officers shall provide to the victim a Victim’s Right Brochure
which includes the case number to the report.

Officers will give victims immediate notice of legal rights and
remedies available in a Domestic Violence Pamphlet. The
Domestic Violence Pamphlet lists the phone numbers of Domestic
Violence Centers available; provides an outline statement of the
victim's rights and procedures under the law; and contains
information on how to apply for an injunction for protection against
Domestic Violence under F.S.S. 741.30 and Repeat or Dating
Violence under F.S.S. 784.046.

Officers shall advise victims of the existence of local Domestic
Violence Centers as outlined in the Domestic Violence Pamphlet.
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C. Reporting:

1.

Officers may provide or arrange through the Department’'s Victim
Advocate transportation to such facility as necessary.

Officers will have the victim sign a receipt for the Domestic
Violence Pamphlet and attach the receipt to their written report.

Pursuant to F.S.S. Ch. 119, all officers will have the victims sign a
Disclosure of Victim Information Form for the purposes of
confidentiality when pertaining to Domestic Violence related cases.

All officers when making the initial arrest, shall have the victim
complete a Victim’s Notification Form which will travel with the
booking information to serve as notification to the victim upon the
offender’s release from any detention facility.

Officers who investigate an allegation of Domestic Violence
shall initiate a written report whether or not an arrest is made.

Florida Law requires that each report of alleged Domestic Violence
contain the following information:

a. Clearly indicates that the alleged offense was an incident of
domestic violence.

b. A description of physical injuries observed.

c. A statement indicating that a copy of the legal rights and
remedies notice was given to the victim.

d. If an arrest was not made, the reason why the arrest was not
made.

When an arrest is made, officers will stamp all copies of the
Probable Cause Affidavit in red with a “Domestic Violence” stamp
across the Offense Charge section.

An arresting officer shall mark the probable cause affidavit with a
red “JUVENILE"” stamp when a child is the subject matter of the
abuse or when the child is a witness to domestic violence.

D. Duties and Responsibilities of Records Unit Personnel:

1.

Upon receipt, the custodian of Records or designee will within 24
hours provide copies of Offense/incident Reports related to
incidents of Domestic Violence or Domestic Disturbances to the
Victim Advocate for review pursuant to F.S.S. Ch. 960.

Records Unit personnel shall take great care to ensure the
confidentiality of records and files containing victim/witness
information in accordance with F.S.S. Ch. 119.

Records personnel will send a copy of the offense incident report,
excluding any victim/witness statements deemed to be part of an
active criminal investigation to Women in Distress within 24 hours
of the agency’s receipt of the report.
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E. Duties and Responsibilities of Communications Personnel:

1. Non-sworn members working in the Dispatch or Records Unit
functions are responsible for being knowledgeable about
victim/witness services available.

2. Manuals with phone contact numbers for referral services will be
maintained in the Dispatch Unit immediately available to
Communications personnel on a 24 hour basis.

3. Although the Davie Police Department routes all calls for service
through the Broward Sheriff's Office CDC there are times when
calls of an emergency nature or crimes in progress are received
which require immediate priority and shall be dispatched over the
police radio by the Department’s Dispatch Unit. In situations such
as these, the Dispatcher should take the following steps:

a. Determine the initial facts of the situation, whether or not the
caller or others are in immediate danger or in need of
emergency medical attention, and call for emergency medical
assistance as necessary.

O

. Dispatch at least two police units to each incident of domestic
violence (a primary and a back-up unit).

c. Obtain general information including: the caller's name,
address, phone number, location, current status of the victim,
the suspect’s actions and whether there are weapons involved.

d. If there is immediate danger, advise the victim to move to a
safe location if possible. Obtain a phone number of where the
caller can be reached at the new location.

e. If the victim can not move to a safe location, dispatchers
should keep the complainant on the phone and/or ask the
caller not to hang up the phone. If the call is disconnected, the
dispatcher shall attempt to call back to get an update on the
status of events and relay this information to responding units.

f.  Whenever a victim/caller cancels a request for police response
on a domestic violence call, the Dispatchers should not cancel
the responding units, but should relay this information to the
officers via the radio.

g. In addition to information normally gathered, dispatchers
should attempt to gain and relay to responding officers the
following:

1. If the suspect is still present and, if not, the suspect's
name, relationship to the victim, description and possible
whereabouts.

The suspect’s actions against the victim.

The suspect’s use and/or possession of a weapon.
Whether the offender is under the influence of drugs or
alcohol.

Pwbd
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5. Whether there is anyone else at the scene including
children.

6. Whether there exists a current injunction or equivalent
order.

7. The complaint history at the location.

8. Use the call history at that location, criminal history
checks, and other available databases to provide
responding officers with crucial criminal and civil
information with regard to firearm possession prohibitions,
outstanding warrants, protective orders, extra watches,
probation or conditions of release information or other
information regarding the suspect's dangerousness and
specifics about the incident.

9. If dispatch personnel receive a call for assistance at a
scene where a member of this Department is alleged to be
a domestic violence offender or victim, an on-duty
supervisor shall be notified immediately.

440.5 DEPARTMENT MEMBER INVOLVED IN DOMESTIC VIOLENCE OR
DOMESTIC DISTURBANCE RELATED CASES

A. Domestic Violence or Domestic related incidents involving Department members:

1.

Any member who witnesses or otherwise has first-hand or well
founded knowledge of a Domestic Violence or Domestic Disturbance
related incident involving a Department member (whether as a victim
or offender) or involving a sworn member of any other law enforcement
agency will immediately report the incident to their supervisor.

Any member who responds to the scene of a Domestic Violence or
Domestic Disturbance related call involving a member (whether as a
victim or offender) of this Department or a sworn member of any other
law enforcement agency will report the incident to their supervisor as
soon as practical.

When a member is involved in a Domestic Violence incident or
Domestic Disturbance that is investigated by another law enforcement
agency, the member shall notify their immediate supervisor prior to the
beginning of his or her next work shift and further shall keep his or her
immediate supervisor advised of the status of the case and any
ongoing proceedings.

When a member (whether as a victim or offender) of this Department
or a sworn member of any other law enforcement agency is involved in
a Domestic Violence or Domestic Disturbance related incident, the
supervisor will respond to the scene to ensure that the investigation is
handled in a manner consistent with the procedures used in handling
all domestic violence cases as outlined in this General Order.

When a Department member is the subject of a criminal investigation
related to this or any other type of offense, the criminal investigation
shall be completed prior to any interviewing of the subject by
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10.

11.

Professional Compliance Unit personnel for purposes of the
administrative investigation.

An administrative investigation may be initiated to determine whether
the member violated any Department policies. Internal affairs
personnel shall follow the administrative investigation procedures as
governed by the Internal Affairs policy.

If an officer is arrested for a domestic violence related incident by
another law enforcement agency he or she must notify the Chief via
chain of command immediately as governed by G.O. 301, Standards of
Conduct.

When an on-duty supervisor is made aware of a Department member
being arrested, by this or another agency, they must immediately notify
their Division Commander as well as the Chief. A PCU Investigator will
be notified by the Office of the Chief and will respond to the scene if a
sworn member has been or is about to be arrested.

If an officer has been arrested and/or charged with a Domestic
Violence related crime by this or any other agency, the officer will be
placed on restricted duty and not be allowed to carry their Department
issued firearm. Not withstanding any protective court orders or
injunctions, the officer may be able to possess their Department issued
firearm and return to full-duty status at the discretion of the Chief after
a period of time when the nature and substance of the complaint has
been reviewed.

Pursuant to current federal law, it is illegal for any person, including a
law enforcement officer, who has been convicted of a misdemeanor
crime involving domestic violence to possess a firearm for any
purpose, including the performance of their official duties. It is unlawful
for anyone convicted of a misdemeanor crime of domestic violence to
possess, use, or receive firearms or ammunition.

The employment status of a Department member convicted of a
misdemeanor domestic violence related offense will be determined in
accordance with current state and federal laws as well as other
applicable Town rules and regulations.

B. Domestic Violence involving sworn members of other law enforcement

agencies:

When a member of another law enforcement agency is a suspect in an
active investigation by this Department, the decision as to when to
notify the suspect’s employing agency will be in the best interests of
the case and/or victim.

When a member of another law enforcement agency has been
arrested and/or charged with a Domestic Violence related offense by
our Department, the employing agency will be notified prior to the
end of the shift. Said notification should include the time of the
incident, the specific crime charged, and our Department case number.
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440.6 SERVICE OF INJUNCTIONS AND PROTECTIVE ORDERS

A. Service of Injunctions: This section applies to both temporary and final
domestic violence injunctions, repeat violence, and dating violence injunctions
involving F.S.S. 741.31 or 784.047.

1.

Sworn members are authorized under Florida Law to serve certified
copies of protective orders and injunctions which are signed by a
judge.

All service, execution, or attempts to serve civil process shall be
documented on an offense report and will include the following
information:

the date and time service was attempted or executed,;

the name of the Department member/server;

the reason for non-service, if applicable;

the method of service;

the location where service was achieved or attempted;

to whom the process was served or executed.

~0o0 o

Upon request from the petitioner, a sworn Department member will
serve an injunction for protection against domestic violence and
otherwise assist in placing the petitioner in possession of the dwelling
or residence.

In order for the Department to serve a domestic/repeat/dating violence
injunction, the petitioner will present the Department member with a
complete service package provided by the Clerk of the Court.

The packet will contain a copy of the petition, notice of hearings, an
injunction, and a Proof of Service. The proof of service form
generated by the Broward Sheriff's Office will identify the petitioner and
respondent and contain detailed instructions for the officer in the
proper handling and service of the injunction.

The member should verify that the respondent was not previously
served via dispatch teletype. Personal service is required. Verify the
identity of the subject to assure that the person is the respondent.

Detach and retain the proof of service form from the petitioner's
packet. Read or explain provisions of the injunction to the respondent
with special attention to notice of hearing, child custody, provisions
with respect to exclusive use and occupancy of the home, and that the
respondent shall have no contact whatsoever with petitioner, directly or
indirectly, until further order of the court.

If the respondent is ordered to vacate the shared premises, allow the
opportunity for the collection of a few personal items. Assure that the
respondent leaves and understands that a return to the premises is
unlawful and may result in arrest.
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10.

11.

12.

Record the date, time, and serving officer’s signature on the face of the
injunction prior to physically handing the injunction to the respondent.

Provide the respondent with a copy of the injunction. If the respondent
is unwilling to accept the injunction, a “drop service” may be rendered
by stating “You have been served” and drop the injunction at the
respondent’s feet, after advising that the document is an injunction and
he/she has been served. This is personal service. Be sure to note on
the proof of service form that the respondent refused to accept hand-
delivery of the injunction. The injunction can not be left with a relative
or left at the respondent’s home or business.

The member should then complete the proof of service form with
special attention given to the respondent’s physical description and
date of birth. The narrative portion should contain relevant information
not previously documented (i.e. respondent refused to accept service,
“drop service” at feet, or respondent was served in hand and left the
residence without incident).

Within two (2) hours of the actual service, the proof of service
form should be faxed to BSO. BSO will then ensure that the
Statewide Verification System is updated to reflect that service has
been made. This will prevent the injunction from being unnecessarily
served a second time.

B. Out of state protective orders: This Department shall enforce foreign (i.e. out
of-state and tribal nations) injunctions in the same manner as if they originated
in Florida. Members shall use reasonable efforts to verify service of process
for foreign protection orders via dispatch teletype.

C. Service of injunctions on law enforcement officers:

1.

It is unlawful under federal law for persons subject to certain
restraining orders issued by a court to possess firearms. It is the policy
of this Department to strictly adhere to any explicit language written
into a court order for protection against domestic/repeat violence.

If a sworn member of this Department is served as a respondent with a
domestic/repeat violence injunction, the member will immediately notify
the Chief via chain of command and provide a copy of the injunction to
the Chief or his designee.

The member will be placed on restricted duty and not be allowed to
carry their Department issued firearm until after a period of time that
the provisions of the injunction and specifically any restrictions on the
carrying of firearms have been reviewed.

The status of an affected member should be taken into consideration
prior to approving any on or off duty assignments or details.

A determination shall be made by the Chief in accordance with other
Department policies and Town rules and regulations whether the
member will undergo psychological evaluation to determine fitness for
duty and/or be referred to a batterer's intervention program, if
warranted.

10
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440.7 ARRESTS BASED UPON INJUNCTIONS

A. Arrests based on violations of injunctions: This section applies to violations of
both temporary and final domestic violence injunctions, repeat violence and
dating violence injunctions involving F.S.S. 741.31 or 784.047.

1. After proper service of an injunction upon a respondent, the injunction
is valid and enforceable in all counties of the State of Florida and the
United States. Officers must verify that the respondent has been
served prior to arrest via dispatch teletype and/or by contacting BSO
directly.

2. Upon determination of probable cause, an officer may make a physical
arrest of the respondent if he or she willfully and knowingly violates a
term of an injunction by:

g. refusing to vacate the shared premises within the time limits stated
on the injunction;

h. going to the petitioner’s residence, school, place of employment, or
a specified place frequented regularly by the petitioner and/or any
named family member or household member;

i. committing an act of domestic violence against the petitioner;

j.  committing any other violation of the injunction through an
intentional unlawful threat, word, or act to do violence to the
petitioner;

k. telephoning, contact, or otherwise communicating with the
petitioner directly or indirectly unless the injunction specifically
allows indirect contact through a third party; or

I.  being in possession of a firearm or ammunition while under an
injunction.

3. An officer shall make an arrest for a criminal violation of the terms of
an injunction pursuant to F.S.S. Ch. 741 (domestic violence
injunctions) or Ch. 784 (repeat or dating violence injunctions). This is a
court order and not subject to the officer’s discretion.

4. Officer's may not arrest persons for civil violations, unless specified in
the court order. For civil violations, the petitioner should be referred to
the Clerk of the Court. (Examples of civil violations include failure to
comply with financial obligations, failing to attend the Batterer's
Intervention Program, or failing to take some action like returning the
petitioner’s property, etc.)

11
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440.8 TRAINING

A. All sworn Department members shall receive in-service domestic violence
awareness training in compliance with the mandatory re-training provisions set
forth by the CJSTC.

B. Training regarding the familiarization with the Department’s Victim’'s Advocate
Unit and victim assistance programs as prescribed by F.S.S. will be provided to
new members during in-service training.

440.9 GOOD FAITH IMMUNITY

A. A law enforcement officer who acts in good faith, in any civil action, will not be
held liable for an arrest based upon probable cause, enforcement in good faith
of a court order, or service of process in good faith arising from an alleged
incident of domestic violence brought by a party to the incident. A law
enforcement officer who acts in good faith and exercises due care in making an
arrest is immune from civil liability that otherwise might result by reason of his
or her action.

12



DAVIE POLICE DEPARTMENT
GENERAL ORDER

SUBJECT: ACCREDITATION MANAGEMENT GENERAL ORDER NO. 102
RESCINDS: N/A ISSUE DATE: 07/25/2003
AUTHORIZING SIGNATURE: Chief Patrick Lynn EFFECTIVE DATE: 11/29/2007
102.1 PURPOSE

102.2

102.3

The purpose of this policy and procedure is to establish an Accreditation Management
system which provides direction to personnel associated with the Accreditation process
and guidelines of the program for all members of the Department.

POLICY

It shall be the policy of the Davie Police Department to achieve and maintain accredited
status in an effort to constantly improve professionalism throughout the agency. The
Department shall maintain a system that includes planning and research, reports and
reviews, inspections, policy development, training, and other activities required to ensure
compliance with the set of standards established by the accrediting organization.

DEFINITIONS

Accreditation — The bestowing of credentials symbolizing approval from a professional
organization upon practitioners or specific institutions. It is a progressive and time-
proven way of helping organizations evaluate and improve their overall performance.

Commission for Florida Law Enforcement Accreditation (CFA) — An accrediting body
established in 1993 per F.S.S. 943.125 which directed the Florida Sheriff's Association
and the Florida Chief's Association to create a voluntary law enforcement accreditation
program. The Commission meets regularly to oversee the accreditation program and to
officially accredit agencies that have passed the rigorous review process.

The Commission on Accreditation for Law Enforcement Agencies (CALEA) — An
accrediting body founded in 1979, created through the combined efforts of four major law
enforcement organizations for the purposes of strengthening crime prevention and
control capabilities; formalize essential management procedures; establish fair and
nondiscriminatory personnel practices; improve service delivery; solidify interagency
cooperation and coordination; and boost citizen and staff confidence in the agency.

CALEA Recognition — This program offered through affiliates such as CFA offers national
professional credentialing to agencies that are able to prove compliance with the required
standards.
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102.4 PROCEDURES

A.  Authority of Accreditation Manager:

1.

The Accreditation Manager is selected by and reports directly to the
Chief of Police. The authority of the Accreditation Manager is delegated
directly from the Office of the Chief.

The Accreditation Manager and staff are organized within the
Professional Standards Unit to ensure consistency and proper
coordination with personnel selection, orientation, training, policy
development, and adherence to mandated standards of the accrediting
body.

The Accreditation Manager is considered a facilitator and coordinator for
agency personnel as well as the liaison to the accrediting organization.

The Accreditation Manager shall be granted direct access to Division
Commanders and other members whose expertise or authority is needed
for the successful execution of the accreditation process.

B. Duties and Responsibilities of Accreditation Manager:

1.

The Accreditation Manager shall assist in the design of new programs,
systems, procedures, or equipment to improve the performance of the
Department in compliance with applicable standards.

The Accreditation Manager will review a wide variety of complex and
technical issues concerning law enforcement standards and the
accreditation process.

Keep abreast of all aspects of the accreditation process, including
proposed changes to the standards and assess the impact of changes
on current policies and procedures of the agency.

Shall develop, update, and revise Department policies in accordance
with the accrediting organization’s requirements; organizational and
procedural changes within the Department; and legal updates; and
submit proposed policies to the appropriate and affected authorities for
review and implementation.

The Accreditation Manager will create and maintain appropriate files and
records to demonstrate compliance with professional standards.

Properly prepare and submit required reports to the accrediting
organization.

Inform Department members regarding any planned on-site inspections
and assist with the preparation of the Department for both mock and
actual on-site inspections of the agency, the facility, personnel, and
equipment.
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8.

10.

Keep the Chief of Police updated and submit reports as to the status of
the accreditation process.

The Accreditation Manager shall provide information to the Chief of
Police and Department members regarding any changes to the status of
accreditation through memorandums and updates.

The Accreditation Manager shall develop systems and be provided
sufficient staff to ensure continued compliance with standards and to
achieve Reaccreditation status.

C. Duties and Responsibilities of Division/Unit Supervisors:

1.

All Department supervisors are responsible for ensuring that all of their
respective Divisions/Units are in compliance with all applicable standards.

All Division/Unit Supervisors are responsible for periodically reviewing
Department policies to ensure operational procedures are current and
accurate. Committees of personnel must be appointed to review such
policies and shall forward a copy of their proposals for amendments or
changes to the Professional Standards Unit to be reviewed by the
Accreditation Manager.

Every supervisor must comply, on a timely basis, with any requests for
proofs of compliance of the standards by the Accreditation Manager.

D. Duties and Responsibilities of Department Members:

1.

All Department members shall be issued a Department Policy Manual upon
being hired and shall become knowledgeable regarding the official policies
and procedures of the Davie Police Department in accordance with the
policies governing Standards of Conduct and the Written Directives
System.

All Department members who seek to establish a standard operating
procedure or propose revisions or amendments to policies and procedures
must forward copies of their proposals through their chain-of-command to
the Professional Standards Unit to be reviewed by the Accreditation
Manager.

E. Duties and Responsibilities of the Training Unit:

1.

The role of Department training, including both in-service and mandatory
training, has significant impact on the accreditation process. The members
assigned to the Training Unit shall become specifically familiar with those
aspects of the accreditation process that are relevant to training.

Training curriculum and programs, lesson plans, and training bulletins or
legal updates must be reviewed to ensure adherence to Department
policies and compliance with professional standards.
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102.5 TRAINING

A. Newly hired Department members shall receive training during their orientation
phase regarding the Accreditation process to include: the history and background
of accreditation; goals and objectives; involvement and impact on the Department;
and the advantages of attaining accreditation.

B. The Accreditation Manager and staff shall attend training workshops, seminars,
and conferences relevant to the accreditation process.



DAVIE POLICE DEPARTMENT

GENERAL ORDER

SUBJECT: INSPECTIONS GENERAL ORDER NO. 103

RESCINDS: S.0.P. 25 ISSUE DATE: 01/21/2005

AUTHORIZING SIGNATURE: Chief Patrick Lynn EFFECTIVE DATE: 11/29/2007

103.1

103.2

103.3

PURPOSE

The purpose of this General Order is to establish guidelines for the coordination of staff
and line inspections. Inspections are a viable management practice designed to improve
efficiency, effectiveness and accountability of departmental operations, and to provide
fact finding assistance to the Chief of Police and staff.

POLICY

It shall be the policy of the Davie Police Department to utilize staff and line inspections in
order to ensure that the policies and procedures of the Police Department are understood
and adhered to, and that policies and procedures are adequate and effective in achieving
organizational objectives.

DEFINITIONS

Staff Inspections — Inspections conducted by personnel who do not have control of the
persons, facilities, property or procedures being inspected. Staff Inspections fall under
the scope of the Professional Standards Unit and personnel conducting staff inspections
shall be appointed by and report directly to the Chief of Police.

Line Inspections — Inspections conducted by personnel in control of the persons,
facilities, procedures, or other elements being inspected. Line inspections may be carried
out by any supervisor within the chain of command and are conducted by supervisory
personnel who may be responsible for ensuring that any substandard conditions revealed
in the inspection are corrected.

103.4 PROCEDURES

Line Inspections:

A. Line Inspections are the primary responsibility of supervisors and managers at every
level to provide a mechanism for achieving accountability. Line Inspections should be
a constant, ongoing activity to ensure that employees are acting in concert with
agency requirements in areas such as:

1. Personal appearance.
2. Use and maintenance of equipment and property.
3. Adherence to agency directives and General Orders.
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B. Line Inspections shall be conducted by all supervisors on the employees under their
command on a daily basis.

C. Shift/Unit supervisors shall conduct formal quarterly inspections of vehicles and
equipment. This does not prevent supervisors from conducting unannounced
inspections of their employee’s assigned vehicles and equipment. Supervisors will:

1.
2.
3.

Be attentive to the conditions of vehicles and equipment of their employees.
Document formal inspections of vehicles and equipment.
Require immediate correction / repairs when appropriate.

D. Corrective Action:

1.

Supervisors are expected to continuously monitor and observe the activities of
their assigned employees.

Minor discrepancies found during inspections (unless repeated) shall be noted
and handled by the immediate supervisor.

Supervisors will ensure that noted deficiencies are corrected and remedied in a
timely manner. A re-inspection may be necessary to ensure that suitable
corrective action has been taken.

The inspecting supervisor is responsible for ensuring the correction and follow-up
of any deficiency found during a line inspection. If the immediate supervisor
cannot resolve the deficiency, a memorandum shall be forwarded to the next
higher level of command needed to correct the deficiency.

Any inspection that reveals serious deficiencies in personnel, equipment, or
facilities will be documented in a written report to the next higher level of
command. The report shall include a plan of action and target date for completion
of the corrective action, if within the capabilities of the originating supervisor.

Any Commanding officer receiving such written report will take the necessary
steps to ensure that suitable corrective action is taken. If suitable corrective
action cannot be taken at this level, the report will continue through the chain of
command until the appropriate level is reached. Each level in the chain of
command will document their actions and attach same to the report.

Staff Inspections:

A.

C.

The primary purpose of staff inspections is to ensure there are sound policies
and operating procedures within the Police Department and to correct
deficiencies by providing fact finding assistance to the Chief of Police.

Staff inspections personnel shall be responsible for the periodic inspection of
personnel, facilities and operating procedures within the Police Department or as
directed by the Chief of Police.

All personnel shall cooperate with, and assist staff inspections personnel,
regardless of rank, recognizing that staff inspections are conducted under the
authority of the Chief of Police.



Inspections, continued G.0. 103

D. Staff inspections personnel will conduct inspections and studies of the various
areas of operation within the Police Department as assignments are made by the
Chief of Police to:

1. Ensure that the written directives of the Police Department are understood
and adhered to and that policies and procedures are adequate and effective
in achieving organizational objectives.

2. Provide a primary means of exercising administrative control over delegated
actions or activities through observations and determine if orders and
instructions have been carried out in an effective, satisfactory manner.

3. Provide information concerning the quality of service delivered and the
effectiveness of the service.

4. Provide observation and evaluation of the conduct, appearance and
proficiency of police personnel.

5. Serve to inform the Chief of Police if resources (personnel, equipment and
materials) are being used properly and to the fullest extent.

6. Provide determinations of whether resources are adequate for achieving the
goals and objectives of the Police Department.

7. Provide the Chief of Police with information concerning deficiencies of policy,
personnel, integrity, training, morale, or supervision.

8. Reveal the existence of a specific need or requirement for change.

103.5 INSPECTION PROCEDURES

A.

Staff inspections will be conducted periodically by members of the Professional
Standards Unit in coordination with the Accreditation Manager or as directed by the
Chief of Police.

Staff inspections personnel will be given access, for the purpose of inspection, to
appropriate Departmental facilities, equipment and records. Active Internal Affairs
investigations will not be subject to examination without the approval of the Chief of
Police.

The Chief of Police may order other inspections and/or staff inspection personnel
may conduct spot inspections of an organizational component, procedure or
condition which does not appear to be functioning properly.

An inspection may be suggested or recommended by any member of the Police
Department upon submission of a memorandum via chain of command to the Chief
of Police briefly stating the reasons for the requested inspection. Staff inspections
shall be justified to, and approved by the Chief of Police.

Pre-Inspection Notification:

1. Staff inspections personnel will schedule inspections of Departmental
components and units as directed by the Chief of Police.
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Written notice of staff inspection shall be provided to the supervisor(s) of the
component and/or unit to be inspected no less than seven (7) days prior to the
inspection.

The memorandum will indicate the nature of the inspection and may include
specific request for desired action, questions to be answered, documents to be
produced or other action necessary to complete the inspection.

F. Inspections:

1.

Inspections shall be conducted to verify compliance with Department directives
and General Orders in the areas of:

a. Personnel:

(1) Conduct

(2) Appearance

(3) Discipline

(4) Job Performance

(5) Job Knowledge

(6) Integrity

(7) Morale

(8) Issued equipment and manuals

b. Operations:

(1) Facilities and equipment condition

(2) Investigative techniques

(3) Communications discipline

(4) Incident response time

(5) Quality of service

(6) Report and record preparation

(7) Roll calls

(8) Supervision and command

(9) Court appearance and presentation
(10) Selectivity of enforcement

(11) Personnel scheduling and deployment
(12) Audit and evaluation of the complaint control and field reporting process

c. Administration:

(1) Cooperation with other components and units or agencies
(2) Utilization of department staffing
(3) Control of overtime / sick time

Deficiencies will be brought to the attention of the appropriate supervisor.
Deficiencies that jeopardize health, safety, integrity or state statute will be
corrected immediately.

G. Inspection Report:

1.

The lead Staff Inspector conducting an inspection shall be responsible for the
completion of a constructive report at the conclusion of a formal inspection. The
report will be submitted to the Chief of Police within a timely manner from the
completed date of the inspection. Once approved by the Chief of Police, copies
of the report will be forwarded to the affected Bureau and Division
Commander(s).
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2. The report will include comments concerning compliance with Departmental
directives relating to personnel, operations, administration, areas of compliance,
and if warranted, areas of concern, corrective action taken during the inspection,
and recommendations for improvement.

3. The final report will include observations made in the areas of personnel,
operations, and administration as stated in this policy.

4. The Bureau/Division Commander will ensure that the final inspection report is
forwarded to the appropriate supervisor who will then take any necessary
corrective action.

5. When conditions warrant, and within 30 days of receipt of the inspection report,
the Bureau/Division Commander will prepare a response to correspond with
inspection report recommendations for improvements. The report will be
submitted to the Chief of Police through the chain of command, with a copy
directly to the staff inspection’s unit.

6. The response will demonstrate that the appropriate supervisor(s) has given full
consideration to the staff inspection findings and recommendations and has
taken appropriate action to comply with the indicated policy, procedure, or
directive at issue, or explain why, in the appropriate supervisor(s) opinion, the
findings and recommendations are not correct.

7. The Professional Standards Unit will maintain files for all completed inspections
and responses. The completed files will be reviewed prior to future inspections.

H. Follow—up Inspections:
1. At prescribed time intervals following the initial inspection, staff inspectors may

be directed by the Chief of Police to conduct follow-up inspections and report on
the progress of the implementation and recommended changes.
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104.1 PURPOSE

To establish guidelines for fiscal management, budgeting, purchasing and preparation of
the Department’s annual expenditures.

104.2 POLICY

The Department has the responsibility to provide a system of fiscal accountability that
ensures money budgeted to the Department is utilized appropriately. This policy hereby
regulates the management of funds utilized by the Police Department in accordance with
Town of Davie Rules and Regulations and Florida State Statutes.

104.3 DEFINITIONS

Allotment - An authorization for or limitation on, expenditures for a given period.

Appropriation — Money that the agency is authorized to spend for a specific purpose,
such as personnel services, operating expenses, supplies, etc.

104.4 BUDGET PREPARATION

A. It is the responsibility of the Chief of Police and the designated Bureau
Commander(s) to prepare an annual operating budget to be submitted to the Town
Council for review and authorization. The Chief of Police in conjunction with the
Commanding Officers will examine current operations, plan for future operational
goals and objectives, and determine the equipment needs of each component of the
Department. This planning process will be the foundation for budget development
and requests for the next fiscal year.

B. Bureau Commanders will review their previous year’s budget and evaluate spending
trends which will serve as a guide for establishing fiscal needs for the following year.

C. Bureau Commanders must provide written justification for additional personnel, new
programs or projects. All capital requisitions must be fully explained and justified.
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104.5 BUDGET MANAGEMENT:

A.

Once the budget is approved by the Town Council, the Chief of Police, Bureau
Commanders, and the Finance Unit personnel will oversee the initial appropriation for
each account to their respective cost centers.

The Department accounting system classifies each appropriation according to
account name and number. Weekly, the finance Department provides a summary of
account activity to all Command Staff personnel. This report includes:

The initial appropriation for each account;

Balances at the commencement of the reporting period;
Expenditures and encumbrances made during the period; and
The unencumbered balance.

e

104.6 CASH FUNDS

A.

It will be the responsibility of the Finance Unit to maintain procedures for collecting,
safeguarding and disbursing cash, except for confidential funds as defined in G.O.
680, Investigative Funds. The procedures shall include the following:

1. A balance sheet, ledger, or other system that identifies the initial cash balance,
cash received, cash disbursed, and the balance on hand.
2. All cash transactions made by the Department must be recorded and transmitted
to the Town Finance Department.
3. All petit cash expenditures will be charged against the account utilizing the
purchased item.
4. A guarterly accounting of the Department’s cash activities shall be maintained by
the Finance Unit personnel.

Petit cash will be maintained in a secured location in a secured locked cash box
within the Finance Unit allowing only members of the Finance Unit to have access to
it.

Any person receiving petit cash shall provide an expenditure request form signed by
the Chief of Police or designee, along with a receipt for goods purchased in order to
receive any monies. Under all circumstances, an employee receiving or dispensing
petit cash will complete a Petit Cash Receipt. The receipt will reflect the date, the
name of the employee receiving the petit cash, the purpose and the signature of the
member receiving the funds. All reimbursements for cash must be under fifty dollars
($50.00). The Town does not reimburse for tax. Members must provide the vendor
with the Town’s tax-exempt number or provide them with a copy of the Tax Exempt
Certificate when needed. Any reimbursement over fifty dollars will be paid by check
to the requesting employee. All petit cash receipts must be submitted to the Chief of
Police for a signature and approval.

When the amount of petit cash given out exceeds fifty dollars ($50.00), a Request for
Payment (RFP) needs to be submitted to the Town Finance Department for
replenishment of funds. All receipts are attached to the RFP and the cash funds are
reimbursed the amount that was expended. A check is written to petit cash, which
may be cashed at the Town'’s Utilities Department or designated financial institution.
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104.7 EMERGENCY APPROPRIATIONS

104.8

104.9

Budget Revisions:

A. Should the need arise during the fiscal year to supplement a depleted account with
funds from another account; the Chief of Police shall request a budget revision
through the Finance Department.

B. Emergency requests for services or products may be initiated by telephone upon
approval of the Bureau Commander or Chief of Police. A form must be filled out and
signed by the Chief of Police and sent to the Finance Department at Town Hall for
payment.

PURCHASES

Purchases are performed in accordance with the established guidelines of the Town
Finance Department.

A. The Town of Davie procurement thresholds are as follows:

1. Approved purchase orders are required for all purchases over $250.00.

2. Informal bids, which may be taken verbally, are required for purchases from
$1,000.00 to $5000.00. Written informal bids are required for purchases from
$5,000.00 to $25,000.00.

3. Formal bids are required for purchases exceeding $25,000.00.

INDEPENDENT AUDIT

The Town Charter requires an annual audit of the books of account, financial records,
and transactions of all administrative departments of the Town by Independent Certified
Public Accountants, selected by the Town Council.  This report is published in the
Comprehensive Financial Annual Report.

104.10 AGENCY PROPERTY/ EQUIPMENT

A.

All purchase requests shall be forwarded through the chain of command for
approval by the Chief of Police. No purchase of services or products will be made
without written approval of the Chief of Police/designee. Approved purchase
requests are then forwarded to the Office Supervisor/Quartermaster for ordering
and then the Finance Department for processing invoices.

All equipment that is received is inventoried by the Quartermaster and distributed
to the appropriate department.

Inventory is kept in a computer file for each employee through a program called
Inter-Access. Every item that is issued to an employee is recorded in this file with
the date item was received, a brief description and the serial number if applicable.
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Whenever an item is turned in by an employee it is also recorded in this file with
the date it was turned in.

D. Upon employment and departure from the Town each officer receives an
Equipment and Uniform List that is filled out by the Quartermaster and initialed by
the employee when items are received and also turned in. When this form is
completed, the items are entered into their Inter-Access computer inventory.

E. Any purchase that requires Department letterhead must be approved by the Chief
of Police or designee.
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110.1 PURPOSE

The purpose of this policy is to provide the guidelines and procedures related to the
operation of the Records Unit of the Davie Police Department. The policy will establish
procedures on how to maintain, secure, retrieve, disseminate, and dispose of Police
Records in accordance with Public Records Law.

110.2 POLICY

The Department recognizes that the function of the Records Unit is fundamental to
meeting the administrative, operational, and informational needs of the agency. The
Records Unit serves as the central repository for all Police records generated by the
Davie Police Department. The Records Unit is established as a distinct organizational
component of the Administrative Bureau.

110.3 DEFINITIONS

Records Management System (R.M.S.) — the computerized information tracking system
used by the Department to document, track, and categorize, and share information.

Face Sheet — a cover sheet representing each electronically generated report. This is
used to notify the Records Unit that an electronic report now exists in our RMS. All
attachments related to each electronic report are attached to this face sheet to be added
to that specific report.

Header Card — a cad call report generated by BSO Dispatch for each call for service
assigned to Davie Police Department. Each report contains an individual consecutive
case number generated by BSO along with related dispatch information.

HOT FILE — Any incident that involves an entry into F.C.1.C. and/or N.C.IC.

Uniform Crime Report (U.C.R) — National and state criminal reporting system to identify
crime statistics in relation to crime trends in the United States.
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110.4 RECORDS UNIT FUNCTIONS

110.5

Records personnel shall be responsible for the following functions and activities:

A.

B.

Entering completed and approved police reports into the R.M.S.
Ensure that police reports have been properly approved at the supervisory level.

File police reports and other related documents into the corresponding case file in
Records.

Retrieve and distribute reports and records as specified by policy and Florida State
Statutes.

Assist members of the Department and the public with records information in
accordance with Florida State Statutes.

Maintain Header Card information and make information available upon request.
Maintain compliance with U.C.R. reporting standards and requirements.
Seal, expunge, and amend records in compliance with court orders received.

Validate FCIC/NCIC entries on a monthly basis.

GENERAL RECORDKEEPING PROVISIONS

A.

The Records Unit shall maintain all original reports pertaining to incidents, offenses,
arrests, citations, property, traffic crashes and summonses. All other operational
reports will be maintained by the Division utilizing that report; as otherwise specified
by policy; or as designated by the Chief of Police.

All reports shall be cross referenced by name, case number, and address.

Retrieval of original reports shall be performed only by Records personnel.

Original documents shall remain with the Records Unit. However, in certain
instances, the originals may be signed for and removed with the approval of the
records supervisor.

Only records personnel may place or replace records into the files.

Records personnel shall enter any handwritten reports into the R.M.S.

Records personnel will review all reports for U.C.R. information in an effort to identify
and correct any errors.

Records personnel will monitor all electronic reports. If Face Sheets are received
they will be matched with the reports and copied over into the R.M.S.
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110.6 REPORT ACCOUNTABILITY, MAINTENANCE, AND RETRIEVAL

A. Records Accountability: All case numbers for the Davie Police Department are
generated in sequence by B.S.O.’s Cooperative Dispatch Center. These case
numbers are used to document and track all inflows of offense incident reports,
supplemental reports, and crash reports.

B. Records Maintenance: All dispatch Header Cards, original offense incident reports,
supplemental reports, and crash reports are maintained in the central records unit
and secure storage rooms managed by the Records personnel. These reports are
filed according to their consecutive case numbers and type of report. These records
are maintained in vertical files on open faced shelving. All records will be retained in
accordance with the Department of State, Division of Archive and Records
Management retention schedule GS-2.

C. Records Retrieval: Reports are entered into our R.M.S. either by Records personnel
from hand written reports, or electronically via the field reporting software. There are
several types of paperwork, however, that cannot be entered into the field reporting
software or our R.M.S. This paperwork may include any of the following: vehicle
storage receipts, probable cause affidavits, latent print forms, property receipts,
citations, notices to appear, officer's affidavits, victim's affidavits, lab reports,
photographs, cassette tapes, video tapes, teletype print outs, and any other related
written or transcribed documents. This paperwork is attached to the related Face
Sheets for electronic reports, or directly to a hand written report.

D. Procedures for submission of daily reports and other records are as follows:

1. Members’ responsibilities: Members are responsible for completing their written
reports and submitting them as quickly as possible after the information was
gathered and/or the investigation was concluded. However, members shall
submit all written reports no later than by the end of their tour of duty in which the
police action occurred or incident was reported. If for some unavoidable reason,
the member is unable to submit their report prior to the end of their shift, they
must notify their supervisor and request approval to turn the report in on their
next scheduled work day. Members shall abide by the provisions outlined within
the Department’s Report Writing Manual.

2. Supervisor's responsibilities: Respective supervisors collect and review the
paperwork completed on their shifts or from within their units. The related case
numbers will be listed on a flow sheet and the paperwork will be placed into
folders along with the accompanying flow sheet. These are collected by the
Records Unit daily. Examples of the type of paperwork included in these folders

are:
a. Parking, U.T.C., and D.U.l. citations

b. Officers Daily Activity Reports;

c. Supplemental Reports;

d. Face sheets for electronic reports with or without attachments;
e. Hand written offense incident reports with attachments;

f.  Alarm notifications;

g. Field Interrogation Cards.

E. Probable Cause Affidavits are placed in a container on the outside of the Records
Unit door upon all “in-custody arrests”. Other correspondence that does not need to
be on a flow sheet may also be placed here for collection.
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110.7 REPORT DISTRIBUTION

The Records Unit has the authority to distribute reports generated by Members of the
Department.

A. Agency Distribution: The following procedures will govern the distribution and
specifications as to which reports should be routed to the various specialized
organizational components throughout the agency.

1.

10.

11.

12.

Homicide files are maintained separately from other Agency records and are
stored in a secure storage area.

Law Enforcement Officers requesting to view the original files of Homicides or
other types of cases are required to sign for them, utilizing the Records Sign Out
Sheet.

Department members are authorized to obtain copies of other Agency reports
including, but not limited to: Incident Reports, Arrest Reports, and Crash Reports,
as may be necessary for court proceedings or investigative purposes.

All felony and domestic violence reports are processed and forwarded to the
case filing unit.

Copies of domestic violence reports and other crimes against persons such as
batteries, aggravated batteries, sexual batteries, lewd & lascivious acts; or other
cases in which the victim may need counseling, special services, or
compensation are forwarded to the Victim Advocate.

The uniform parking, traffic, and D.U.l. citations are forwarded to the Court
Liaison unit.

Original Field Interrogation cards are forwarded to the Criminal Investigations
Unit.

All reports of active felony or misdemeanor offenses requiring follow-up
investigation; missing persons; suspicious fires; and death investigations are
processed and forwarded to the Criminal Investigations Unit.

All hit and run accident reports are processed and forwarded to the Traffic Unit.

All reports involving damage done to Town of Davie property, or involving a Town
of Davie employee are forwarded to the Office of the Chief and Risk
Management.

All Juvenile arrests are copied and forwarded to the Court Liaison Unit for  case
filing. The arrests that are considered for approved Juvenile Deferred
Prosecution Programs (such as ADAPT) are forwarded to Support Services to be
reviewed by the appropriate designee.

All Notices to Appear are forwarded to our court liaison unit, along with a copy of
any accompanying documents for case filing.

B. Outside Agency Distribution: The following procedure will govern the distribution of
reports outside the Agency.
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1. Copies of all accidents are sent to the Department of Highway Safety and Motor
Vehicles (DHSMV).

2. The original print cards from Juvenile arrests that do not go through Juvenile
Intake are sent to FDLE.

3. Copies of reports are made available to the news media. The news media
cannot review any information that is listed as exempt in accordance with
Chapter 119.07(3).

4. Copies of all Domestic Battery reports are sent to Women In Distress in
accordance with Chapter 119. If the victim has filled out a request for exemption,
the appropriate information is redacted. If the copy of the report of domestic
violence involves a sexual battery, child abuse, or lewd, lascivious or indecent
assault upon or in the presence of a child, the identity of the victim is redacted
from the report.

C. Distributions to individuals: Chapter 119.07(01)(a) states that every person who has
custody of a public record shall permit the record to be inspected and examined by
any person desiring to do so, at any reasonable time, under reasonable conditions,
and under supervision by the custodian of the public record or his designee.

D. There are several exemptions that allow the Records Unit to withhold certain
information from part of a record, or the entire record. These exemptions are outlined
in Chapter 119.07(3).

1. The Records unit personnel provide copies to anyone upon written or verbal
request. Every record is reviewed before being given out and any information
outlined in the exemptions of Chapter 119.07(3) is removed.

2. Certain individuals and agencies may receive this restricted information. Proper
identification is required in these cases.

3. The individual and/or designee from an agency receiving this report must sign a
disclaimer that states, “The information is to be considered privileged and
confidential and the contents should not be disclosed to any person or
organization or used for any purpose other than that of a duly authorized law
enforcement officer or agency acting in their official capacity.” This disclaimer is
filed with the record documenting to whom the record has been released.

4. Records personnel shall log the case number, who the record is being released
to, and the date into the dissemination log.

E. The Records Unit does impose fees for providing copies of records to the public. The
fees will not exceed that authorized by Chapter 119. Records personnel shall post a

fee schedule that is visible to the public. If a request is made by mail, Records
personnel will request the fee and a self addressed stamped envelope be sent.

110.8 HANDLING OF FUNDS

A. Records personnel are authorized to accept money which is collected for the
following services:

1. Fingerprint fees;
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110.9

110.10

110.11

Copies of Incident and Accident Reports;
Records checks;

Certified copies;

Extensive Services;

Queries;

Copying of videos and cassettes;
Copying of photos.

N~ WN

These funds are not authorized to be used for the purpose of cash disbursement
other than providing change during a fee transaction unless authorized by the Chief
of Police or designee.

A system is maintained to keep no more than an initial daily balance of $50.00 cash
in the register. At the beginning of each work day, a Records employee reconciles
the cash collected by comparing it to the register tape. Any money received or
disbursed is reconciled and any money in an amount over $50.00 is transferred to the
Finance Department along with the register receipts. The Records personnel
transmitting the money to the member of Finance shall receive a receipt for the
funds.

A receipt will be issued for all fees collected. All money will be placed in the cash
register located in the Records Unit.

Funds are also collected by our Alarm coordinator for alarm registrations, and fines.
These are not kept in our cash register. Any fines collected are posted against the
individual account. The monies from the fines and registrations are then sent to the
Finance department. The alarm coordinator records and reconciles these funds.

An accounting of the Records funds activities will be included in the Records
Supervisor's monthly report.

RECORDS SECURITY

The Records Unit is a restricted access area. It is secured by an electronic security
access card system. Only Records personnel and designated supervisors are
authorized by the Department to have access to records via the access card system.
The Records supervisor or designee may allow others needing access for some type of
assistance, however they will not be allowed to enter any of the secured file rooms, and
will not be left unassisted.

RECORDS RETENTION

Retention of records shall be in accordance with the Department of State Division of
Archive and Records management Schedule GS-2, and GS-1.

RECORDS ACCESSIBILITY

A. The Records unit is open to the public during posted hours. The hours may be
changed administratively when necessary.
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B. The Records unit is always accessible, 24 hours a day, to Dispatch personnel for
retrieval of “Hot File” information, and to designated supervisors for any emergency
situation.

C. The Records unit is available to all department employees at all times while a
Records employee is scheduled and available. Department employees may also fill
out a records request form if a records employee is not available. The request will
be filled as soon as possible.

110.12 FCIC/NCIC REGULATIONS

A. FCIC/NCIC print outs are considered confidential information according to Chapter
119.07. If any other agency is in need of this information, they can access it
through an FCIC/NCIC terminal. If a situation arises where Records does
disseminate a criminal history, it is stamped confidential, and signed for. It is then
entered into our Criminal History Dissemination Log, which is retained for four
years.

B. The disposal of criminal histories will be in accordance with NCIC/FCIC regulation
18.4 which states: When users are finished with the criminal history information it
should be shredded and not retained in case files.

110.13 JUVENILE ARREST RECORDS SEPARATED

A. Juvenile fingerprint and photograph arrest records are marked as being
confidential, unless authorized to be released by Florida law.

B. Juvenile arrest records include records documenting non-traffic related
misdemeanor and felony arrests, Probable Cause Affidavits or Juvenile transcripts,
and their associate