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CHIEF'S PREFACE

This manual represents the values upon which the Trinity County County Probation Department
operates. The policies included herein are predicated on the law, best practice, and sound
judgment. They are meant to provide guidance and protection to the individual employee, as well
as to the organization as a whole.

We work in a complex, dynamic environment which presents a multitude of challenges on a daily
basis. Every decision you make has the potential to profoundly affect the lives of others. Please
refer to this manual often, for it is a fundamental tool you can rely upon to help you do your job.
But remember, ultimately it is your individual responsibility to perform your duties with honor and
integrity.

Keep abreast of all revisions to this manual and remain knowledgeable as to its contents. Nothing
in this manual is intended to, or shall supersede, Title 15 Regulations as they apply to the operation
of the Trinity County County Juvenile Detention Facility. The overall success of our department
will be measured by the degree to which we maintain the trust of the public, the Courts, and
other allied agencies. Adhering to the policies contained within this manual will ensure that trust
is warranted and that it endures.

Ruby Fierro
Chief Probation Officer
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PROBATION CODE OF ETHICS

As a peace officer, my fundamental duty is to serve the community; 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 to liberty,
equality and justice.

I will keep my private life unsullied as an example to all and will behave in a manner that does
not bring discredit to me or to my agency. | will 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 both in my personal and official life, | will be exemplary in obeying the law
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, political beliefs, aspirations,
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.

| 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 police service. | will never engage in acts of corruption
or bribery, nor will I condone such acts by other peace officers. | will cooperate with all legally
authorized agencies and their representatives in the pursuit of justice.

I know that | alone am responsible for my own standard of professional performance and will take
every reasonable opportunity to enhance and improve my level of knowledge and competence.

I will constantly strive to achieve these objectives and ideals, dedicating myself before God to my
chosen profession . . . peace officer.

Copyright Lexipol, LLC 2024/01/24, All Rights Reserved. Probation Code of Ethics - 2
Published with permission by Trinity County Probation

Department



Trinity County Probation Department
New Probation Manual

MISSION STATEMENT
The Trinity County County Probation Department, as an integral part of the justice system,
provides direct services to the court, community, and offenders.

Our mission is:
. To protect the community

. To strive to prevent and reduce the frequency, severity, and impact of criminal and
delinquent behavior among adults and juveniles who come within the jurisdiction of
the Probation Department.

. To enforce court orders
. To promote responsible behavior in offenders
. To provide information and recommendations to the courts

. To provide services to victims
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Probation Authority

100.1 PURPOSE AND SCOPE
This policy is to identify the authority of Trinity County Probation Department officers.

100.2 POLICY
It is the policy of this department for all officers to exercise their authority fairly and objectively.

This department recognizes the power of officers to use discretion in the exercise of the authority
granted to them. Officers are encouraged to use sound discretion in the exercise of their duties.

This department does not tolerate abuse of authority.

100.3 OFFICER AUTHORITY
Officers are authorized to supervise clients as provided in this manual, applicable court orders,
and state law (Penal Code § 1202.8; Penal Code § 1203.71).

100.4 ARREST AND OTHER POWERS

Officers authorized by the Chief Probation Officer may exercise peace officer powers at any place
in the state while engaged in the performance of official duties. The authority extends only to
(Penal Code 8 830.5; Penal Code § 1203.71; Penal Code § 3455):

(@) Conditions of any person being supervised by this department who is on parole,
probation, mandatory supervision, or post-release community supervision.

(b) The escape of an incarcerated person or ward from a state or local institution.

(c) The transportation of persons on parole, probation, mandatory supervision, or post-
release community supervision.

(d) Violations of any penal provisions of law discovered while performing the usual or
authorized duties of employment.

(e) Rendering mutual aid to any other law enforcement agency.

100.5 CONSTITUTIONAL REQUIREMENTS
All members shall observe and comply with every person’s clearly established rights under the

United States and California constitutions.
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Chief Probation Officer

101.1 PURPOSE AND SCOPE
Chief Probation Officers employed within the State of California are required to meet specific

requirements for appointment. This policy provides guidelines for the appointment of the Chief
Probation Officer of the Trinity County Probation Department, who is required to exercise the
powers and duties of the office as prescribed by state law (Government Code § 27771).

101.2 POLICY
It is the policy of the Trinity County Probation Department that the Chief Probation Officer meets

the minimum standards for exercising the authority granted by law.

101.3 CHIEF PROBATION OFFICER REQUIREMENTS
The Chief Probation Officer of this department, as a condition of employment, shall be appointed
and retained by the County juvenile justice commission (Government Code § 27770).
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Oath of Office

102.1 PURPOSE AND SCOPE
The purpose of this policy is to ensure that oaths, when appropriate, are administered to

department members.

102.2 POLICY

It is the policy of the Trinity County Probation Department that, when appropriate, department
members affirm the oath of their office as an expression of commitment to the constitutional rights
of those served by the Department and the dedication of its members to their duties.

102.3 OATH OF OFFICE
All department members shall take and subscribe to the oaths or affirmations applicable to their
positions as determined by the Chief Probation Officer (Cal. Const. Art. 20, § 3).

102.4 MAINTENANCE OF RECORDS
The oath of office shall be filed in accordance with the established records retention schedule.
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Policy Manual

103.1 PURPOSE AND SCOPE

The manual of the Trinity County Probation Department is hereby established and shall be
referred to as the Policy Manual or the manual. The manual is a statement of the current policies,
procedures, rules, and guidelines of this department. All members are to conform to the provisions
of this manual.

All prior and existing manuals, orders, and regulations that conflict with this manual are rescinded,
except to the extent that portions of existing manuals, orders, and other regulations that have not
been included herein shall remain in effect where they do not conflict with the provisions of this
manual.

103.2 POLICY

Except where otherwise expressly stated, the provisions of this manual shall be considered as
guidelines. It is recognized that the work of law enforcement is not always predictable and that
circumstances may arise that warrant departure from these guidelines. Itis the intent of this manual
to be viewed from an objective standard, taking into consideration the sound discretion entrusted
to members of this department under the circumstances reasonably available at the time of any
incident.

103.2.1 DISCLAIMER

The provisions contained in the Policy Manual are not intended to create an employment contract
nor any employment rights or entitlements. The policies contained within this manual are for the
internal use of the Trinity County Probation Department and shall not be construed to create a
higher standard or duty of care for civil or criminal liability against the County, its officials, or
department members. Violations of any provision of any policy contained within this manual shall
only form the basis for administrative action, training, or discipline. The Trinity County Probation
Department reserves the right to revise any policy content, in whole or in part.

103.3 AUTHORITY

The Chief Probation Officer shall be considered the ultimate authority for the content and adoption
of the provisions of this manual and shall ensure compliance with all applicable federal, state,
and local laws. The Chief Probation Officer or the authorized designee is authorized to issue
Departmental Directives, which shall modify those provisions of the manual to which they pertain.
Departmental Directives shall remain in effect until such time as they may be permanently
incorporated into the manual.

103.4 DEFINITIONS
The following words and terms shall have these assigned meanings throughout the Policy Manual,
unless it is apparent from the content that they have a different meaning:

TCPD - The Trinity County Probation Department.
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Department - The Trinity County Probation Department.
Employee - Any person employed by the Department.

Manual - The Trinity County Probation Department Policy Manual.
May - Indicates a permissive, discretionary, or conditional action.

Member - Any person employed or appointed by the Trinity County Probation Department,
including:

. Full- and part-time employees

. Volunteers

Officer - Those employees of the Trinity County Probation Department who engage in the
supervision of clients.

On-duty- A member’s status during the period when actually engaged in the performance of
assigned duties.

Order - A written or verbal instruction issued by a superior.

POST - The Commission on Peace Officer Standards and Training.
Rank - The title of the classification held by any officer.

Shall or will - Indicates a mandatory action.

Should - Indicates a generally required or expected action, absent a rational basis for failing to
conform.

STC - Standards and Training for Corrections.

Supervisor - A person in a position of authority that may include directing the work of other
members, the authority to adjust grievances, and responsibility for hiring, transfer, suspension,
promotion, discharge, assignment, reward, or discipline of other members. The supervisory
exercise of authority may not be merely routine or clerical in nature, but requires the use of
independent judgment.

The term "supervisor" may also include any person (e.g., officer-in-charge, lead, or senior worker)
given responsibility for the direction of the work of others without regard to a formal job title, rank,
or compensation.

When there is only one department member on-duty, that person may also be the supervisor,
except when circumstances reasonably require the notification or involvement of the member’s
off-duty supervisor or an on-call supervisor.

103.5 ISSUING THE POLICY MANUAL

An electronic version of the Policy and Procedures Manual will be made available to all members
on the department network for viewing and printing. No changes shall be made to the manual
without authorization from the Chief Probation Officer or the authorized designee.
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Each member shall acknowledge that the member has been provided access to and has had the
opportunity to review the Policy and Procedures Manual and Departmental Directives. Members
shall seek clarification as needed from an appropriate supervisor for any provisions that they do
not fully understand.

103.6 PERIODIC REVIEW OF THE POLICY MANUAL
The Chief Probation Officer, or authorized designee, will ensure that the Policy Manual is

periodically reviewed and updated as necessary.

103.7 REVISIONS TO POLICIES

All revisions to the Policy Manual will be provided to each member on or before the date the policy
becomes effective. Each member will be required to acknowledge that the member has reviewed
the revisions and shall seek clarification from an appropriate supervisor as needed.

Members are responsible for keeping abreast of all Policy Manual revisions.

Each Deputy Chief will ensure that members under the Deputy Chief's command are aware of
any Policy Manual revision.

All department members suggesting revision of the contents of the Policy Manual shall forward
their written suggestions to their Deputy Chiefs, who will consider the recommendations and
forward them to the command staff as appropriate.

103.8 POLICY EXEMPTIONS

The Chief Probation Officer has authority to exempt certain classes of employees within the
department from specific policies and procedures that do not pertain to the employee’s job
classification, assignment, or essential duties. Any such exemption shall be specified in writing
and contained only in this sub-section of the policy and procedures manual.

The following policy exemptions are approved:

(@ Non-sworn staff who do not work in the juvenile hall are exempt from Section 9 -
Juvenile Custody.
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Organizational Structure and Responsibility

200.1 PURPOSE AND SCOPE
This policy establishes the organizational structure of the Department and defines general

responsibilities of department members.

200.2 POLICY
The Trinity County Probation Department will implement and maintain an organizational structure

that provides clear and identifiable roles for command, control, and guidance of the Department.
Each position and assignment should have clearly identified responsibilities and a defined chain
of command.

200.3 DIVISIONS
The Chief Probation Officer is responsible for administering and managing the Trinity County

Probation Department. These are the divisions in the Department:
. Adult Division
. Juvenile Division
. Administrative Division
. Institutions Division

. Delinquent Collections

200.3.1 ADULT DIVISION

The Adult Division is commanded by the Deputy Chief whose primary responsibility is to provide
general management direction and control for that Division. The Adult Division consists of Adult
Intake/Court Services, Adult Supervision Services and the Home Electronic Monitoring Program.

200.3.2 JUVENILE DIVISION

The Juvenile Division is commanded by the Deputy Chief Probation Officer whose primary
responsibility is to provide general management direction and control for that Division. The
Juvenile Division consists of the Juvenile Intake/Court Services, Juvenile Supervision Services
and the Juvenile Home Electronic Program.

200.3.3 ADMINISTRATIVE DIVISION

The Administration Division commanded by the Chief Probation Officer and Deputy Chief
Probation Officer whose primary responsibility is to provide general management direction and
control for that Division. The Administration Division consists of the Chief Probation Officer, Fiscal
Analyst, Administrative Coordinator, and Revenue Recovery Staff.

200.3.4 INSTITUTIONS DIVISION
The Institutions Division is commanded by an assigned manager, whose primary responsibility is
to provide general management, direction, and control for the Institutions Division. The Institutions
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Division consists of detention and commitment housing, the day reporting center, and electronic
monitoring.

200.3.5 DELINQUENT COLLECTIONS DIVISION

The Delinquent Collections Division is commanded by an assigned manager, whose primary
responsibility is to provide general management, direction, and control for the Delinquent
Collections Division. The Delinquent Collections Division consists of revenue recovery services
and staffing.

200.4 COMMAND PROTOCOL

Established command protocol is critical in any organization in order to ensure that leadership
and direction is available should the Chief be incapacitated, out of town, on vacation, on leave
or otherwise unable to act. It is also necessary to have established command protocol for those
unusual situations that may occur whereby there is a question or doubt as to who is in charge
of any action or operation.

200.4.1 SUCCESSION OF COMMAND

The Chief Probation Officer exercises command over all members of the Trinity County Probation
Department. During planned absences, the Chief Probation Officer will designate a manager
to serve as the acting Chief Probation Officer. Except when designated as above, the order of
command authority in the absence or unavailability of the Chief Probation Officer is:

(@) Deputy Chief
(b)  Senior Most Deputy Probation Officer

When the Chief is to be away from duty for an extended period of time, he/she shall notify the
Presiding Judge and County Administrative Officer as to who is designated as his replacement
during this absence. If possible, the exact dates of this temporary assignment should be specified.

200.4.2 CHAIN OF COMMAND

Department personnel will observe the chain of command detailed in the organizational chart
to communicate within the department and as a basis for unity of command. The chain of
command will only be usurped in the most extreme circumstances or when authorized by an
immediate supervisor. Each officer will report directly to only one supervisor at any given time.
Each organizational component is under the command of only one supervisor/commander.

See attachment: Org Chart 2024.01.16.pdf

200.4.3 AUTHORITY AND RESPONSIBILITY
Personnel shall be granted authority commensurate with their responsibility. Each employee is

accountable for the use of delegated authority.

200.4.4 SUPERVISORY ACCOUNTABILITY
Supervisory personnel are accountable for the activities of employees under their immediate
control.
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Departmental Directives

201.1 PURPOSE AND SCOPE
The purpose of this policy is to establish guidelines for issuing Departmental Directives.

201.2 POLICY

Departmental Directives will be used to further clarify or add functional detail to existing policies
of the Trinity County Probation Department when an immediate need exists, in order to best meet
the mission of the Department. Applicable memorandums of understanding and other alternatives
should be considered before a Departmental Directive is issued.

201.3 PROTOCOL

Departmental Directives will be incorporated into the Policy Manual, as required, upon approval.
Departmental Directives will modify existing policies or create a new policy as appropriate and will
be rescinded if incorporated into the manual.

The Chief Probation Officer or the authorized designee shall ensure that all Departmental
Directives are disseminated appropriately. Departmental Directives should be numbered
consecutively and incorporate the year of issue. All members will be notified when a Departmental
Directive is rescinded or has been formally adopted into the Policy Manual.

201.4 RESPONSIBILITIES

201.4.1 POLICY REVIEW TEAM

The Policy Review Team shall periodically review Departmental Directives to determine whether
they should be formally incorporated into the Policy Manual and, as appropriate, will recommend
necessary modifications to the Chief Probation Officer.

201.4.2 CHIEF PROBATION OFFICER
Only the Chief Probation Officer or the authorized designee may approve and issue Departmental
Directives.

201.5 ACCEPTANCE OF DIRECTIVES

All members shall be provided access to the Departmental Directives. Each member shall
acknowledge that the member has been provided access to and has had the opportunity to review
the Departmental Directives. Members shall seek clarification as needed from an appropriate
supervisor for any provisions they do not fully understand.
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Emergency Plan

202.1 PURPOSE AND SCOPE
This policy clarifies the role of the Trinity County Probation Department and responsibilities of its
members pertaining to large-scale emergencies and the State of California Emergency Plan.

202.2 POLICY
The Trinity County Probation Department will prepare for large-scale emergencies within and
outside its jurisdiction through planning and mutual cooperation with other agencies.

The County Emergency Plan complies with the State of California’s Emergency Services Act
(Government Code § 8550 et seq.). This plan provides guidance for County emergency operations
within and outside its borders as may be required.

202.2.1 TRINITY COUNTY PROBATION DEPARTMENT CODE/ORDINANCES
An emergency management organization has been established by the County by ordinance. This
ordinance has been approved by the County Council (Government Code § 8610).

202.3 ACTIVATING THE EMERGENCY PLAN

The Emergency Plan can be activated in a number of ways. For the Trinity County Probation
Department, the Chief Probation Officer or the highest-ranking on-duty officer may activate the
Emergency Plan in response to a major emergency.

Upon activation of the plan, the Chief Probation Officer or the authorized designee should contact
the State Office of Emergency Services to assist with mutual aid response from local, state, and
federal law enforcement agencies.

202.3.1 RECALL OF PERSONNEL

In the event that the Emergency Plan is activated, all employees of the Trinity County Probation
Department are subject to immediate recall to service. Employees may also be subject to recall
during extraordinary circumstances as deemed necessary by the Chief Probation Officer or the
highest-ranking on-duty supervisor.

Failure to promptly respond to an order to report for duty may result in discipline.

202.4 LOCATION OF THE EMERGENCY PLAN

Copies of the Emergency Plan are available in Administrative and in the Deputy Chief's office. All
supervisors should familiarize themselves with the Emergency Plan and the roles members will
play when the plan is implemented. The Chief Probation Officer should ensure that department
members are familiar with the roles they will play when the plan is implemented.

202.5 EMERGENCY PLAN REVIEW
The Chief Probation Officer or the authorized designee shall review the Emergency Plan at least
once every two years and ensure the plan conforms to any revisions made by the National Incident
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Management System (NIMS). The Chief Probation Officer or the authorized designee should
appropriately address any needed revisions.

202.6 TRAINING

The Department should provide annual training on the Emergency Plan for all supervisors and
other appropriate personnel. All supervisors should familiarize themselves with the Emergency
Plan and personnel responsibilities when the plan is implemented. Training should incorporate a
full or partial exercise, tabletop exercise, or command discussion.
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Training

203.1 PURPOSE AND SCOPE

This policy establishes general guidelines for how training is to be identified, conducted, and
documented (including basic, in-service, and outside training). This policy is not meant to address
all specific training endeavors or identify every required training topic.

203.2 POLICY

The Department shall administer a training program that will meet the standards of federal, state,
local, and the California POST, Board of State and Community Corrections (BSCC), or Standards
and Training for Corrections (STC) training requirements. It is a priority of this department to
provide continuing education and training for the professional growth and development of its
members.

203.3 OBJECTIVES
The objectives of the training program are to:

(@) Enhance the level of probation service to the public.
(b) Increase the technical expertise and overall effectiveness of department members.
(c) Provide for continued professional development of department members.

(d) Ensure compliance with STC rules and regulations concerning probation training.

203.4 TRAINING MANAGER

The Chief Probation Officer shall designate the Training Manager who is responsible for
developing, reviewing, updating, and maintaining the department training plan so that required
training is completed. The Training Manager should review the training plan annually.

203.4.1 TRAINING RESTRICTION

The Training Manager is responsible for establishing a process to identify officers who are
restricted from training other officers for the time period specified by law because of a sustained
use of force complaint (Government Code § 7286(b)).

203.5 TRAINING PLAN

The training plan should include the anticipated costs associated with each type of training,
including attendee salaries and backfill costs. The plan should include a systematic and detailed
method for recording all training for all members.

Updates and revisions may be made to any portion of the training plan at any time it is deemed
necessary.

The plan will address all required training.

All new sworn staff and certain newly promoted staff must complete CORE training within a one-
year period. The Training Manager will be responsible for locating and making arrangements for
the CORE hours.
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203.5.1 GOVERNMENT-MANDATED TRAINING
The following lists, while not all-inclusive, identify training that is required under state laws and
regulations. Additional required training may be identified in individual policies.

(a) State-mandated minimum training for officers requires completion of the following:

1.  Annual STC in-service training shall be selected by the Training Manager based
on agency or individual needs (15 CCR 184):

(@)
(b)

Maintenance of first-aid and CPR certification.

40 hours of academic in-service training.

2. No less than the minimum number of hours as established by the STC Probation
Officer Core Course Manual:

@)
(b)
(©
(d)
(e)
®
(9)
(h)
0)
0)
(k)
0)
(m)
(n)
(0)
(p)
(@)
(n

Agency specific training
California justice system
Current trends and practices
Risk factors

Juvenile detention decisions
Information gathering

Court reports and presentations
Orientation, case planning, and supetrvision
Supervision issues

Priority setting

Personal safety

Use of force

Restraints and searching
Transportation

Physical conditioning

CPR

First aid

Peace Officer Standards and Training (POST) required training (Penal
Code § 832)

(b) Any other mandated training (e.g., National Incident Management System) as
determined by the Trinity County Probation Department.

203.6 SPECIALIZED TRAINING
If a special need exists and there are not STC certified classes available or if there are not enough
staff who might benefit from the class, an existing course may be given a "Special Certification."
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In order for this to be done, the Training Unit must have the request prior to the beginning date
of the course.

203.7 TRAINING ATTENDANCE

(@) All members assigned to attend training shall attend as scheduled unless previously
excused by their immediate supervisor. Excused absences should be limited to:

Court appearances.
Previously approved vacation or time off.
lliness or medical leave.

Physical limitations preventing the member’s participation.

a r w o

Emergency situations or department necessity.

(b)  All members unable to attend training as scheduled shall notify their supervisors as
soon as practicable, but no later than one hour prior to the start of training, and shall:

1. Document the absence in a memorandum to the supervisor.

2. Arrange through the supervisor or Training Manager to attend the required
training on an alternate date.

203.8 TRAINING COMMITTEE
The Chief may establish a Training Committee, on a temporary or as-needed basis, which will
assist with identifying training needs.

The Training Committee should comprise at least three members, with the senior-ranking member
of the committee acting as the chairperson. Committee members should be selected based on
their abilities related to post-incident evaluation and assessing related training needs. The Chief
has the discretion to remove or replace members of the committee.

The Training Committee should review certain incidents to determine whether training would likely
improve future outcomes or reduce or prevent the recurrence of the undesirable issues related to
an incident. Specific incidents the Training Committee should review include but are not limited to:

(@) Any incident involving the death or serious injury of a member.
(b) Incidents involving a high risk of death, serious injury, or civil liability.
(c) Incidents identified by the Department to determine possible training needs.

The Training Committee should convene on a regular basis, as determined by the Training
Manager, to review the identified incidents. The committee shall determine by consensus whether
a training need exists and then submit written recommendations of its findings to the Training
Manager. The recommendation should not identify specific facts of any incidents, such as identities
of members involved or the date, time, and location of the incident, but should focus on the type
of training being recommended.

The Training Manager will consider the recommendation of the committee and determine what
training should be addressed, taking into consideration the mission of the Department and the
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available resources. Training recommendations as determined by the Training Manager shall be
submitted to the command staff for review.

203.9 DAILY TRAINING BULLETINS
The Lexipol Daily Training Bulletins (DTBSs) are contained in a web-accessed system that provides
training on the Trinity County Probation Department Policy Manual and other important topics.

Members assigned to participate in DTBs shall only use the login credentials assigned to them by
the Training Manager. Members should not share their password with others and should frequently
change their password to protect the security of the system. After each session, members should
log off the system to prevent unauthorized access. The content of the DTBs is copyrighted material
and shall not be shared with others outside of the Department.

Members assigned to participate in the DTB program should complete each DTB at the beginning
of their shifts or as otherwise directed by their supervisor. Members should not allow uncompleted
DTBs to build up over time. Members may be required to complete DTBs missed during extended
absences (e.g., vacation, medical leave) upon returning to duty. Although the DTB system can be
accessed from any internet-enabled computer, members shall only take DTBs as part of their on-
duty assignments, unless directed otherwise by a supervisor.

Supervisors will be responsible for monitoring the progress of those under their command to
ensure compliance with this policy.

203.10 TRAINING RECORDS
The Training Manager is responsible for the creation, filing, and storage of all training records.
Training records shall be retained in accordance with the established records retention schedule.
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204.1 PURPOSE AND SCOPE
The purpose of this policy is to establish guidelines for the proper use and application of the
electronic mail (email) system provided by the Department.

204.2 POLICY
Trinity County Probation Department members shall use email in a professional manner in
accordance with this policy and current law (e.g., California Open Records Act).

204.3 PRIVACY EXPECTATION

Members forfeit any expectation of privacy with regard to emails accessed, transmitted, received,
or reviewed on any department technology system (see the Information Technology Use Policy
for additional guidance).

204.4 RESTRICTIONS ON USE OF EMAIL

Messages transmitted over the email system are restricted to official business activities, or shall
only contain information that is essential for the accomplishment of business-related tasks or
for communications that are directly related to the business, administration, or practices of the
Department.

Sending derogatory, defamatory, obscene, disrespectful, sexually suggestive, harassing, or any
other inappropriate messages on the email system is prohibited and may result in discipline.

Email messages addressed to the entire Department are only to be used for official business-
related items that are of particular interest to all users. In the event that a member has questions
about sending a particular email communication, the member should seek prior approval from a
supervisor in the member's chain of command.

Itis a violation of this policy to transmit a message under another member’s name or email address
or to use the password of another to log into the system unless directed to do so by a supervisor.
Members are required to log off the network or secure the workstation when the computer is
unattended. This added security measure will minimize the potential misuse of a member’s email,
name, or password. Members who believe a password has become known to another person
shall change the password immediately.

204.5 EMAIL RECORD MANAGEMENT

Email may, depending upon the individual content, be a public record under the California Open
Records Act and must be managed in accordance with the established records retention schedule
and in compliance with state law.

The Chief Probation Officer, or the authorized designee, shall ensure that email messages are
retained and recoverable as outlined in the Records Maintenance and Release Policy.
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205.1 PURPOSE AND SCOPE

This policy sets forth the manner in which the Department communicates significant changes
to its membership, such as promotions, transfers, hiring and appointment of new members and
separations; individual and group awards and commendations; or other changes in status. This
policy also provides guidelines for the professional handling of electronic and non-electronic
administrative communications from the Department.

205.2 POLICY

The Trinity County Probation Department will appropriately communicate significant events
within the organization to its members. Both electronic and non-electronic administrative
communications will be professional in appearance and comply with the established letterhead,
signature, and disclaimer guidelines as applicable.

205.3 MEMORANDUMS

Memorandums may be issued periodically by the Chief Probation Officer or the authorized
designee to announce and document all promotions, transfers, hiring and appointment of new
members, separations; individual and group awards and commendations; or other changes in
status.

205.4 CORRESPONDENCE

To ensure that the letterhead and name of the Department are not misused, all official external
correspondence shall be on department letterhead. All department letterhead shall bear the
signature element of the Chief Probation Officer. Official correspondence and use of letterhead
requires approval of a supervisor. Department letterhead may not be used for personal purposes.

Official internal correspondence shall be on the appropriate department electronic or non-
electronic memorandum forms.

Electronic correspondence shall contain the sender's department-approved signature and
electronic communications disclaimer language.

205.5 SURVEYS
All surveys made in the name of the Department shall be authorized by the Chief Probation Officer
or the authorized designee.

205.6 OTHER COMMUNICATIONS

205.6.1 ADMINISTRATIVE DIRECTIVES

Departmental Directives and other communications necessary to ensure the effective operation
of the Department shall be issued by the Chief Probation Officer or the authorized designee (see
the Departmental Directives Policy).
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205.6.2 DEPARTMENTAL SOCIAL MEDIA ACCOUNT

An official departmental social media account will be designated and approved by the Chief
Probation Officer for the purpose of enhancing communication with the general public regarding
departmental mission, function, and other needs. A Social Media Coordinator will be assigned by
the Chief Probation Officer whose responsibility will be to monitor, post, and respond to messages
related to this platform. All communications on social media and messaging applications are
subject to the same disclosure guidelines as communications on more conventional mediums
such as departmental email or text. Therefore, content will only be altered or deleted from this
platform in accordance to the department's records retention schedule.
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206.1 PURPOSE AND SCOPE
The purpose of this policy is to establish guidelines to ensure that proper supervision is available
to meet the needs of the Department and members.

206.2 POLICY

The Trinity County Probation Department will ensure that proper supervision is available to meet
the needs of its members and to achieve the goals of the Department. The needs of its members
should be balanced with the needs of the Department for flexibility and discretion in assigning
members to meet supervisory needs. While balance is desirable, the paramount concern is to
meet the needs of the Department.

206.3 MINIMUM SUPERVISION STAFFING LEVELS

Minimum staffing levels should be established by the Deputy Chief. The supervision staffing levels
should support proper supervision, span of control, compliance with any collective bargaining
agreement or memorandum of understanding, and activity levels to meet the needs of members
and the goals of the Department.

206.3.1 TEMPORARY SUPERVISORS
To accommodate training and other unforeseen circumstances, another qualified member may
be used as a temporary supervisor in place of a regularly assigned supervisor.
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Retiree Concealed Firearms

207.1 PURPOSE AND SCOPE

The purpose of this policy is to provide guidelines for the issuance, denial, suspension, or
revocation of Trinity County Probation Department identification cards to qualified former or retired
law enforcement officers under the Law Enforcement Officers Safety Act (LEOSA) and California
law (18 USC § 926C; Penal Code § 25455).

207.2 POLICY
Itis the policy of the Trinity County Probation Department to provide identification cards to qualified
former or retired officers to facilitate the lawful carrying of concealed weapons by those individuals.

207.3 LEOSA
The Chief Probation Officer may issue an identification card for LEOSA purposes to any qualified

former officer of this department who (18 USC § 926C(c)):
(@) Separated from service in good standing from this department as an officer.

(b) Before such separation, had regular employment as a peace officer for an aggregate
10 years or more or, if employed as a peace officer for fewer than 10 years, separated
from service after completing any applicable probationary period due to a service-
connected disability as determined by this department.

(c) Has not been disqualified for reasons related to mental health.

(d) Has not entered into an agreement with this department in which the officer
acknowledges disqualification to receive a firearms qualification certificate for reasons
related to mental health.

(e) Is not prohibited by federal law from receiving or possessing a firearm.

207.3.1 LEOSA CARD FORMAT
The LEOSA identification card should contain a photograph of the former officer and identify the

officer as having been employed as an officer.

If the Trinity County Probation Department qualifies the former officer, the LEOSA identification
card or separate certification should indicate the date the former officer was tested or otherwise
found by the Department to meet the active-duty standards for qualification to carry a firearm.

207.3.2 AUTHORIZATION
Any qualified former peace officer, including a former officer of this department, may carry a
concealed firearm under 18 USC § 926C when:

(@) In possession of photographic identification that identifies the individual as having
been employed as a peace officer, and one of the following:

1. Anindication from the person’s former probation agency that the person has,
within the past year, been tested or otherwise found by the agency to meet
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(b)

(©)
(d)

agency-established active-duty standards for qualification in firearms training to
carry a firearm of the same type as the concealed firearm.

2. A certification, issued by either the state in which the person resides or by a
certified firearms instructor who is qualified to conduct a firearms qualification
test for active-duty peace officers within that state, indicating that the person
has, within the past year, been tested or otherwise found to meet the standards
established by the state or, if not applicable, the standards of any agency in that
state.

Not under the influence of alcohol or another intoxicating or hallucinatory drug or
substance.

Not prohibited by federal law from receiving a firearm.

Not in a location prohibited by California law or entity on private property if such
prohibition is permitted by California law.

207.4 CALIFORNIA IDENTIFICATION CARD
The Chief Probation Officer may issue an identification card with an endorsement to carry a

concealed firearm to a person who (Penal Code § 26300):

(@)

(b)

(©)

Honorably retired following service as a full-time sworn officer of this department who
was authorized to, and did, carry a concealed firearm during the course and scope of
employment (Penal Code § 25455).

1. Honorably retired includes all peace officers who have qualified for, and
accepted, a service or disability retirement, however, it shall not include any
officer who retires in lieu of termination or who is retiring because of a
psychological disability (Penal Code § 26305).

Honorably retired as a peace officer from any jurisdiction that this department now
serves under the following conditions (Penal Code § 25905):

1.  The retiree's previous agency is no longer providing law enforcement services
or the relevant government body is dissolved.

2. This department is in possession of the retiree’s complete personnel records or
can verify the retiree’s honorably retired status.

3.  The retiree is in compliance with all of the requirements of this department for
the issuance of a Concealed Carry Weapon (CCW) Approved endorsement.

Was a qualified retired reserve officer who met the department requirements for a
CCW Approved endorsement (Penal Code § 26300).

207.4.1 CALIFORNIA IDENTIFICATION CARD FORMAT
The card shall be 2 inches by 3 inches and minimally contain (Penal Code § 25460):

(@) Photograph of the retiree.
(b) Retiree’s name and date of birth.
(c) Date of retirement.
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(d) Name and address of this department.

(e) A stamped endorsement "CCW Approved" along with the date by which the
endorsement must be renewed (not more than one year). In the case in which a CCW
endorsement has been denied or revoked, the identification card shall be stamped
"No CCW Privilege."

207.4.2 QUALIFIED RETIREES FROM INCORPORATED JURISDICTION

The Trinity County Probation Department shall provide an identification card with a CCW Approved
endorsement to honorably retired peace officers from any jurisdiction that this department now
serves under the following conditions (Penal Code § 25905):

(@) The retiree's previous agency is no longer providing law enforcement services or the
relevant government body is dissolved.

(b) This department is in possession of the retiree’'s complete personnel record or can
verify the retiree’s honorably retired status.

(c) The retiree is in compliance with all of the requirements of this department for the
issuance of a CCW Approved endorsement.

207.5 FORMER OFFICER RESPONSIBILITIES

A former officer with a card issued under this policy shall immediately notify the Chief Probation
Officer or authorized designee of an arrest or conviction in any jurisdiction, or that the individual is
the subject of a court order, in accordance with the Reporting of Arrests, Convictions, and Court
Orders Policy.

207.5.1 RESPONSIBILITIES UNDER LEOSA
In order to obtain or retain a LEOSA identification card, the former officer shall:

(@) Sign a waiver of liability of the Department for all acts taken related to carrying a
concealed firearm, acknowledging both personal responsibility as a private person for
all acts taken when carrying a concealed firearm as permitted by LEOSA and also that
these acts were not taken as an employee or former employee of the Department.

(b) Remain subject to all applicable department policies and federal, state, and local laws.

(c) Demonstrate good judgment and character commensurate with carrying a loaded and
concealed firearm.

(d) Successfully pass an annual criminal history background check indicating that the
individual is not prohibited by law from receiving or possessing a firearm.

207.5.2 MAINTAINING A CALIFORNIA IDENTIFICATION CARD CCW ENDORSEMENT
In order to maintain a CCW Approved endorsement on an identification card issued under
California law, the retired officer shall (Penal Code § 26305):

(@) Qualify annually with the authorized firearm at a course approved by this department
at the retired officer’s expense.

(b) Remain subject to all applicable department policies and federal, state, and local laws.
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(©)

Not engage in conduct that compromises public safety.

207.6 DENIAL, SUSPENSION, OR REVOCATION

A LEOSA identification card may be denied or revoked upon a showing of good cause as
determined by the Department. In the event that an identification card is denied, suspended, or
revoked, the former officer may request a review by the Chief Probation Officer. The decision of
the Chief Probation Officer is final.

207.6.1 DENIAL, SUSPENSION, OR REVOCATION OF A CALIFORNIA CCW
ENDORSEMENT CARD

A CCW endorsement for any officer retired from this department may be denied or revoked only
upon a showing of good cause. The CCW endorsement may be immediately and temporarily
revoked by the Deputy Chief when the conduct of a retired peace officer compromises public
safety (Penal Code § 25470).

(@)

(b)

(©)

(d)

Inthe event that a CCW endorsement is initially denied, the retired officer shall have 15
days from the date of denial to request a formal hearing. The failure to submit a timely
written request for a hearing shall be deemed a waiver of such right. The hearing,
absent written agreement between the parties, shall be held no later than 120 days
after the request is received.

Prior to revocation of any CCW endorsement, the Department shall provide the
affected retiree with written notice of a hearing by either personal service or first-class
mail, postage prepaid, return receipt requested to the retiree's last known address
(Penal Code § 26315).

1.  The retiree shall have 15 days from the date of service to file a written request
for a hearing.

2. The hearing, absent written agreement between the parties, shall be held no
later than 120 days after the request is received (Penal Code § 26315).

3. Failure to submit a timely written request for a hearing shall be deemed a waiver
of such right.

A hearing for the denial or revocation of any CCW endorsement shall be conducted
before a hearing board composed of three members, one selected by the Department,
one selected by the retiree or the retiree's employee organization, and one selected
jointly (Penal Code § 26320).

1.  The decision of such hearing board shall be binding on the Department and the
retiree.

2. Any retiree who waives the right to a hearing or whose CCW endorsement
has been revoked at a hearing shall immediately surrender the identification
card. The Department will then reissue a new identification card which shall be
stamped "No CCW Privilege" (Penal Code § 26325(b)).

Members who have reason to suspect the conduct of a retiree has compromised public
safety shall notify the Chief Probation Officer or the authorized designee as soon as
practicable. The Deputy Chief should promptly take appropriate steps to look into the
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matter and, if warranted, contact the retiree in person and advise the individual in
writing of the following:

1.

The retiree's concealed firearm CCW endorsement is immediately and
temporarily suspended.

The retiree has 15 days to request a hearing to determine whether the temporary
suspension should become permanent revocation.

The retiree will forfeit the right to a hearing and the CCW endorsement will be
permanently revoked if the retiree fails to respond to the notice of hearing within
the 15-day period.

In the event that personal contact with the retiree cannot be reasonably achieved
in a timely manner, the Deputy Chief should attempt to make the above notice
of temporary suspension through another law enforcement officer. For example,
if a retiree was arrested or detained by a distant agency, the Deputy Chief may
request that a law enforcement officer from that agency act as the agent of the
Department to deliver the written notification.

Notification of the temporary suspension should also be promptly mailed to the
retiree via first-class mail, postage prepaid, return receipt requested.

(@) The Deputy Chief should document the investigation, the actions taken,
and, if applicable, any notification made to the former member. The memo
should be forwarded to the Chief Probation Officer.

207.7 FIREARM QUALIFICATIONS

The Rangemaster may provide former officers from this department an opportunity to qualify.
Written evidence of the qualification and the weapons used will be provided and will contain the
date of the qualification. The Rangemaster will maintain a record of the qualifications and weapons

used.
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300.1 PURPOSE AND SCOPE

This policy provides guidelines on the reasonable use of force. While there is no way to specify the
exact amount or type of reasonable force to be applied in any situation, members authorized to
use force are expected to use these guidelines to make such decisions in a professional, impartial,
and reasonable manner (Government Code § 7286).

In addition to those methods, techniques, and tools set forth below, the guidelines for the
reasonable application of force contained in this policy shall apply to all policies addressing the
potential use of force, including but not limited to the Control Devices and Conducted Energy
Devices policies.

Nothing in this policy is intended to limit members' lawful ability to defend themselves.

Retaliation prohibitions for reporting suspected violations are addressed in the Anti-Retaliation
Policy.

300.1.1 DEFINITIONS
Definitions related to this policy include:

Deadly force - Any use of force that creates a substantial risk of causing death or serious bodily
injury, including but not limited to the discharge of a firearm (Penal Code § 835a).

Feasible - Reasonably capable of being done or carried out under the circumstances to
successfully achieve the arrest or lawful objective without increasing risk to the officer or another
person (Government Code § 7286(a)).

Force - The application of physical technigues or tactics, chemical agents, or weapons to another
person. It is not a use of force when persons allow themselves to be searched, escorted,
handcuffed, or restrained.

Serious bodily injury - A serious impairment of physical condition, including but not limited to
the following: loss of consciousness; concussion; bone fracture; protracted loss or impairment
of function of any bodily member or organ; a wound requiring extensive suturing; and serious
disfigurement (Penal Code § 243(f)(4)).

Totality of the circumstances - All facts known to the officer at the time, including the conduct
of the officer and the subject leading up to the use of force (Penal Code § 835a).

300.2 POLICY
The use of force by officers authorized to use force is a matter of critical concern, both to the public

and to the law enforcement community. Officers are involved on a daily basis in numerous and
varied interactions and, when warranted, may use reasonable force in carrying out their duties.
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Officers authorized to use force must have an understanding of, and true appreciation for, their
authority and limitations. This is especially true with respect to overcoming resistance while
engaged in the performance of duties.

The Trinity County Probation Department recognizes and respects the value of all human life and
dignity without prejudice to anyone. Vesting officers with the authority to use reasonable force
in the performance of their duties requires monitoring, evaluation, and a careful balancing of all
interests.

300.2.1 DUTY TO INTERCEDE

Any officer present and observing another law enforcement officer or an employee using force
that is clearly beyond that which is necessary, as determined by an objectively reasonable officer
under the circumstances, shall, when in a position to do so, intercede (as defined by Government
Code § 7286) to prevent the use of unreasonable force.

When observing force used by a law enforcement officer, each officer should take into account
the totality of the circumstances and the possibility that other law enforcement officers may have
additional information regarding the threat posed by the subject (Government Code § 7286(b)).

300.2.2 FAILURE TO INTERCEDE

An officer who has received the required training on the duty to intercede and then fails to act to
intercede when required by law may be disciplined in the same manner as the officer who used
force beyond that which is necessary (Government Code § 7286(b)).

300.2.3 FAIR AND UNBIASED USE OF FORCE
Officers are expected to carry out their duties, including the use of force, in a manner that is fair
and unbiased (Government Code § 7286(b)).

300.2.4 DUTY TO REPORT EXCESSIVE FORCE

Any officer who observes a law enforcement officer or an employee use force that potentially
exceeds what the officer reasonably believes to be necessary shall immediately report these
observations to a supervisor (Government Code § 7286(b); Penal Code § 832.13).

As used in this section, “immediately” means as soon as it is safe and feasible to do so.

300.3 USE OF FORCE

Officers authorized by the Chief Probation Officer to use force in arresting a client or preventing
a client from escaping custody shall use only that amount of force that reasonably appears
necessary given the facts and totality of the circumstances known to or perceived by the officer at
the time of the event to accomplish a legitimate law enforcement purpose (Penal Code § 835a).

The reasonableness of force will be judged from the perspective of a reasonable officer on the
scene at the time of the incident. Any evaluation of reasonableness must allow for the fact that
officers are often forced to make split-second decisions about the amount of force that reasonably
appears necessary in a particular situation with limited information and in circumstances that are
tense, uncertain, and rapidly evolving.
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Given that no policy can realistically predict every possible situation an officer might encounter,
officers are entrusted to use well-reasoned discretion in determining the appropriate use of force in
each incident. Officers may only use a level of force that they reasonably believe is proportional to
the seriousness of the suspected offense or the reasonably perceived level of actual or threatened
resistance (Government Code § 7286(b)).

Itis also recognized that circumstances may arise in which officers reasonably believe that it would
be impractical or ineffective to use any of the approved or authorized tools, weapons, or methods
provided by the Department. Officers may find it more effective or reasonable to improvise their
response to rapidly unfolding conditions that they are confronting. In such circumstances, the use
of any improvised device or method must nonetheless be objectively reasonable and utilized only
to the degree that reasonably appears necessary to accomplish a legitimate law enforcement
purpose.

While the ultimate objective of every encounter is to avoid or minimize injury, nothing in this policy
requires an officer to retreat or be exposed to possible physical injury before applying reasonable
force.

300.3.1 ALTERNATIVE TACTICS - DE-ESCALATION

As time and circumstances reasonably permit, and when community and officer safety would
not be compromised, officers should consider actions that may increase officer safety and may
decrease the need for using force:

(@8 Summoning additional resources that are able to respond in a reasonably timely
manner.

(b) Formulating a plan with responding officers before entering an unstable situation that
does not reasonably appear to require immediate intervention.

(c) Employing other tactics that do not unreasonably increase officer jeopardy.

In addition, when reasonable, officers should evaluate the totality of circumstances presented at
the time in each situation and, when feasible, consider and utilize reasonably available alternative
tactics and techniques that may persuade an individual to voluntarily comply or may mitigate the
need to use a higher level of force to resolve the situation before applying force (Government
Code § 7286(b)). Such alternatives may include but are not limited to:

. Attempts to de-escalate a situation.

. If reasonably available, the use of crisis intervention techniques by properly trained
personnel.

300.3.2 USE OF FORCE TO EFFECT AN ARREST

Officers authorized by the Chief Probation Officer and California Penal Code § 830.5 may use
objectively reasonable force to effect an arrest, to prevent escape, or to overcome resistance
(Penal Code § 835).
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An authorized officer who makes or attempts to make an arrest need not retreat or desist from the
efforts by reason of resistance or threatened resistance on the part of the person being arrested;
nor shall an officer be deemed the aggressor or lose the right to self-defense by the use of
reasonable force to effect the arrest, prevent escape, or to overcome resistance. Retreat does not
mean tactical repositioning or other de-escalation techniques (Penal Code § 835a).

300.3.3 FACTORS USED TO DETERMINE THE REASONABLENESS OF FORCE

When determining whether to apply force and evaluating whether an officer has used reasonable
force, a number of factors should be taken into consideration, as time and circumstances permit
(Government Code 8§ 7286(b)). These factors include but are not limited to:

(&) The apparent immediacy and severity of the threat to officers or others (Penal Code
§ 835a).

(b)  The conduct of the individual being confronted, as reasonably perceived by the officer
at the time (Penal Code § 835a).

(c) Officer/subject factors (e.g., age, size, relative strength, skill level, injuries sustained,
level of exhaustion or fatigue, the number of officers available vs. subjects).

(d) The conduct of the involved officer leading up to the use of force (Penal Code § 835a).

(e) The effects of suspected drugs or alcohol.

() The individual's apparent mental state or capacity (Penal Code § 835a).

(g) The individual's apparent ability to understand and comply with officer commands
(Penal Code § 835a).

(h)  Proximity of weapons or dangerous improvised devices.

()  The degree to which the individual has been effectively restrained and the individual's
ability to resist despite being restrained.

() The availability of other reasonable and feasible options and their possible
effectiveness (Penal Code § 835a).

(k)  Seriousness of the suspected offense or reason for contact with the individual prior
to and at the time force is used.

() Training and experience of the officer.

(m) Potential for injury to officers, suspects, bystanders, and others.

(n)  Whether the individual appears to be resisting, attempting to evade arrest by flight,
or is attacking the officer.

(o) The risk and reasonably foreseeable consequences of escape.

(p) The apparent need for immediate control of the individual or a prompt resolution of
the situation.

(@) Whether the conduct of the individual being confronted no longer reasonably appears
to pose an imminent threat to the officer or others.

()  Prior contacts with the individual or awareness of any propensity for violence.
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(s) Any other exigent circumstances.

300.3.4 PAIN COMPLIANCE TECHNIQUES

Pain compliance techniques may be effective in controlling a physically or actively resisting
individual. Officers may only apply those pain compliance techniques for which they have
successfully completed department-approved training. Officers utilizing any pain compliance
technique should consider:

(@) The degree to which the application of the technique may be controlled given the level
of resistance.

(b)  Whether the individual can comply with the direction or orders of the officer.
(c) Whether the individual has been given sufficient opportunity to comply.

The application of any pain compliance technique shall be discontinued once the officer
determines that compliance has been achieved.

300.3.5 RESTRICTIONS ON THE USE OF CAROTID CONTROL HOLD

Officers of this Department are not authorized to use a carotid restraint hold. A carotid restraint
means a vascular neck restraint or any similar restraint, hold, or other defensive tactic in which
pressure is applied to the sides of a person’s neck that involves a substantial risk of restricting
blood flow and may render the person unconscious in order to subdue or control the person
(Government Code § 7286.5).

300.3.6 USE OF FORCE TO SEIZE EVIDENCE
In general, authorized officers may use reasonable force to lawfully seize evidence and to prevent
the destruction of evidence.

In the instance when force is used to seize evidence, officers should not intentionally use any
technique that restricts blood flow to the head, restricts respiration, or which creates a reasonable
likelihood that blood flow to the head or respiration would be restricted. Officers are encouraged to
use techniques and methods taught by the Trinity County Probation Department for this specific
purpose.

300.3.7 RESTRICTIONS ON THE USE OF A CHOKE HOLD

Officers of this Department are not authorized to use a choke hold. A choke hold means any
defensive tactic or force option in which direct pressure is applied to a person’s trachea or windpipe
(Government Code § 7286.5).

300.3.8 ADDITIONAL RESTRICTIONS

Terms such as "positional asphyxia," "restraint asphyxia,” and "excited delirium" continue to
remain the subject of debate among experts and medical professionals, are not universally
recognized medical conditions, and frequently involve other collateral or controlling factors such
as narcotics or alcohol influence, or preexisting medical conditions. While it is impractical to restrict
an officer's use of reasonable control methods when attempting to restrain a combative individual,
officers are not authorized to use any restraint or transportation method which might unreasonably
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impair an individual's breathing or respiratory capacity for a period beyond the point when the
individual has been adequately and safely controlled. Once the individual is safely secured, officers
should promptly check and continuously monitor the individual's condition for signs of medical
distress (Government Code § 7286.5).

300.3.9 USE OF FORCE TO PREVENT INGESTION OF EVIDENCE
Officers are discouraged from using force solely to prevent a person from swallowing evidence or
contraband (see the Medical Aid and Response Policy).

300.4 DEADLY FORCE APPLICATIONS

Where feasible, the officer shall, prior to the use of deadly force, make reasonable efforts to identify
as a peace officer and to warn that deadly force may be used, unless the officer has objectively
reasonable grounds to believe the person is aware of those facts (Penal Code 835a).

If an objectively reasonable officer would consider it safe and feasible to do so under the totality
of the circumstances, officers shall evaluate and use other reasonably available resources and
techniqgues when determining whether to use deadly force. To the extent that it is reasonably
practical, officers should consider their surroundings and any potential risks to bystanders prior to
discharging a firearm (Government Code § 7286(b)).

The use of deadly force by authorized members is only justified when the officer reasonably
believes it is necessary in the following circumstances (Penal Code § 835a):

(@) Officers may use deadly force to protect themselves or others from what they
reasonably believe is an imminent threat of death or serious bodily injury to the officer
or another person.

(b)  An officer may use deadly force to apprehend a fleeing person for any felony that
threatened or resulted in death or serious bodily injury if the officer reasonably believes
that the person will cause death or serious bodily injury to another unless immediately
apprehended.

Officers shall not use deadly force against a person based on the danger that person poses to self,
if an objectively reasonable officer would believe the person does not pose an imminent threat of
death or serious bodily injury to the officer or to another person (Penal Code § 835a).

An "imminent" threat of death or serious bodily injury exists when, based on the totality of the
circumstances, a reasonable officer in the same situation would believe that a person has the
present ability, opportunity, and apparent intent to immediately cause death or serious bodily injury
to the officer or another person. An officer's subjective fear of future harm alone is insufficient as
an imminent threat. An imminent threat is one that from appearances is reasonably believed to
require instant attention (Penal Code § 835a).

300.4.1 SHOOTING AT OR FROM MOVING VEHICLES

Shots fired at or from a moving vehicle are rarely effective and may involve additional
considerations and risks. When feasible, officers should take reasonable steps to move out of
the path of an approaching vehicle instead of discharging their firearm at the vehicle or any of
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its occupants. An officer should only discharge a firearm at a moving vehicle or its occupants
when the officer reasonably believes there are no other reasonable means available to avert the
imminent threat of the vehicle, or if deadly force other than the vehicle is directed at the officer
or others (Government Code § 7286(b)).

Officers should not shoot at any part of a vehicle in an attempt to disable the vehicle.

300.4.2 DISPLAYING OF FIREARMS

Given that individuals might perceive the display of a firearm as a potential application of force,
officers should carefully evaluate each tactical situation and use sound discretion when drawing
a firearm in public by considering the following guidelines (Government Code § 7286(b)):

(@) If the officer does not initially perceive a threat but reasonably believes that the
potential for such threat exists, firearms should generally be kept in the low-ready or
other position not directed toward an individual.

(b) If the officer reasonably believes that a threat exists based on the totality of
circumstances presented at the time (e.g., high-risk stop, tactical entry, armed
encounter), firearms may be directed toward such threat until the officer no longer
perceives such threat.

Once it is reasonably safe to do so, officers should carefully secure all firearms.

300.5 REPORTING THE USE OF FORCE

Any use of force by a member of this department shall be documented promptly, completely, and
accurately in an appropriate report, depending on the nature of the incident. The officer should
articulate the factors perceived and why the officer believed the use of force was reasonable
under the circumstances. To collect data for purposes of training, resource allocation, analysis,
and related purposes, the Department may require the completion of additional report forms as
specified in department policy, procedure, or law. See the Report Preparation Policy for additional
circumstances that may require documentation.

300.5.1 NOTIFICATION TO SUPERVISORS
Any use of force by an officer shall be reported immediately to a supervisor in circumstances,
including but not limited to the following (Penal Code § 832.13):

(@) The application caused a visible injury.

(b) The application would lead a reasonable officer to conclude that the individual may
have experienced more than momentary discomfort.

(c) The individual subjected to the force complained of injury or continuing pain.

(d) The individual indicates intent to pursue litigation.

(e) Any application of the conducted energy device (CED) or control device.

(H  Any application of a restraint device other than handcuffs, shackles, or belly chains.
() The individual subjected to the force was rendered unconscious.

(h)  Anindividual was struck or kicked.
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()  An individual alleges unreasonable force was used or that any of the above has
occurred.

As used in this section, "immediately" means as soon as it is safe and feasible to do so.

300.5.2 REPORT RESTRICTIONS

Officers shall not use the term excited delirium to describe an individual in an incident report.
Officers may describe the characteristics of an individual's conduct, but shall not generally
describe the individual's demeanor, conduct, or physical and mental condition at issue as excited
delirium (Health and Safety Code § 24402).

300.5.3 REPORTING TO CALIFORNIA DEPARTMENT OF JUSTICE

Statistical data regarding all officer-involved shootings and incidents involving use of force
resulting in serious bodily injury is to be reported to the California Department of Justice as required
by Government Code § 12525.2 (see the Records Maintenance and Release Policy).

300.6 MEDICAL CONSIDERATIONS

Once it is reasonably safe to do so, properly trained officers should promptly provide or procure
medical assistance for any person injured or claiming to have been injured in a use of force incident
(Government Code § 7286(b)).

Prior to booking or release, medical assistance shall be obtained for any person who exhibits signs
of physical distress, who has sustained visible injury, expresses a complaint of injury or continuing
pain, or who was rendered unconscious. Any individual exhibiting signs of physical distress after
an encounter should be continuously monitored until medically assessed.

Based upon the officer’s initial assessment of the nature and extent of the individual’s injuries,
medical assistance may consist of examination by an emergency medical services provider or
medical personnel at a hospital or jail. If any such individual refuses medical attention, such
a refusal shall be fully documented in related reports and, whenever practicable, should be
witnessed by another officer and/or medical personnel. If a recording is made of the contact or an
interview with the individual, any refusal should be included in the recording, if possible.

The on-scene supervisor or, if the on-scene supervisor is not available, the primary handling officer
shall ensure that any person providing medical care or receiving custody of a person following any
use of force is informed that the person was subjected to force. This notification shall include a
description of the force used and any other circumstances the officer reasonably believes would
be potential safety or medical risks to the subject (e.g., prolonged struggle, extreme agitation,
impaired respiration).

Individuals who exhibit extreme agitation, violent irrational behavior accompanied by profuse
sweating, extraordinary strength beyond their physical characteristics, and imperviousness to pain
(sometimes called “excited delirium”), or who require a protracted physical encounter with multiple
officers to be brought under control, may be at an increased risk of sudden death. Calls involving
these persons should be considered medical emergencies. Officers who reasonably suspect a
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medical emergency should request medical assistance as soon as practicable and have medical
personnel stage away (see the Medical Aid and Response Policy).

300.7 SUPERVISOR RESPONSIBILITY
A supervisor should respond to any reported use of force, if reasonably available. The responding
supervisor is expected to (Government Code § 7286(b)):

(@) Obtain the basic facts from the involved officers. Absent an allegation of misconduct
or excessive force, this will be considered a routine contact in the normal course of
duties.

(b) Ensure that any injured parties are examined and treated.

(c) When possible, separately obtain a recorded interview with the individual upon whom
force was applied. If this interview is conducted without the individual having voluntarily
waived Miranda rights, the following shall apply:

1.  The content of the interview should not be summarized or included in any related
criminal charges.

2. The fact that a recorded interview was conducted should be documented in a
property or other report.

3.  The recording of the interview should be distinctly marked for retention until all
potential for civil litigation has expired.

(d) Once any initial medical assessment has been completed or first aid has been
rendered, ensure that photographs have been taken of any areas involving visible
injury or complaint of pain, as well as overall photographs of uninjured areas.

1. These photographs should be retained until all potential for civil litigation has
expired.

(e) Identify any witnesses not already included in related reports.
(H  Review and approve all related reports.
(g) Determine if there is any indication that the individual may pursue civil litigation.

1. If there is an indication of potential civil litigation, the supervisor should complete
and route a notification of a potential claim through the appropriate channels.

(h) Evaluate the circumstances surrounding the incident and initiate an administrative
investigation if there is a question of policy noncompliance or if for any reason further
investigation may be appropriate.

In the event that a supervisor is unable to respond to the scene of an incident involving the reported
application of force, the supervisor is still expected to complete as many of the above items as
circumstances permit.

300.7.1 DEPUTY CHIEF RESPONSIBILITY
The Deputy Chief shall review each use of force by any personnel within the Deputy Chief's
command to ensure compliance with this policy and to address any training issues.
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300.8 USE OF FORCE COMPLAINTS

The receipt, processing, and investigation of civilian complaints involving use of force incidents
should be handled in accordance with the Personnel Complaints Policy (Government Code §
7286(b)).

300.9 TRAINING
Officers and supervisors will receive periodic training on this policy and demonstrate their
knowledge and understanding (Government Code § 7286(Db)).

Subject to available resources, the Training Manager should ensure that officers receive periodic
training on de-escalation tactics, including alternatives to force.

Training should also include (Government Code § 7286(b)):

(@) Guidelines regarding vulnerable populations, including but not limited to children,
elderly persons, pregnant individuals, and individuals with physical, mental, and
developmental disabilities.

(b) Training courses required by and consistent with POST guidelines set forth in Penal
Code § 13519.10.

See the Training Policy for restrictions relating to officers who are the subject of a sustained use
of force complaint.

300.10 USE OF FORCE ANALYSIS

At least annually, the Deputy Chief should prepare an analysis report on use of force incidents.
The report should be submitted to the Chief Probation Officer or the authorized designee. The
report should not contain the names of officers, suspects, or case numbers, and should include:

(@) The identification of any trends in the use of force by members.
(b) Training needs recommendations.
(c) Equipment needs recommendations.
(d) Poalicy revision recommendations.
300.11 POLICY REVIEW

The Chief Probation Officer or the authorized designee should regularly review and update this
policy to reflect developing practices and procedures (Government Code § 7286(b)).

300.12 POLICY AVAILABILITY
The Chief Probation Officer or the authorized designee should ensure this policy is accessible to
the public (Government Code § 7286(c)).

300.13 PUBLIC RECORDS REQUESTS

Requests for public records involving an officer's personnel records shall be processed in
accordance with Penal Code § 832.7 and the Personnel Records, and Records Maintenance and
Release policies (Government Code § 7286(b)).
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301.1 PURPOSE AND SCOPE
This policy establishes a process for the Trinity County Probation Department to review the use
of force by its members.

This review process shall be in addition to any other review or investigation that may be conducted
by any outside or multi-agency entity having jurisdiction over the investigation or the evaluation
of the use of force.

301.2 POLICY
The Trinity County Probation Department will objectively evaluate the use of force by its members
to ensure that their authority is used appropriately and consistent with training and policy.

301.3 REMOVAL FROM LINE DUTY ASSIGNMENT

Generally, whenever a member’s actions or use of force in an official capacity, or while using
department equipment, results in death or very serious injury to another, that member will be
placed in a temporary administrative assignment pending an administrative review. The Chief
Probation Officer or the authorized designee may exercise discretion and choose not to place a
member in an administrative assignment.

301.4 REVIEW BOARD
The Use of Force Review Board will be convened when the use of force by a member results in
very serious injury or death to another person.

The Use of Force Review Board will also investigate and review the circumstances surrounding
every discharge of a firearm, whether the member was on- or off-duty, excluding training or
recreational use.

The Chief Probation Officer or the authorized designee may request the Use of Force Review
Board to investigate the circumstances surrounding any use of force incident.

The Chief Probation Officer or the authorized designee will convene the Use of Force Review
Board as necessary. It will be the responsibility of the Deputy Chief or supervisor of the involved
member to notify the Chief Probation Officer of any incidents requiring board review. The involved
member's Deputy Chief or supervisor will also ensure that all relevant reports, documents, and
materials are available for consideration and review by the board.

301.4.1 COMPOSITION OF THE BOARD
The Chief Probation Officer or the authorized designee should staff the Use of Force Review
Board with at least three individuals from any of the following, as appropriate:

. Representatives of each Division
. Staff representative from the involved member’s chain of command

. Training Manager
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. Non-administrative supervisor

. A peer officer/department member

. A probation officer from an outside agency, as appropriate

. Department instructor for the type of weapon, device, or technique used

The senior-ranking staff representative who is not in the same Division as the involved member
will serve as chairperson.

301.4.2 RESPONSIBILITIES OF THE BOARD
The Use of Force Review Board is empowered to conduct an administrative review and inquiry
into the circumstances of an incident.

The board members may request further investigation, request reports be submitted for the
board's review, call persons to present information, and request the involved member to appear.
The involved member will be notified of the meeting of the board and may choose to have a
representative through all phases of the review process.

The board does not have the authority to recommend discipline.

The Chief Probation Officer or the authorized designee will determine whether the board should
delay its review until after completion of any criminal investigation, review by any prosecutorial
body, filing of criminal charges, the decision not to file criminal charges, or any other action.
The board should be provided all relevant available material from these proceedings for its
consideration.

Absent an express waiver from the involved member, no more than two designated board
members may ask questions of the involved member. Other board members may provide
guestions to the designated board members.

The review shall be based on those facts that are reasonably believed or known by the officer at
the time of the incident, applying any legal requirements, department policies, procedures, and
approved training to those facts. Facts later discovered but unknown to the involved member at
the time shall neither justify nor call into question a member's decision regarding the use of force.

Any questioning of the involved member conducted by the board will be in accordance with
Trinity County Probation Department disciplinary procedures, the Personnel Complaints Policy,
the current memorandum of understanding, and any applicable state or federal law.

The board shall make one of the following recommended findings:
(@) The member's actions were within department policy and procedure.
(b) The member's actions were in violation of department policy and procedure.

A recommended finding requires a majority vote of the board. The board may also recommend
additional investigations or reviews, such as disciplinary investigations, training reviews to
consider whether training should be developed or revised, and policy reviews, as may be
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appropriate. The board chairperson will submit the written recommendation to the Chief Probation
Officer.

The Chief Probation Officer shall review the recommendation, make a final determination as to
whether the member's actions were within policy and procedure, and determine whether any
additional actions, investigations, or reviews are appropriate. Those findings will be forwarded
to the involved member's Deputy Chief for review and appropriate action. If the Chief Probation
Officer concludes that discipline should be considered, a disciplinary process will be initiated.

At the conclusion of any additional reviews, copies of all relevant reports and information will be
filed with the Chief Probation Officer.
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302.1 PURPOSE AND SCOPE

The purpose of this policy is to establish policy and procedures for the investigation of an incident
in which a person is injured or dies as the result of an officer-involved shooting or dies as a result
of another action of an officer.

In other incidents not covered by this policy, the Chief Probation Officer may decide that the
investigation will follow the process provided in this policy.

302.2 POLICY
The policy of the Trinity County Probation Department is to ensure that officer-involved shootings
and deaths are investigated in a thorough, fair, and impartial manner.

302.3 TYPES OF INVESTIGATIONS
Officer-involved shootings and deaths involve several separate investigations. The investigations
may include:

. A criminal investigation of the suspect’s actions.

. A criminal investigation of the involved officer’s actions.

. An administrative investigation into policy compliance by involved officers.
. A civil investigation to determine potential liability.

302.3.1 CRIMINAL INVESTIGATIONS
The Chief Probation Officer should request that the law enforcement agency in whose jurisdiction
the conduct occurred perform a criminal investigation into both the involved officer and the suspect.

302.3.2 ADMINISTRATIVE AND CIVIL INVESTIGATION
Regardless of where the incident occurs, the Trinity County Probation Department should conduct
an administrative and civil investigation of each involved officer.

A Trinity County Multi-Agency Officer Involved Critical Incident Protocol has been developed
and entered into by the Probation Department to coordinate and assist investigations of critical
incidents involving law enforcement agency personnel for possible presentation to the District
Attorney for determination of whether criminal liability exists. This protocol ensures that all
investigations of this nature are performed in a manner which provides for a thorough and
professional inquiry that avoids conflicts of interest. This protocol is not intended to interfere with
an employing agency’s policy of providing peer support, family notifications, or other personal
needs to an officer involved in a critical incident. See attachment: 2015 MOU - Ofcr. Inv. Critical
Incid. Protocol - Reduced Size.pdf

302.4 INVESTIGATION PROCESS
These procedures are guidelines used in the investigation of an officer-involved shooting or death.
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302.4.1 OFFICER RESPONSIBILITIES
The officer should, as appropriate:

(@)
(b)
(€)
(d)

Notify a supervisor.
Notify the appropriate local law enforcement agency.
Request appropriate emergency medical services.

Request additional resources from the Department or other law enforcement agencies.

302.4.2 SUPERVISOR RESPONSIBILITIES
Upon arrival at the scene, the Trinity County Probation Department supervisor should ensure
completion of the duties outlined above, plus:

(@)

(b)

(€)

In the event a law enforcement investigator has not arrived, attempt to obtain a brief
overview of the situation from any uninvolved officers.

1. In the event there are no uninvolved officers who can supply adequate overview,
the supervisor should attempt to obtain a brief voluntary overview from one
involved officer.

Each involved Trinity County Probation Department officer should be given an
administrative order not to discuss the incident with other involved officers or Trinity
County Probation Department members pending further direction from a supervisor.

As soon as practicable, in coordination with the supervising officer of the law
enforcement investigator in charge of the criminal investigation, request that involved
officers are transported (separately, if feasible) to a suitable location for further
direction.

1.  When an involved officer's weapon is taken or left at the scene for other than
officer-safety reasons (e.g., evidence), ensure that the officer is provided with
appropriate security.

302.4.3 NOTIFICATIONS
The supervisor is responsible for notification to the following persons as soon as practicable:

Chief Probation Officer

District Attorney

County Counsel

Outside agency investigators
Psychological/peer support personnel
Clergy, if requested

Presiding judge

Involved officer's agency representative, if requested
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302.4.4 INVOLVED OFFICERS
The following shall be considered for the involved officer:

(@) Any request for legal representation will be accommodated.

1. Involved Trinity County Probation Department officers shall not be permitted to
meet collectively or in a group with an attorney or any representative prior to
providing a formal interview or report.

(b) Discussions with licensed attorneys will be considered privileged as attorney-client
communications.

(c) Discussions with employee groups will be privileged only as to the discussion of non-
criminal information.

(d) A licensed psychotherapist should be provided by the Department to each involved
Trinity County Probation Department officer. A licensed psychotherapist may also be
provided to any other affected Trinity County Probation Department members, upon
request.

1. Interviews with a licensed psychotherapist will be considered privileged.

2. An interview or session with a licensed psychotherapist may take place prior
to the member providing a formal interview or report. However, the involved
members shall not be permitted to consult or meet collectively or in a group with
a licensed psychotherapist prior to providing a formal interview or report.

3.  Aseparate fithess-for-duty exam may also be required (see the Fitness for Duty
Policy).

(e) Peer counselors are cautioned against discussing the facts of any incident with an
involved or witness officer (Government Code § 8669.4).

Care should be taken to preserve the integrity of any physical evidence present on the involved
officer's equipment or clothing, such as blood or fingerprints, until law enforcement investigators
or lab personnel can properly retrieve it.

Each involved Trinity County Probation Department officer should be given reasonable paid
administrative leave after an officer-involved shooting or death. It shall be the responsibility of the
Chief Probation Officer to make schedule adjustments to accommodate such leave.

302.5 CRIMINAL INVESTIGATION
The District Attorney's Office is responsible for the determination as to whether criminal charges
are filed as a result of any officer-involved shooting involving injury or death.

Criminal investigators should be given the opportunity to obtain a voluntary statement from
involved officers and to complete their interviews. The following shall be considered for the
involved officer:

(@) Trinity County Probation Department supervisors should not participate directly in
any voluntary interview of Trinity County Probation Department officers. This will
not prohibit such personnel from monitoring interviews or providing the criminal
investigators with topics for inquiry.
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(b) Any voluntary statement provided by an involved officer will be made available
for any related investigation, including administrative investigations. However, no
administratively coerced statement will be provided to any criminal investigators
unless the officer consents.

302.5.1 REPORTS BY INVOLVED TRINITY COUNTY PROBATION DEPARTMENT
OFFICERS

In the event that suspects remain outstanding or subject to prosecution for related offenses, this
department shall retain the authority to require involved Trinity County Probation Department
officers to provide sufficient information for related criminal reports to facilitate the apprehension
and prosecution of those individuals.

While the involved Trinity County Probation Department officer may write the report, it is generally
preferred that such reports be limited to the report completed by the criminal investigators.

Nothing in this section shall be construed to deprive an involved Trinity County Probation
Department officer of the right to consult with legal counsel prior to completing any such criminal
report.

302.6 ADMINISTRATIVE INVESTIGATIONS

In addition to all other investigations associated with the incident, this department will conduct
an internal administrative investigation of involved Trinity County Probation Department officers
to determine conformance with department policy. This investigation will be conducted under the
supervision of the Chief Probation Officer or the authorized designee and will be considered a
confidential officer personnel file.

Interviews of members shall be subject to department policies and applicable laws (see the
Personnel Complaints Policy).

(@) Anyinvolved officer may be requested or administratively compelled to provide a blood
sample for alcohol/drug screening. Absent consent from the officer, such compelled
samples and the results of any such testing shall not be disclosed to any criminal
investigative agency.

(b) Ifany officer has voluntarily elected to provide a statement to criminal investigators, the
assigned administrative investigator should review that statement before proceeding
with any further interview of that involved officer.

1. If further interview of the officer is deemed necessary to determine policy
compliance, care should be taken to limit the inquiry to new areas with minimal
duplication of questions addressed in the voluntary statement. The involved
officer shall be provided with a copy of the prior statement before proceeding
with any subsequent interviews.

(c) Inthe event that an involved officer has elected not to provide criminal investigators
with a voluntary statement, the assigned administrative investigator shall conduct an
administrative interview to determine all relevant information.
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1.  Although this interview should not be unreasonably delayed, care should be
taken to ensure that the officer’s physical and psychological needs have been
addressed before commencing the interview.

2. If requested, the officer shall have the opportunity to select an uninvolved
representative to be present during the interview. However, to maintain the
integrity of each individual officer’s statement, involved officers shall not consult
or meet with a representative collectively or in groups prior to being interviewed
(Government Code § 3303(i)).

3. Administrative interviews should be recorded by the investigator. The officer may
also record the interview (Government Code 8§ 3303(Q)).

4.  The officer shall be informed of the nature of the investigation. If an officer
refuses to answer questions, the officer should be given Lybarger or Garrity
rights and ordered to provide full and truthful answers to all questions. The officer
shall be informed that the interview will be for administrative purposes only and
that the statement cannot be used criminally.

5.  The assigned investigator shall compile all relevant information and reports
necessary for the Chief Probation Officer to determine compliance with policies.

6. Regardless of whether the use of force is an issue in the case, the completed
administrative investigation shall be submitted to the Use of Force Review
Board, which will restrict its findings to whether there was compliance with the
Use of Force Policy.

7. Any other indications of potential policy violations shall be determined in
accordance with standard disciplinary procedures.

302.7 AUDIO AND VIDEO RECORDINGS
Any officer involved in a shooting or death may be permitted to review any video or audio
recordings prior to providing a recorded statement or completing reports.

Upon request, non-department withesses who are able to verify their presence and their ability to
contemporaneously perceive events at the scene of an incident may also be permitted to review
available video or audio recordings with the approval of assigned investigators or a supervisor.

Any video or audio recordings of an incident should not be publicly released during an ongoing
investigation without consulting the prosecuting attorney or County Counsel, as appropriate.

302.8 DEBRIEFING
The Trinity County Probation Department should conduct both a critical incident stress debriefing
and a tactical debriefing.

302.8.1 CRITICAL INCIDENT STRESS DEBRIEFING

A critical incident stress debriefing should occur as soon as practicable. The Deputy Chief is
responsible for organizing the debriefing. Notes and recorded statements should not be taken
because the sole purpose of the debriefing is to help mitigate the stress-related effects of a
traumatic event.
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The debriefing is not part of any investigative process. Care should be taken not to release or
repeat any communication made during a debriefing unless otherwise authorized by policy, law,
or a valid court order.

Attendance at the debriefing should only include those members of the Department directly
involved in the incident. Family or other support personnel may attend with the concurrence of
those involved in the incident. The debriefing shall be closed to the public and should be closed
to all other members of the Department, including supervisory personnel and personnel assigned
to conduct administrative investigations of this incident.

302.8.2 TACTICAL DEBRIEFING

A tactical debriefing should take place to identify any training or areas of policy that need
improvement. The Chief Probation Officer should identify the appropriate participants. This
debriefing should not be conducted until all involved members have provided recorded or formal
statements to the criminal and/or administrative investigators.

302.9 MEDIA RELATIONS

Any media release shall be prepared with input and concurrence from the investigating law
enforcement agencies. Releases will be available to the Chief Probation Officer and assigned
investigators in the event of inquiries from the media.

No involved Trinity County Probation Department officer shall comment to the media unless
authorized by the Chief Probation Officer and the assigned law enforcement agency.

302.10 REPORTING

If the death, or shooting, of an individual occurs in any incident involving an officer of the Trinity
County Probation Department and qualifies to be reported to the state, the Chief Probation Officer
will ensure that the Custodian of Records is provided with enough information to meet the reporting
requirements (Government Code § 12525.2; Government Code § 12525).
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303.1 PURPOSE AND SCOPE
This policy provides guidelines for issuing firearms, the safe and legal carrying of firearms, firearms

maintenance, and firearms training.

This policy does not apply to issues related to the use of firearms that are addressed in the Use
of Force or Officer-Involved Shootings and Deaths policies.

This policy only applies to those members who are authorized by law and the Chief Probation
Officer to carry firearms.

303.2 POLICY

The Trinity County Probation Department may authorize and equip certain members with firearms
for specified duties. The Department will ensure firearms are appropriate and in good working
order and that relevant training is provided as resources allow.

303.3 LEGAL AUTHORITY TO CARRY AND USE A FIREARM

The peace officer status of deputy probation officers is created in Penal Code § 830.5: "The
following persons are peace officers whose authority extends to any place in the state while
engaged in the performance of the duties of their respective employment and for the purpose of
carrying out the primary function of their employment or as required under Sections 8597, 8598,
and 8617 of the Government Code. Except as specified in this section, these peace officers may
carry firearms only if authorized and under those terms and conditions specified by their employing
agency: (emphasis added)..., deputy probation officer or deputy. The deputy probation officer's
use of peace officers powers is defined and limited to on-duty hours by statute, court decisions
and opinions of the California Attorney General's Office. Penal Code § 830.5 (a) reads in part,
"Except as otherwise provided in this subdivision, the authority of these deputy probation officers
shall extend only as follows: (a) To conditions of parole or of probation by any person in this state
on parole or probation. (b) To the escape of any inmate or ward from a state or local institution. (c)
To the transportation of persons on parole or probation. (d) To violations of any penal provisions of
law that are discovered while performing the usual or authorized duties of his or her employment.
(e) To the rendering of mutual aid to any other law enforcement agency. Deputy Probation Officers
authority to carry and use firearms on-duty shall be consistent with these provisions of the Penal
Code and shall be limited by the terms and conditions specified by this policy. Deputy Probation
Officers authorized to carry firearms on duty are required, pursuant to 830.5(d) of the Penal Code,
to meet the training requirements of 832 P.C. and to qualify with the firearm at least quarterly.
Nothing in this policy shall be considered or construed as conferring on the authority beyond that
granted by the Penal Code. Deputy Probation Officers authorized to carry firearms shall comply
with the requirements of the Penal Code and these policies. Under the provisions of Section 830.5
of the Penal Code, a deputy probation officer holds peace officer "status" at all times and may
therefore carry a personal, concealed firearm during off-duty hours without being in violation of
Section 12025 of the Penal Code. The "authority" to act as a peace officer however, only extends
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to on-duty hours while the deputy probation officer is engaged in the performance of his/her duties.
A deputy probation officer who carries or uses any firearm off-duty therefore does so as a private
citizen.

Any consequences of liability of any kind arising out of any act or incident involving the use or
carrying of any firearm during off-duty hours shall be the sole, personal responsibility of the deputy
probation officer. The County assumes no liability or responsibility for such, off-duty use of a
firearm by a deputy probation officer, and any act or incident shall not be deemed an official or
permitted act or incident or the exercise of peace officer "authority." Any misuse of a firearm off-
duty by a deputy probation officer may subject that deputy probation officer to disciplinary action up
to and including termination, in addition to any civil or criminal action to which the deputy probation
officer may be subjected.

303.4 AUTHORIZATION TO CARRY A FIREARM ON DUTY

The Department will not order a deputy probation officer to be armed and may restrict duty
assignments accordingly. Deputy Probation Officers that want to be armed must complete the
Arming Application (303.5) and submit to the Chief Probation Officer for consideration. Deputy
Probation Officers authorized to carry a firearm are encouraged to carry their weapon at all times
while on duty. In any event, armed personnel should have their firearms and all authorized safety
equipment readily available to them while on duty. The Arming Authorization shall be in writing
and shall be signed by the Chief Probation Officer. No deputy probation officer shall carry a firearm
on his/her person at any time or have a firearm in his/her possession in the office or any other job
location or in his/her vehicle without the prior written authorization of the Chief Probation Officer
obtained pursuant to these policies and procedures. The signed Arming Authorization form shall
be kept in the deputy probation office's personnel file. The authorization to carry a firearm shall
be subject to ongoing periodic review by the Chief Probation Officer. The Chief Probation Officer
may approve or deny any request by a deputy probation officer to be armed on a case-by-case
basis subject to any terms and limitations deemed appropriate within the sole discretion of the
Chief Probation Officer. The Chief Probation Officer may, at any time, for any reason or without
cause, revoke the authority of any deputy probation officer to carry a firearm on duty. The deputy
probation officer shall immediately be informed of the revocation and, if necessary, transferred
to an assignment not requiring arming. A copy of the written revocation shall be delivered to the
deputy probation officer within five (5) working days, and a copy shall be placed in the deputy
probation officer's personnel file.

303.5 ARMING APPLICATION
All requests by officers to be armed on duty will be submitted to the Chief Probation Officer using
this form:

303.6 AUTHORIZED FIREARMS, AMMUNITION, AND OTHER WEAPONS
Members may carry firearms consistent with the written authorization of the Chief Probation Officer
identifying when a firearm may be carried and any limitations.
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Authorized members shall only use firearms that are issued or approved by the Department and
have been thoroughly inspected by the Rangemaster. Except in an emergency or as directed by
a supervisor, no firearm shall be carried by a member who has not qualified with that firearm at
an authorized range.

All other weapons not provided by the Department, including but not limited to edged weapons,
chemical or electronic weapons, impact weapons, or any weapon prohibited or restricted by law
or that is not covered elsewhere by department policy, may not be carried by members in the
performance of their official duties without the express written authorization of the Chief Probation
Officer. This exclusion does not apply to the carrying of a single folding pocketknife that is not
otherwise prohibited by law.

303.6.1 HANDGUNS
The authorized handguns are department issued.

The probation officer shall be issued a department firearm.

The probation officer shall be issued a department holster and three magazines.

303.6.2 SHOTGUN/RIFLE DEPLOYMENT

If approved and issued, members should deploy a shotgun or rifle only in circumstances when the
member can articulate a reasonable expectation that a shotgun or rifle may be needed. Members
participating on a specialized team should refer to the Task Force Policy regarding authorization
for specific operations.

Examples of some general guidelines for deployment of a shotgun or rifle may include but are
not limited to:

. Situations when the member reasonably anticipates an armed encounter or an
encounter with an individual wearing body armor.

. Situations when a member reasonably expects the need to meet or exceed an
individual's firepower or may require long-range accuracy.

. When authorized or requested by a supervisor.

303.6.3 AUTHORIZED SECONDARY HANDGUN

Members authorized by the Chief Probation Officer to carry a firearm in the performance of their
duties who desire to carry a secondary handgun must receive written approval from the Chief
Probation Officer and are subject to the following restrictions:

(@) The handgun shall be in good working order and approved by the Chief.
(b)  Only one secondary handgun may be carried at a time.

(c) The purchase of the handgun and ammunition shall be the responsibility of the
member unless the handgun and ammunition are provided by the Department.
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(d) Thehandgun shall be carried concealed at all times and in such a manner as to prevent
unintentional cocking, discharge, or loss of physical control.

(e) The handgun shall be inspected by the Rangemaster prior to being carried and
thereafter shall be subject to inspection whenever it is deemed necessary.

(H  Ammunition shall be the same as department issue. If the caliber of the handgun is
other than department issue, the Chief Probation Officer or the authorized designee
shall approve the ammunition.

(g) Prior to carrying the secondary handgun, members shall qualify under range
supervision and thereafter shall qualify in accordance with the department qualification
schedule. Members must demonstrate proficiency and safe handling, and that the
handgun functions properly.

(h) Members shall provide written notice of the make, model, color, serial number, and
caliber of a secondary handgun to the Rangemaster, who will maintain a list of the
information.

303.6.4 AMMUNITION

Members shall carry only department-authorized ammunition. Members shall be issued fresh
duty ammunition in the specified quantity for all department-issued firearms during the
member's firearms qualification at minimum annually. Replacements for unserviceable or depleted
ammunition issued by the Department shall be dispensed by the Rangemaster when needed, in
accordance with established policy.

Members carrying personally owned authorized firearms of a caliber differing from department-
issued firearms shall be responsible for obtaining fresh duty ammunition in accordance with the
above, at their own expense.

303.6.5 LESS THAN LETHAL

(@) Members shall wear aless than lethal option any time they are in a situation where they
could reasonably be expected to take enforcement action, including, but not limited to
when they are participating in field supervision activities.

(b) Members are not required to wear a less than lethal option when they are functioning
primarily in an administrative or support capacity and would not reasonably be
expected to take enforcement action.

(c) Member may be excused from wearing a less than lethal option when they are
involved in undercover or plainclothes work that their supervisor determines could
be compromised or when a supervisor determines that other circumstances make it
inappropriate to mandate.

303.7 EQUIPMENT
Firearms shall be maintained in a clean, serviceable condition. Maintenance and repair of
authorized personally owned firearms are the responsibility of the individual member.
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303.7.1 REPAIRS OR MODIFICATIONS
Each member shall be responsible for promptly reporting any damage or malfunction of an
assigned firearm to a supervisor or the Rangemaster.

Firearms that are the property of the Department or personally owned firearms that are approved
for department use may be repaired or modified only by a person who is department-approved
and certified as an armorer or gunsmith in the repair of the specific firearm. Such modification or
repair must be authorized in advance by the Rangemaster.

Any repairs or modifications to the member’'s personally owned firearm shall be done at the
member's expense and must be approved by the Rangemaster.

303.7.2 HOLSTERS

Only department-approved holsters shall be used and worn by members. Members shall
periodically inspect their holsters to make sure they are serviceable and provide the proper security
and retention of the handgun.

303.7.3 TACTICAL LIGHTS

If so approved and issued by the Chief, tactical lights may only be installed on a firearm after they
have been examined and approved by the Rangemaster. Except in an approved training situation,
a member may only utilize a mounted tactical light when the member would otherwise be justified
in pointing a firearm at the target.

303.7.4 OPTICS OR LASER SIGHTS

If so approved and issued by the Chief, optics or laser sights may only be installed on a firearm
after they have been examined and approved by the Rangemaster. Any approved sight shall only
be installed in strict accordance with manufacturer specifications. Once approved sights have
been properly installed on any firearm, the member shall qualify with the firearm to ensure proper
functionality and sighting of the firearm prior to carrying it.

Except in an approved training situation, a member may only sight in on a target when the member
would otherwise be justified in pointing a firearm at the target.

303.8 SAFE HANDLING, INSPECTION, AND STORAGE
Members shall maintain the highest level of safety when handling firearms and shall consider the
following:

(@) Members shall not unnecessarily display or handle any firearm.

(b) Members shall be governed by all rules and regulations pertaining to the use of the
range and shall obey all orders issued by the Rangemaster. Members shall not dry
fire or practice quick draws except as instructed by the Rangemaster or other firearms
training staff.

(c) Members shall not clean, repair, load, or unload a firearm anywhere or in any manner
where there is a reason to believe an unintentional discharge could cause injury to
others.
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(d) Shotguns or rifles removed from vehicles or the equipment storage room shall be
loaded and unloaded in the parking lot and outside of the vehicle, using clearing
barrels.

(e) Members shall not place or store any firearm or other weapon on department premises
except where the place of storage is locked. No one shall carry firearms into a custodial
facility when securing or processing an arrestee, but shall instead place all firearms
in a secured location.

(H  Members shall not use any automatic firearm, heavy caliber rifle, gas, or other type of
chemical weapon or firearm except with approval of the Chief Probation Officer.

(@) Any firearm authorized by the Department to be carried on- or off-duty that is
determined by a member to be malfunctioning or in need of service or repair shall
not be carried. It shall be promptly presented to the Department or a Rangemaster
approved by the Department for inspection and repair. Any firearm deemed in need
of repair or service by the Rangemaster will be immediately removed from service. If
the firearm is the member's primary duty firearm, a replacement firearm will be issued
to the member until the duty firearm is serviceable.

303.8.1 INSPECTION AND STORAGE

Handguns shall be inspected regularly and upon access or possession by another person. The
member shall ensure that the firearm is carried in the proper condition and loaded with approved
ammunition.

Personally owned firearms may be safely stored in lockers at the end of the shift. Department-
owned firearms shall be stored in the appropriate equipment storage room or individual office gun
safes. Handguns may remain loaded if they are secured in an appropriate holster. Shotguns and
rifles shall be unloaded in a safe manner outside the building and then stored in the appropriate
equipment storage room.

The Range Master shall inspect all firearms and duty ammo annually.

303.8.2 STORAGE AT HOME

Members shall ensure that all firearms and ammunition are locked and secured while in their
homes, vehicles, or any other area under their control, and in a manner that will keep them
inaccessible to children and others who should not have access. Members shall not permit
department-issued firearms to be handled by anyone not authorized by the Department to do so.
Members should be aware that negligent storage of a firearm could result in civil and criminal
liability (Penal Code § 25100).

303.8.3 STORAGE IN VEHICLES

When leaving a handgun in an unattended vehicle, members shall ensure that it is locked in the
trunk, or in alocked container that is placed out of view, or in a locked container that is permanently
affixed to the vehicle’s interior and not in plain view, or in a locked toolbox or utility box permanently
affixed to the vehicle (Penal Code 8§ 16850; Penal Code § 25140; Penal Code § 25452).
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If the vehicle does not have a trunk or a locked container, the firearm should be locked within the
center utility console that can be locked with a padlock, keylock, combination lock, or other similar
locking device (Penal Code § 25140).

Officers are exempt from these requirements during circumstances requiring immediate aid or
action in the course of official duties (Penal Code § 25140).

303.8.4 ALCOHOL AND DRUGS

Firearms shall not be carried by any member, either on- or off-duty, who has consumed an amount
of an alcoholic beverage, taken any drugs or medication, or has taken any combination thereof
that would tend to adversely affect the member’s senses or judgment.

303.9 FIREARMS TRAINING AND QUALIFICATIONS

All members who carry a firearm while on-duty are required to successfully complete training
guarterly with their duty firearms. All members will qualify at least quarterly with their duty firearms.
Members will also qualify with off-duty and secondary firearms at least quarterly. Training and
gualifications must be on an approved range course (Penal Code § 830.5).

At least annually, all members carrying a firearm should receive practical training designed to
simulate field situations, including low-light shooting.

303.9.1 NON-CERTIFICATION OR NON-QUALIFICATION

If any member fails to meet minimum standards for firearms training or qualification for any
reason, including injury, iliness, duty status, or scheduling conflict, that member shall submit a
memorandum to the immediate supervisor prior to the end of the required training or qualification
period.

Those who fail to meet minimum standards or qualify on their first shooting attempt shall be
provided remedial training and will be subject to the following requirements:

(@) Additional range assignments may be scheduled to assist the member in
demonstrating consistent firearm proficiency.

(b) Members shall be given credit for a range training or qualification when obtaining a
qualifying score or meeting standards after remedial training.

(c) No range credit will be given for:
1. Unauthorized range make-up.
2. Failure to meet minimum standards or qualify after remedial training.

Members who repeatedly fail to meet minimum standards will be removed from field assignment
and may be subject to disciplinary action.

303.10 FIREARMS DISCHARGE

Except during training or recreational use, any member who discharges a firearm intentionally or
unintentionally, on- or off-duty, shall make a verbal report to the member's supervisor as soon
as circumstances permit. If the discharge results in injury or death to another person, additional
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statements and reports shall be made in accordance with the Officer-Involved Shootings and
Deaths Policy. If a firearm was discharged as a use of force, the involved member shall adhere
to the additional reporting requirements set forth in the Use of Force Policy.

In all other cases, written reports shall be made as follows:

(@) If on-duty at the time of the incident, the member shall file a written report with the
Deputy Chief or provide a recorded statement to investigators prior to the end of shift,
unless otherwise directed.

(b) If off-duty at the time of the incident, the member shall file a written report or provide a
recorded statement no later than the end of the next regularly scheduled shift, unless
otherwise directed by a supervisor.

303.10.1 DESTRUCTION OF ANIMALS

Members are authorized to use firearms to stop an animal in circumstances where the animal
reasonably appears to pose an imminent threat to human safety and alternative methods are not
reasonably available or would likely be ineffective.

In circumstances where there is sufficient advance notice that a potentially dangerous animal may
be encountered, department members should develop reasonable contingency plans for dealing
with the animal (e.qg., presence of local law enforcement or animal control officer). Nothing in this
policy shall prohibit any member from shooting a dangerous animal if circumstances reasonably
dictate that a contingency plan has failed or becomes impractical.

A member may euthanize an animal that is so badly injured that human compassion requires its
removal from further suffering and where other dispositions are impractical (Penal Code 597.1(e)).
A member shall attempt to gain approval of a supervisor prior to euthanizing an animal. Injured
animals (with the exception of dogs and cats) may only be euthanized after a reasonable search
to locate the owner has been made (Penal Code 597.1(b)). Injured dogs and cats found without
their owners shall be taken to an appropriate veterinarian for determination of whether they should
be treated or humanely destroyed.

303.10.2 WARNING AND OTHER SHOTS

Generally, warning shots or shots fired for the purpose of summoning aid are discouraged and may
not be discharged unless the member reasonably believes that they appear necessary, effective,
and reasonably safe.

303.11 RANGEMASTER DUTIES

The range will be under the exclusive control of the Rangemaster. All members attending will
follow the directions of the Rangemaster. The Rangemaster will maintain a roster of all members
attending the range and will submit the roster to the Training Manager after each range date.
Failure of any member to sign in and out with the Rangemaster may result in hon-participation
or non-qualification.

The range shall remain operational and accessible to department members during hours
established by the Department.
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The Rangemaster has the responsibility of making periodic inspection, at least once a year, of all
duty firearms carried by members of this department to verify proper operation. The Rangemaster
has the authority to deem any department-issued or personally owned firearm unfit for service. The
member will be responsible for all repairs to the personally owned firearm; it will not be returned
to service until it has been inspected and approved by the Rangemaster.

The Rangemaster has the responsibility for ensuring each member meets the minimum
requirements during training shoots and, on at least a yearly basis, can demonstrate proficiency
in the care, cleaning, and safety of all firearms the member is authorized to carry.

The Rangemaster shall complete and submit to the Training Manager documentation of the
training courses provided. Documentation shall include the qualifications of each instructor who
provides the training, a description of the training provided, and, on a form that has been approved
by the Department, a list of each member who completes the training. The Rangemaster should
keep accurate records of all training shoots, qualifications, repairs, maintenance, or other records
as directed by the Training Manager.

303.12 FLYING WHILE ARMED

The Transportation Security Administration (TSA) has imposed rules governing law enforcement
officers flying armed on commercial aircraft. The following requirements apply to officers who
intend to be armed while flying on a commercial air carrier or flights where screening is conducted
(49 CFR 1544.219):

(&) Officers wishing to fly while armed must be flying in an official capacity, not for vacation
or pleasure, and must have a need to have the firearm accessible, as determined by
the Department based on the law and published TSA rules.

(b) Officers must carry their Trinity County Probation Department identification card,
bearing the officer's name, a full-face photograph, identification number, the officer's
signature, and the signature of the Chief Probation Officer or the official seal of the
Department and must present this identification to airline officials when requested.
The officer should also carry the standard photo identification needed for passenger
screening by airline and TSA officials (e.g., driver’s license, passport).

(c) The Trinity County Probation Department must submit a National Law Enforcement
Telecommunications System (NLETS) message prior to the officer's travel. If
approved, TSA will send the Trinity County Probation Department an NLETS message
containing a unique alphanumeric identifier. The officer must present the message on
the day of travel to airport personnel as authorization to travel while armed.

(d) An official letter signed by the Chief Probation Officer authorizing armed travel may
also accompany the officer. The letter should outline the officer's need to fly armed,
detail the itinerary, and include that the officer has completed the mandatory TSA
training for a law enforcement officer flying while armed.

(e) Officers must have completed the mandated TSA security training covering officers
flying while armed. The training shall be given by the department-appointed instructor.
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(f)

(@)

(h)

(i)

()

It is the officer’'s responsibility to notify the air carrier in advance of the intended
armed travel. This notification should be accomplished by early check-in at the carrier's
check-in counter.

Any officer flying while armed should discreetly contact the flight crew prior to take-off
and notify them of the officer's assigned seat.

Discretion must be used to avoid alarming passengers or crew by displaying a firearm.
The officer must keep the firearm concealed on the officer's person at all times.
Firearms are not permitted in carry-on luggage and may not be stored in an overhead
compartment.

Officers should try to resolve any problems associated with flying armed through the
flight captain, ground security manager, TSA representative, or other management
representative of the air carrier.

Officers shall not consume alcoholic beverages while aboard an aircraft or within eight
hours prior to boarding an aircratft.

303.13 STOLEN OR LOST FIREARMS

(@)

(b)

(©)

(d)

(e)

A deputy probation officer shall file a report with the appropriate law enforcement
agency immediately upon discovery that his/her on-duty firearm is missing.

A deputy probation officer shall also immediately report a lost or stolen firearm to his/
her supervisor, who will notify the Chief Probation Officer via the chain of command.

The deputy probation officer will file a written report regarding the matter with their
supervisor by the end of the assigned shift. The written report shall be submitted to
the Chief Probation Officer through the chain of command.

The deputy probation officer may be required to reimburse the Department in the event
that a Department-owned firearm and related equipment is lost through negligence of
the deputy probation officer as per County policy. This requirement may be imposed in
addition to any disciplinary action imposed by the Department for the deputy probation
officer's negligence.

Arrangements may be made for the temporary or permanent issuance of another
firearm if the Chief Probation Officer or Deputy Chief Probation Officer authorizes
such issuance. The deputy probation officer shall qualify with the newly issued firearm
before authorization to carry the firearm on-duty shall become effective.
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304.1 PURPOSE AND SCOPE
This policy provides guidelines for the use of handcuffs and other restraints during detentions and
arrests.

This policy does not address the handcuffing and restraint of juveniles appearing in court or those
already detained in, or committed to, a local secure juvenile facility, camp, ranch, or forestry camp.

304.2 POLICY

The Trinity County Probation Department authorizes the use of restraint devices in accordance
with this policy, the Use of Force Policy, and department training. Restraint devices shall not be
used to punish, to display authority, or as a show of force.

304.3 USE OF RESTRAINTS
Only members who have successfully completed Trinity County Probation Department-approved
training on the use of restraint devices described in this policy are authorized to use these devices.

When deciding whether to use any restraint, officers should carefully balance officer safety
concerns with factors that include but are not limited to:

. The circumstances or crime or violation leading to the arrest.

. The demeanor and behavior of the arrested person.

. The age and health of the person.

. Whether the person is known to be pregnant.

. Whether the person has a hearing or speaking disability. In such cases, consideration

should be given, safety permitting, to handcuffing in the front to allow the person to
sign or write notes.

. Whether the person has any other apparent disability.

304.3.1 RESTRAINT OF DETAINEES

Situations may arise where it may be reasonable to restrain a person who may, after brief
investigation, be released without arrest. Unless arrested, the use of restraints on detainees should
continue only for as long as is reasonably necessary to ensure the safety of officers and others.
When deciding whether to remove restraints from a detainee, officers should continuously weigh
the safety interests at hand against the continuing intrusion on the detainee.

304.3.2 RESTRAINT OF PREGNANT PERSONS

Persons who are known to be pregnant should be restrained in the least restrictive manner that
is effective for officer safety. Leg irons, waist chains, or handcuffs behind the body should not be
used unless the officer has a reasonable suspicion that the person may resist, attempt escape,
injure herself or others, or damage property.

Copyright Lexipol, LLC 2024/01/24, All Rights Reserved. Handcuffing and Restraints - 68
Published with permission by Trinity County Probation

Department



Trinity County Probation Department

New Probation Manual
New Probation Manual

Handcuffing and Restraints

No person who is in labor, delivery, or recovery after delivery shall be handcuffed or restrained
except in extraordinary circumstances and only when a supervisor makes an individualized
determination that such restraints are necessary for the safety of the arrestee, officers, or others.

304.3.3 RESTRAINT OF JUVENILES

A juvenile younger than 14 years of age should not be restrained unless the juvenile is suspected
of a dangerous felony or when the officer reasonably suspects that the juvenile may resist, attempt
escape, self-injure, injure the officer, or damage property.

Mechanical restraint devices, other than handcuffs, shall not be used unless circumstances exist
that indicate a heightened risk of physical harm to the juvenile or another person, or due to a
substantial risk of flight. In all cases in which mechanical restraint devices other than handcuffs are
used on a juvenile, a transport log sheet shall be completed indicating the reason for the additional
restraint device(s) (Welfare and Institutions Code § 210.6)

304.3.4 NOTIFICATIONS

Whenever an officer transports a person in restraints other than handcuffs, the officer shall inform
the detention facility staff upon arrival at the facility that restraints were used. This notification
should include information regarding any other circumstances the officer reasonably believes
would be potential safety concerns or medical risks to the person (e.g., prolonged struggle,
extreme agitation, impaired respiration) that may have occurred prior to, or during, transportation
to the detention facility.

304.4 APPLICATION OF HANDCUFFS OR PLASTIC CUFFS
Handcuffs, including temporary nylon or plastic cuffs, may be used only to restrain a person’s
hands to ensure officer safety.

Although recommended for most arrest situations, handcuffing is discretionary and not an absolute
requirement of the Department unless required by law, other policy, or facility regulations.
Officers should consider handcuffing any person they reasonably believe warrants that degree of
restraint. However, officers should not conclude that in order to avoid risk every person should be
handcuffed regardless of the circumstances.

In most situations, handcuffs should be applied with the hands behind the person’s back. When
feasible, handcuffs should be double-locked to prevent tightening, which may cause undue
discomfort or injury to the hands or wrists.

In situations where one pair of handcuffs does not appear sufficient to restrain the person or may
cause unreasonable discomfort due to the person’s size, officers should consider alternatives,
such as using an additional set of handcuffs or multiple plastic cuffs.

Handcuffs should be removed as soon as it is reasonable or after the person has been searched
and is safely confined within a detention facility.
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304.5 APPLICATION OF SPIT HOODS
Spit hoods are temporary protective devices designed to prevent the wearer from biting and/or
transferring or transmitting fluids (saliva and mucous) to others.

Spit hoods may be placed upon a person in custody when the officer reasonably believes the
person will bite or spit, either on a person or in an inappropriate place. They are generally used
during application of a physical restraint, while the person is restrained, or during or after transport.

Officers utilizing spit hoods should ensure that the spit hood is fastened properly to allow for
adequate ventilation and so that the restrained person can breathe normally. Officers should
provide assistance during the movement of a restrained person due to the potential for impairing
or distorting that person’s vision. Officers should avoid comingling those wearing spit hoods with
other detainees.

Spit hoods should not be used in situations when the restrained person is bleeding profusely
from the area around the mouth or nose, or if there are indications that the person has a medical
condition, such as difficulty breathing or vomiting. In such cases, prompt medical care should be
obtained. If the person vomits while wearing a spit hood, the spit hood should be promptly removed
and discarded. Persons who have been sprayed with oleoresin capsicum (OC) spray should be
thoroughly decontaminated, including hair, head, and clothing, prior to application of a spit hood.

Those who have been placed in a spit hood should be continually monitored and shall not be left
unattended until the spit hood is removed. Spit hoods shall be discarded after use.

304.6 APPLICATION OF AUXILIARY RESTRAINT DEVICES
Aukxiliary restraint devices include transport belts, waist or belly chains, transportation chains, leg
irons, and other similar devices. Auxiliary restraint devices are intended for use during long-term
restraint or transportation. They provide additional security and safety without impeding breathing,
but while permitting adequate movement, comfort, and mobility.

Only department-authorized devices may be used. Any person in auxiliary restraints should be
monitored as reasonably appears necessary.

304.7 APPLICATION OF LEG RESTRAINT DEVICES

Leg restraints may be used to restrain the legs of a violent or potentially violent person when it is
reasonable to do so during the course of detention, arrest, or transportation. Only restraint devices
approved by the Department shall be used.

In determining whether to use the leg restraint, officers should consider:

(@) Whether the officer or others could be exposed to injury due to the assaultive or
resistant behavior of a person.

(b)  Whether itis reasonably necessary to protect the person from the person's own actions
(e.g., hitting head against the interior of the agency vehicle, running away from the
arresting officer while handcuffed, kicking at objects or officers ).

(c) Whether it is reasonably necessary to avoid damage to property (e.g., kicking at the
windows of the vehicle).
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304.7.1 GUIDELINES FOR USE OF LEG RESTRAINTS
When applying leg restraints, the following guidelines should be followed:

(@) If practicable, officers should notify a supervisor of the intent to apply the leg restraint
device. In all cases, a supervisor shall be notified as soon as practicable after the
application of the leg restraint device.

(b) Once applied, absent a medical or other emergency, restraints should remain in place
until the officer arrives at the jail or other facility or the person no longer reasonably
appears to pose a threat.

(c) Once secured, the person should be placed in a seated or upright position, secured
with a seat belt, and shall not be laid face-down for an extended period, as this could
reduce the person’s ability to breathe.

(d) The restrained person should be continually monitored by an officer while in the leg
restraint. The officer should ensure that the person does not roll onto and remain prone
in a face-down position.

(e) The officer should look for signs of labored breathing and take appropriate steps to
relieve and minimize any obvious factors contributing to this condition.

()  When transported by emergency medical services, the restrained person should be
accompanied by an officer when requested by medical personnel. The transporting
officer should describe to medical personnel any unusual behaviors or other
circumstances the officer reasonably believes would be potential safety or medical
risks to the person (e.g., prolonged struggle, extreme agitation, impaired respiration).

304.8 REQUIRED DOCUMENTATION
If a person is arrested, the use of handcuffs or other restraints shall be documented in the related
report. The officer should include, as appropriate:

(@ How handcuffs were applied (e.g., double-locked and gapped).

(b) The amount of time the person was restrained.

(c) How the person was transported and the position of the person during transport.

(d) Observations of the person’s behavior and any signs of physiological problems.

(e) Any known or suspected drug use or other medical problems.

()  Any complaint regarding restraints being too tight and how the complaint was resolved.

In all cases in which mechanical restraint devices other than handcuffs are used on a juvenile, a
transport log sheet shall be completed indicating the reason for the additional restraint device(s)
(Welfare and Institutions Code § 210.6)

304.9 TRAINING
Subject to available resources, the Training Manager should ensure that officers receive periodic
training on the proper use of handcuffs and other restraints, including:

(@) Proper placement and fit of handcuffs and other restraint devices approved for use
by the Department.
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(b) Response to complaints of pain by restrained persons.

(c) Options for restraining those who may be pregnant without the use of leg irons, waist
chains, or handcuffs behind the body.

(d) Options for restraining amputees or those with medical conditions or other physical
conditions that may be aggravated by being restrained.
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305.1 PURPOSE AND SCOPE
This policy provides guidelines for the use and maintenance of control devices that are described

in this policy.

This policy does not address the application of a control device on a juvenile who has already
been detained.

305.2 POLICY

In order to control individuals who are violent or who demonstrate the intent to be violent, the Chief
Probation Officer may authorize officers to use control devices in accordance with the guidelines
in this policy and the Use of Force Policy.

305.3 ISSUING, CARRYING, AND USING CONTROL DEVICES

Control devices described in this policy may be carried and used by members of this department
only if the device has been issued by the Department or approved by the Chief Probation Officer
or the authorized designee.

Only those members who have been authorized by the Chief Probation Officer and who have
successfully completed department-approved training on this policy and the use of any control
device are authorized to carry and use the device.

Control devices may be used when a decision has been made to control, restrain, or arrest a
person who is violent or who demonstrates the intent to be violent and using the device appears
reasonable under the circumstances. When reasonable, a verbal warning and opportunity to
comply should precede the use of these devices.

305.4 RESPONSIBILITIES

305.4.1 RANGEMASTER RESPONSIBILITIES

The Rangemaster shall control the inventory and issuance of all control devices and shall ensure
that all damaged, inoperative, outdated, or expended control devices are properly disposed of,
repaired, or replaced.

Every control device will be periodically inspected by the Rangemaster or the designated instructor
for a particular control device. The inspection shall be documented.

305.4.2 USER RESPONSIBILITIES
All normal maintenance, charging, or cleaning shall remain the responsibility of personnel using

the devices.

Any damaged, inoperative, outdated, or expended control devices, along with documentation
explaining the cause of the damage, shall be returned to the Rangemaster for disposition.
Documentation shall also be forwarded through the chain of command, when appropriate,
explaining the cause of damage.
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305.5 BATON GUIDELINES
If so approved and issued by the Chief, officers shall carry the baton as authorized and in
accordance with the needs of their assignments or at the direction of their supervisors.

The need to immediately control a subject must be weighed against the risk of causing serious
injury. The head, neck, throat, spine, heart, kidneys, and groin should not be intentionally targeted
except when the officer reasonably believes the subject poses an imminent threat of serious bodily
injury or death to self or others.

305.6 OLEORESIN CAPSICUM GUIDELINES

As with other control devices, oleoresin capsicum (OC) spray may be considered for use to bring
under control an individual engaging in, or about to engage in, violent behavior. OC spray should
not be used against individuals who do not reasonably appear to present a risk to the safety of
department members or the public.

305.6.1 TREATMENT FOR EXPOSURE

Persons who have been sprayed with or otherwise affected by the use of OC should be promptly
provided with clean water to cleanse the affected areas. Those who complain of further severe
effects shall be examined by appropriate medical personnel.

305.7 POST-APPLICATION NOTICE

Whenever OC has been introduced into a residence, building interior, vehicle, or other enclosed
area, the owners or available occupants should be provided with notice of the possible presence of
residue that could result in irritation or injury if the area is not properly cleaned. Such notice should
include advisement that cleanup will be at the owner’s expense. Information regarding how and
when the notice was delivered and the individuals notified should be included in related reports.

305.8 TRAINING FOR CONTROL DEVICES

The Training Manager shall ensure that those members who are authorized to carry a control
device (which includes OC Spray) have been properly trained and certified to carry the specific
control device and are retrained or re-certified as necessary.

(@) Proficiency training shall be monitored and documented by a certified control-device
weapons or tactics instructor.

(b) All training and proficiency for control devices will be documented in the member’s
training file.

(c) All staff are to receive initial training in a control device prior to issuance and approval
for carry and use.

(d)  All staff will receive biennial training on the use of authorized control devices.

(e) Members who fail to demonstrate proficiency with the control device or knowledge
of the Use of Force Policy will be provided remedial training. If a member cannot
demonstrate proficiency with a control device or knowledge of the Use of Force Policy
after remedial training, the member will be restricted from carrying the control device
and may be subject to discipline.
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305.9 REPORTING USE OF CONTROL DEVICES
Any application of a control device shall be documented in the related incident report and reported
pursuant to the Use of Force Policy.
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306.1 PURPOSE AND SCOPE
Both the federal and state constitutions provide every individual with the right to be free from

unreasonable searches and seizures. This policy provides general guidelines for Trinity County
Probation Department personnel to consider when dealing with search and seizure issues.

306.2 POLICY

It is the policy of the Trinity County Probation Department to respect the fundamental privacy
rights of individuals. Members of this department will conduct searches in strict observance of the
constitutional rights of persons being searched. All seizures by this department will comply with
relevant federal and state law governing the seizure of persons and property.

The Department will provide relevant and current training to officers as guidance for the application
of current law, local community standards, and prosecutorial considerations regarding specific
search and seizure situations.

306.3 SEARCHES GENERALLY
The U.S. Constitution generally provides that a valid warrant is required in order for a search to
be valid. There are, however, several exceptions to the rule that permit a warrantless search.

Examples of probation supervision activities that are exceptions to the general warrant
requirement include but are not limited to searches pursuant to:

. Authorization under the terms or conditions of a person’s release or supervision.
. Valid consent.

. Incident to a lawful arrest.

. Vehicle searches under certain circumstances.

. Exigent circumstances.

Certain other activities are recognized by federal and state courts and by certain statutes as
legitimate activities that also do not require a warrant. Such activities may include seizure and
examination of abandoned property, and observations of activities and property on open public
areas.

Because case law regarding search and seizure is constantly changing and subject to
interpretation by the courts, each member of this department is expected to act in each situation
according to current training and the member's familiarity with clearly established rights as
determined by case law.

Whenever practicable, officers are encouraged to contact a supervisor to resolve questions
regarding search and seizure issues prior to electing a course of action.
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306.3.1 PROBATION SEARCHES
All probation searches shall be conducted in accordance with this policy in a thorough and
professional manner that demonstrates consideration for the rights and property of the clients.

All searches shall be related to a proper probation purpose. This includes searches done to deter
further offenses by the probationer and searches to ascertain whether the probationer is complying
with the terms of probation. Searches shall be consistent with the scope of the probation order and
shall not be conducted for harassment or for arbitrary and capricious reasons (People v. Bravo).

Any Peace Officer may apply the search and seizure condition of probation if authorized by the
Court order granting probation. The deputy probation officer shall verify the existence of a valid
search condition upon request from any law enforcement agency. If a law enforcement agency
contacts the department during duty hours requesting assistance for a probation search, the
deputy probation officer should advise the supervisor of the request. A copy of the Court order
that includes the search condition should be faxed to the requesting law enforcement agency. The
deputy probation officer should document the date and time, the name of the officer to whom the
information was provided, and the agency. If for any reasons it is unclear whether a valid search
can be conducted, the supervisor shall either contact the District Attorney's Office or refer the
requesting law enforcement agency to the District Attorney's Office.

Probation searches are limited to areas and property governed by the search order. Within those
areas, probation searches are permitted of the probationer's property and those areas that the
probationer jointly controls (People v. Palmquist). Consent of the probationer or any other person
sharing occupancy or ownership is not required, but should be sought and obtained if practical.

Neither the probationer's presence nor the presence of any other common occupant or owner
is necessary for the search of the residence, vehicle, or property of the probationer (People v.
Lilienthal). The probationer must be given notice of the reason and purpose of the search in
advance of the search only if the probation condition actually requires such advance notice (People
v. Mason). For purposes of deputy probation officer safety, the probationer or any person present
may be handcuffed during the search.

For residential searches, Section 1531 and Section 844 PC prescribe "knock and notice" rules
which permit entry in the absence of any occupant and which permit entry of any residence without
consent for good cause.

Officer safety is the controlling factor during any search. In the event of a perceived threat to life
or limb, when practical, deputy probation officers are directed to withdraw and seek assistance
from local law enforcement.

Unarmed deputy probation officers conducting residential searches should be accompanied either
by armed deputy probation officers or local law enforcement.

All planned searches by Probation personnel shall be referred to the supervisor.
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306.4 SEARCH PROTOCOL
Although conditions will vary, and officer safety and other exigencies must be considered in every
search situation, these guidelines should be followed whenever circumstances permit:

(@) Members of this department will strive to conduct searches with dignity and courtesy.

(b) Officers should explain to the person being searched the reason for the search and
how the search will be conducted.

(c) Searches should be carried out with due regard and respect for private property
interests and in a manner that minimizes damage. Property should be leftin a condition
as close as reasonably possible to its pre-search condition.

(d) In order to minimize the need for forcible entry, an attempt should be made to obtain
keys, combinations, or access codes when a search of locked property is anticipated.

(e) Preventative searches similar to those used at school events and other such functions
should only be performed by an officer specially assigned to work within the schools
(i.e. School Intervention Officer or SRO). Non school-assigned officers may perform
stand-by duty for preventative searches conducted by school staff or other non-peace
officer persons but may not directly participate in preventative searches.

(H  Whenever practicable, a search should not be conducted by a lone officer. A cover
officer should be positioned to ensure safety and should not be involved in the search.

(@) When the person to be searched is of the opposite sex as the searching officer, a
reasonable effort should be made to summon an officer of the same sex as the subject
to conduct the search. When it is not practicable to summon an officer of the same
sex as the subject, these guidelines should be followed:

1.  Another officer or a supervisor should witness the search.
2. The officer should not search areas of the body covered by tight-fitting clothing,
sheer clothing, or clothing that could not reasonably conceal a weapon.

306.5 DOCUMENTATION
Officers are responsible for documenting any search and ensuring that any required reports are
sufficient, including, at a minimum, documentation of:

. Reason for the search.

. Any efforts used to minimize the intrusiveness of any search (e.g., asking for consent
or keys).

. What, if any, injuries or damage occurred.
. All steps taken to secure property.
. The results of the search, including a description of any property or contraband seized.

. If the person searched is the opposite sex, any efforts to summon an officer of the
same sex as the person being searched and the identification of any witnesses.

Supervisors shall review reports to ensure the reports are accurate, that actions are properly
documented, and that current legal requirements and department policy have been met.
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307.1 PURPOSE AND SCOPE
The purpose of this policy is to prevent department members from being subjected to
discriminatory harassment, including sexual harassment and retaliation. Nothing in this policy is
intended to create a legal or employment right or duty that is not created by law (Government
Code 8§ 12940(k); 2 CCR 11023).

307.2 POLICY

The Trinity County Probation Department is an equal opportunity employer and is committed to
creating and maintaining a work environment that is free of all forms of discriminatory harassment,
including sexual harassment and retaliation. The Department will not tolerate discrimination
against a member in hiring, promotion, discharge, compensation, fringe benefits, and other
privileges of employment. The Department will take preventive and corrective action to address
any behavior that violates this policy or the rights and privileges it is designed to protect.

The nondiscrimination policies of the Department may be more comprehensive than state or
federal law. Conduct that violates this policy may not violate state or federal law but still could
subject a member to discipline.

See Procedures Manual on Discriminatory Harassment for further information.
. DISCRIMINATORY HARASSMENT PROCEDURES

307.3 DEFINITIONS
Definitions related to this policy include:

307.3.1 DISCRIMINATION

The Department prohibits all forms of discrimination, including any employment-related action by
a member that adversely affects an applicant or member and is based on actual or perceived
race, ethnicity, national origin, religion, sex, sexual orientation, gender identity or expression,
age, disability, pregnancy, genetic information, veteran status, marital status, and any other
classification or status protected by law.

Discriminatory harassment, including sexual harassment, is verbal or physical conduct that
demeans or shows hostility or aversion toward an individual based upon that individual’s protected
class. It has the effect of interfering with an individual’'s work performance or creating a hostile or
abusive work environment.

Conduct that may, under certain circumstances, constitute discriminatory harassment can include
making derogatory comments; making crude and offensive statements or remarks; making slurs
or off-color jokes; stereotyping; engaging in threatening acts; making indecent gestures, pictures,
cartoons, posters, or material; making inappropriate physical contact; or using written material or
department equipment and/or systems to transmit or receive offensive material, statements, or
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pictures. Such conduct is contrary to department policy and to a work environment that is free
of discrimination.

307.3.2 RETALIATION

Retaliation is treating a person differently or engaging in acts of reprisal or intimidation against
the person because the person has engaged in protected activity, filed a charge of discrimination,
participated in an investigation, or opposed a discriminatory practice. Retaliation will not be
tolerated.

307.3.3 SEXUAL HARASSMENT
The Department prohibits all forms of discrimination and discriminatory harassment, including
sexual harassment. Itis unlawful to harass an applicant or a member because of that person’s sex.

Sexual harassment includes but is not limited to unwelcome sexual advances, requests for sexual
favors, or other verbal, visual, or physical conduct of a sexual nature when:

(@) Submission to such conduct is made either explicitly or implicitly as a term or condition
of employment, position, or compensation.

(b) Submission to, or rejection of, such conduct is used as the basis for any employment
decisions affecting the member.

(c) Such conduct has the purpose or effect of substantially interfering with a member’s
work performance or creating an intimidating, hostile, or offensive work environment.

307.3.4 ADDITIONAL CONSIDERATIONS
Discrimination and discriminatory harassment do not include actions that are in accordance with
established rules, principles, or standards, including:

(@) Acts or omission of acts based solely upon bona fide occupational qualifications under
the Equal Employment Opportunity Commission and California Civil Rights Council
guidelines.

(b) Bona fide requests or demands by a supervisor that the member improve the
member's work quality or output, that the member report to the job site on time, that
the member comply with County or department rules or regulations, or any other
appropriate work-related communication between supervisor and member.

307.4 RESPONSIBILITIES
This policy applies to all department members, who shall follow the intent of these guidelines
in a manner that reflects department policy, professional standards, and the best interest of the
Department and its mission.

Members are encouraged to promptly report any discriminatory, retaliatory, or harassing conduct
or known violations of this policy to a supervisor. Any member who is not comfortable with reporting
violations of this policy to the member's immediate supervisor may bypass the chain of command
and make the report to a higher-ranking supervisor or manager. Complaints may also be filed
with the Chief Probation Officer, the Director of Human Resources, or the County Administrative
Officer.
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Any member who believes, in good faith, that the member has been discriminated against,
harassed, or subjected to retaliation, or who has observed harassment, discrimination, or
retaliation, is encouraged to promptly report such conduct in accordance with the procedures set
forth in this policy.

Supervisors and managers receiving information regarding alleged violations of this policy shall
determine if there is any basis for the allegation and shall proceed with a resolution as stated
below.

307.4.1 QUESTIONS OR CLARIFICATION

Members with questions regarding what constitutes discrimination, sexual harassment, or
retaliation are encouraged to contact a supervisor, a manager, the Chief Probation Officer, the
Director of Human Resources, the County Administrative Officer, or the California Civil Rights
Department for further information, direction, or clarification (Government Code § 12950).

307.4.2 SUPERVISOR RESPONSIBILITIES
The responsibilities of supervisors and managers shall include but are not limited to:

(@) Continually monitoring the work environment and striving to ensure that it is free from
all types of unlawful discrimination, including harassment or retaliation.

(b) Taking prompt, appropriate action within their work units to avoid and minimize the
incidence of any form of discrimination, harassment, or retaliation.

(c) Ensuring that their subordinates understand their responsibilities under this policy.

(d) Ensuring that members who make complaints or who oppose any unlawful
employment practices are protected from retaliation and that such matters are kept
confidential to the extent possible.

(e) Making a timely determination regarding the substance of any allegation based upon
all available facts.

(H  Notifying the Chief Probation Officer or the Director of Human Resources in writing
of the circumstances surrounding any reported allegations or observed acts of
discrimination, harassment, or retaliation no later than the next business day.

307.4.3 SUPERVISOR'S ROLE
Supervisors and managers shall be aware of the following:

(@) Behavior of supervisors and managers should represent the values of the Department
and professional standards.

(b) False or mistaken accusations of discrimination, harassment, or retaliation can have
negative effects on the careers of innocent members.

Nothing in this section shall be construed to prevent supervisors or managers from discharging
supervisory or management responsibilities, such as determining duty assignments, evaluating
or counseling members, or issuing discipline, in a manner that is consistent with established
procedures.
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307.5 INVESTIGATION OF COMPLAINTS

Various methods of resolution exist. During the pendency of any such investigation, the supervisor
of the involved member should take prompt and reasonable steps to mitigate or eliminate
any continuing abusive or hostile work environment. It is the policy of the Department that all
complaints of discrimination, retaliation, or harassment shall be fully documented, and promptly
and thoroughly investigated.

307.5.1 SUPERVISOR RESOLUTION

Members who believe they are experiencing discrimination, harassment, or retaliation should be
encouraged to inform the individual that the behavior is unwelcome, offensive, unprofessional,
or inappropriate. However, if the member feels uncomfortable or threatened or has difficulty
expressing the member's concern, or if this does not resolve the concern, assistance should be
sought from a supervisor or manager who is a rank higher than the alleged transgressor.

307.5.2 FORMAL INVESTIGATION
If the complaint cannot be satisfactorily resolved through the supervisory resolution process, a
formal investigation will be conducted.

The person assigned to investigate the complaint will have full authority to investigate all aspects
of the complaint. Investigative authority includes access to records and the cooperation of any
members involved. No influence will be used to suppress any complaint and no member will be
subject to retaliation or reprisal for filing a complaint, encouraging others to file a complaint, or for
offering testimony or evidence in an investigation.

Formal investigation of the complaint will be confidential to the extent possible and will include but
is not limited to details of the specific incident, frequency and dates of occurrences, and names
of any witnesses. Witnesses will be advised regarding the prohibition against retaliation, and that
a disciplinary process, up to and including termination, may result if retaliation occurs.

Members who believe they have been discriminated against, harassed, or retaliated against
because of their protected status are encouraged to follow the chain of command but may also
file a complaint directly with the Chief Probation Officer, the Director of Human Resources, or the
County Administrative Officer.

307.5.3 ALTERNATIVE COMPLAINT PROCESS

No provision of this policy shall be construed to prevent any member from seeking legal redress
outside the Department. Members who believe that they have been harassed, discriminated
against, or retaliated against are entitled to bring complaints of employment discrimination to
federal, state, and/or local agencies responsible for investigating such allegations. Specific
time limitations apply to the filing of such charges. Members are advised that proceeding with
complaints under the provisions of this policy does not in any way affect those filing requirements.

307.6 DOCUMENTATION OF COMPLAINTS
All complaints or allegations shall be thoroughly documented on the appropriate forms and in a
manner designated by the Chief Probation Officer. The outcome of all reports shall be:
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(@) Approved by the Chief Probation Officer, the County Administrative Officer, or the
Director of Human Resources, depending on the ranks of the involved parties.

(b) Maintained in accordance with the established records retention schedule.

307.6.1 NOTIFICATION OF DISPOSITION
The complainant and/or victim will be notified in writing of the disposition of the investigation and
the actions taken to remedy or address the circumstances giving rise to the complaint.

307.7 WORKING CONDITIONS

The Chief Probation Officer or the authorized designee should be responsible for reviewing facility
design and working conditions for discriminatory practices. This person should collaborate with
other County employees who are similarly tasked (2 CCR 11034).

307.8 TRAINING

All new members shall be provided with a copy of this policy as part of their orientation. The policy
shall be reviewed with each new member. The members shall certify by signing the prescribed
form that the member has been advised of this policy, is aware of and understands its contents,
and agrees to abide by its provisions during the member's term with the Department.

All members shall receive annual training on the requirements of this policy and shall certify by
signing the prescribed form that they have reviewed the policy, understand its contents, and agree
that they will continue to abide by its provisions.

307.8.1 STATE-REQUIRED TRAINING

The Training Manager should ensure that employees receive the required state training and
education regarding sexual harassment, prevention of abusive conduct, and harassment based
on gender identity, gender expression, and sexual orientation as follows (Government Code §
12950.1; 2 CCR 11024):

(@) Supervisory employees shall receive two hours of classroom or other effective
interactive training and education within six months of assuming a supervisory
position.

(b)  All other employees shall receive one hour of classroom or other effective interactive
training and education within six months of their employment or sooner for seasonal
or temporary employees as described in Government Code § 12950.1.

(c) Allemployees shall receive refresher training every two years thereafter.

If the required training is to be provided by the Civil Rights Department online training courses,
the Training Manager should ensure that employees are provided the following website address
to the training course: https://calcivilrights.ca.gov/ (Government Code § 12950; 2 CCR 11023).

307.8.2 TRAINING RECORDS

The Training Manager shall be responsible for maintaining records of all discriminatory
harassment training provided to members. Records shall be retained in accordance with
established records retention schedules and for a minimum of two years (2 CCR 11024).
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307.8.3 REQUIRED POSTERS
The Department shall display the required posters regarding discrimination, harassment, and

transgender rights in a prominent and accessible location for members (Government Code §
12950).
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307.1 PURPOSE AND SCOPE
The purpose of this policy is to provide guidelines for notification to the appropriate social services
entities and local law enforcement in the case of encountered, reported, or suspected abuse.

This policy also addresses documentation specific to the discovery of abuse.

307.2 POLICY

Itis the policy of the Trinity County Probation Department to ensure documentation and notification
to the proper entity, as may be required by law, in the case of encountered, reported, or suspected
abuse.

307.3 CHILD ABUSE

307.3.1 NOTIFICATION

Members of this department who are mandated reporters of child abuse pursuant to Penal Code
§ 11165.7 shall notify law enforcement or the County Welfare Office when the member has
knowledge of or observes a child who the member knows or reasonably suspects has been the
victim of child abuse or neglect (Penal Code § 11165.9; Penal Code § 11166).

When the Trinity County Probation Department receives a report of abuse or neglect, notification
shall be made to the law enforcement agency having jurisdiction and the County Welfare Office.

The District Attorney’s office shall also be notified in all instances of known or suspected child
abuse or neglect reported to the Trinity County Probation Department, except the following (Penal
Code § 11166; Penal Code § 11165.2; Penal Code § 11165.13).

(@) A report of general neglect by a person who has the care or custody of a child to
provide adequate food, clothing, shelter, medical care, or supervision, and where there
is no physical injury to the child.

(b) Areport of a positive toxicology screen at the time of the delivery of an infant, unless
there is an indication of maternal substance abuse.

When the abuse or neglect occurs at a licensed facility or is alleged to have resulted from the
actions of a person who is required to have a state license (e.g., foster homes, group homes,
day care), notification shall also be made to the California Department of Social Services or other
applicable licensing authority. When the alleged abuse or neglect involves a child of a minor parent
or a dependent adult, notification shall also be made to the attorney of the minor or the dependent
adult within 36 hours (Penal Code § 11166.1; Penal Code § 11166.2).

For purposes of natification, abuse or neglect includes physical injury or death inflicted by other
than accidental means upon a child by another person; sexual abuse (Penal Code § 11165.1);
neglect (Penal Code 8§ 11165.2); willful harm or injury to a child or endangering the person or
health of a child (Penal Code § 11165.3); and unlawful corporal punishment or injury (Penal Code
§ 11165.4). Child abuse or neglect does not include a mutual affray between minors, nor does it
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include an injury caused by reasonable and necessary force used by a peace officer acting within
the course and scope of employment as a peace officer.

307.3.2 NOTIFICATION PROCEDURE
Notification should occur as follows (Penal Code § 11166):

(@)

(b)

When the member is making an initial notification:
1. Notification shall be made immediately, or as soon as practicable, by telephone.

2. A written follow-up mandated report shall be forwarded by fax or electronic
transmission within 36 hours of receiving the information concerning the incident.
See California Department of Justice Child Abuse Report for Mandated Child
Abuse Reporters.

When the Trinity County Probation Department is making notification:

1. Notification shall be made immediately, or as soon as practicable, by telephone,
fax, or electronic transmission.

2. A written report shall be forwarded by fax or electronic transmission within 36
hours of receiving the information concerning the incident.

3. For cases involving the commercial sexual exploitation of a child who is receiving
child welfare services, notification shall be made as soon as possible and no
longer than within 24 hours to a law enforcement agency that has jurisdiction
over a case.

4, For cases involving a child who is receiving child welfare services who is
reasonably believed to be the victim of commercial sexual exploitation and is
missing or has been abducted, notification shall be made to the appropriate law
enforcement authority as soon as possible and no longer than within 24 hours for
entry into NCIC and to the National Center for Missing and Exploited Children.

307.3.3 EMERGENCY REMOVAL
An officer may take temporary custody of a minor without a warrant when the officer reasonably
believes that the minor (Welfare and Institutions Code § 300; Welfare and Institutions Code § 305):

(@) Isinimmediate need of medical care.
(b) Is inimmediate danger of physical or sexual abuse.
(c) Isin a physical environment that poses an immediate threat to the minor's health or
safety.
(d) Is left unattended, posing an immediate threat to the minor's health or safety.
1.  Officers shall attempt to contact the parent or guardian to take custody of the
unattended child.
2. If contact with the parent or guardian of the unattended minor cannot be made,
the County Welfare Office shall be contacted to assume custody of the minor.
(e) Isinthe hospital and release to the parent poses an immediate threat to the minor's
health or safety.
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(H Isadependentof the juvenile court and the officer reasonably believes that the juvenile
has violated an order of the court.

(g) Has left any placement ordered by the juvenile court.

(h) Requires medical or other care after having been found suffering from injury or
sickness in a public place.

307.4 ELDER AND ADULT DEPENDENT ABUSE

307.4.1 NOTIFICATION

Members of this department who are mandated reporters of elder or dependent adult abuse
pursuant to Welfare and Institutions Code 8§ 15630 shall notify the county adult protective services
agency of known, suspected, or alleged instances of abuse when the member reasonably
suspects, has observed, or has knowledge of an incident that reasonably appears to be abuse
of an elder or dependent adult, or are told by an elder or dependent adult that the individual has
experienced abuse.

For purposes of notification, a dependent adult is an individual between 18 and 64 years of
age who has physical or mental limitations that restrict the ability to carry out normal activities
or to protect the individual's rights, including but not limited to persons who have physical or
developmental disabilities or whose physical or mental abilities have diminished because of age.
This also includes those admitted as inpatients to a 24-hour health facility, as defined in state law
(Welfare and Institutions Code § 15610.23). An elder adult is an individual residing in this state
who is age 65 or older (Welfare and Institutions Code § 15610.27).

For purposes of notification, abuse is physical abuse, abandonment, abduction, isolation, financial
abuse, or neglect. Physical abuse includes any assault or sex crime (Welfare and Institutions
Code 8§ 15610.63). Financial abuse includes taking personal or real property by undue influence
or intent to defraud (Welfare and Institutions Code § 15610.30).

Because additional notifications may also be required, depending on where the alleged abuse
occurred, the supervisor is responsible for ensuring that proper notifications are made to the
District Attorney's Office and any other regulatory agency that may be applicable (e.qg., care facility,
hospital) (Welfare and Institutions Code § 15630).

307.4.2 NOTIFICATION PROCEDURE
Notification should occur as follows (Welfare and Institutions Code § 15630):

(@) Naotification shall be made immediately, or as soon as practicable, by telephone, fax,
or electronic transmission. See Suspected Dependent/Elder Abuse Report form.

(b) A written report shall be forwarded within two working days.

307.5 DOCUMENTATION

In all encountered, reported, or suspected cases of abuse, officers should, after making the
notifications above, document the notification and the circumstances surrounding discovery of the
abuse.
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307.6 CONFIDENTIALITY OF REPORTS
Information related to incidents of abuse shall be confidential and may only be disclosed pursuant

to state law and the Records Maintenance and Release Policy (Penal Code § 11167.5; Welfare
and Institutions Code 8§ 15633).

Copyright Lexipol, LLC 2024/01/24, All Rights Reserved. Mandatory Reporting - 88
Published with permission by Trinity County Probation
Department



Trinity County Probation Department
308 New Probation Manual

Victim and Withess Assistance

308.1 PURPOSE AND SCOPE
The purpose of this policy is to ensure that members address victim- and witness-related issues
appropriately.

308.2 POLICY

The Trinity County Probation Department recognizes the difficulties faced by victims and
witnesses of crime. The members of the Trinity County Probation Department will treat victims
with compassion and provide them the services required by law.

308.3 RESPONSIBILITIES
Member responsibilities include the following:

(@) Members preparing a pre-sentence/social study investigation are expected to include
available information regarding the impact of the offense on the victim and the victim's
family and any sentencing/disposition recommendations from the victim as required
by California Constitution Article | § 28.

(b) Officers who supervise a client requesting a transfer to another county shall provide
written notice of the date, time, and place set for hearing on the motion to the victim,
if a victim exists (Cal. Rules of Court, Rule 4.530).

(c) Members should follow county protocol as applicable regarding notice to withesses
who were threatened by the offender following the offender's arrest and each victim
or next of kin of the victim of a violent offense of their right to request and receive a
release notification (Penal Code § 679.03).

(d) Officers should provide victims, or the parents or guardians of the victim if the victim is
a minor, or the next of kin of the victim if the victim has died written material containing
their rights pursuant to Penal Code § 1191.1 and Penal Code § 1191.2.

(e) Members will notify a victim of domestic violence or abuse, or a victim of stalking of
the offender's current community of residence or proposed community of residence
when the offender is being placed on or being released on probation when the victim
has requested notification and provided the department with a current address for
notification (Penal Code § 679.06).

308.4 VICTIM SAFETY

Officers should never guarantee a victim’s safety from future harm but may make practical safety
suggestions to victims who express fear of future harm or retaliation. Officers should never
guarantee that a person qualifies as a victim for the purpose of compensation or restitution but
may direct the person to the proper written department material or available victim resources.

Officers should report all known allegations of victim intimidation to the appropriate local law
enforcement agency and prosecutor as soon as practicable.
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308.5 VICTIM INFORMATION
Written victim information materials should include:

(@)

(b)

(€)
(d)
(e)

(f)
(9
(h)

Shelters and other community resources for victims, including domestic violence and
sexual assault victims.

An advisement that a person who was arrested may be released on bond, probation,
or other forms of release and that the victim should not rely upon such status or
supervision as a guarantee of safety.

A clear explanation of relevant court orders and how they can be obtained.
Information regarding available compensation for qualifying victims of crime.

VINE® information (Victim Information and Notification Everyday), including the
telephone number and whether this free service is available to allow victims to check
on an adult offender's custody status and to register for automatic notification when
a person is released from jail.

Notice regarding U visa and T visa application processes.

Resources available for victims of identity theft.

Victims' rights provided in Penal Code § 1191.1 and Penal Code § 1191.2, including:
1.  Theirright to attend all sentencing or disposition proceedings.

Adequate notice of all sentencing or disposition proceedings.

Information concerning the victim's right to civil recovery against the offender.

The requirement that the court order restitution for the victim.

o~ W N

The victim's right to receive a copy of the restitution order from the court and to
enforce the restitution order as a civil judgment.

6.  The victim's responsibility to furnish the probation department, district attorney,
and court with information relevant to any losses.

7.  Thevictim's opportunity to be compensated from the Restitution Fund if eligible.
This information shall be in the form of written material prepared by the Judicial
Council in consultation with the California Victim Compensation Board, shall
include the relevant sections of the Penal Code, and shall be provided to each
victim for whom the probation officer has a current mailing address.

308.6 WITNESSES

Officers should never guarantee a witness’ safety from future harm or that the witness's identity
will always remain confidential. Officers may make practical safety suggestions to withesses who
express fear of future harm or retaliation.

Officers should report all known allegations of witness intimidation to the appropriate local law
enforcement agency and prosecutor as soon as practicable.
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309.1 PURPOSE AND SCOPE
The purpose of this policy is to provide guidelines for the proper use of department information
technology resources, including computers, electronic devices, hardware, software, and systems.

309.1.1 DEFINITIONS
Definitions related to this policy include:

Computer system - All computers (on-site and portable), electronic devices, hardware, software,
and resources owned, leased, rented, or licensed by the Trinity County Probation Department that
are provided for official use by its members. This includes all access to, and use of, internet service
providers (ISP) or other service providers provided by or through the Department or department
funding.

Hardware - Includes but is not limited to computers, computer terminals, network equipment,
electronic devices, telephones (including cellular and satellite), pagers, modems, or any other
tangible computer device generally understood to comprise hardware.

Software - Includes but is not limited to all computer programs, systems, and applications,
including shareware. This does not include files created by the individual user.

Temporary file, permanent file, or file - Any electronic document, information, or data residing
or located, in whole or in part, on the system, including but not limited to spreadsheets, calendar
entries, appointments, tasks, notes, letters, reports, messages, photographs, or videos.

309.2 POLICY

It is the policy of the Trinity County Probation Department that members shall use information
technology resources, including computers, software, and systems, that are issued or maintained
by the Department in a professional manner and in accordance with this policy.

Additional policy guidelines regarding this subject can be found in County Code and/or in the
County Personnel Handbook. Probation Department policies are intended to supplement County
Code and County Personnel Policies and should not be interpreted as overriding, superseding,
or otherwise negating any existing county policies. County Code and County Personnel Policies
can be located by clicking on the link below:

Trinity County Personnel Department

309.3 PRIVACY EXPECTATION

Members forfeit any expectation of privacy regarding emails, texts, or anything published, shared,
transmitted, or maintained through file-sharing software or any internet site that is accessed,
transmitted, received, or reviewed on any department computer system.

The Department reserves the right to access, audit, and disclose, for whatever reason, any
message, including attachments, and any information accessed, transmitted, received, or
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reviewed over any technology that is issued or maintained by the Department, including the
department email system, computer network, and/or any information placed into storage on any
department system or device. This includes records of all keystrokes or web-browsing history
made at any department computer or over any department network. The fact that access to a
database, service, or website requires a username or password will not create an expectation of
privacy if it is accessed through department computers, electronic devices, or networks.

The Department shall not require a member to disclose a personal username or password for
accessing a personal social media account or to open a personal social website; however, the
department may request access when it is reasonably believed to be relevant to the investigation
of allegations of work-related misconduct (Labor Code § 980).

309.4 RESTRICTED USE

Members shall not access computers, devices, software, or systems for which they have
not received prior authorization or the required training. Members shall immediately report
unauthorized access or use of computers, devices, software, or systems by another member to
their supervisor.

Members shall not use another person’s access passwords, login information, and other individual
security data, protocols, and procedures unless directed to do so by a supervisor.

309.4.1 SOFTWARE
Members shall not copy or duplicate any copyrighted or licensed software except for a single copy
for backup purposes, in accordance with the software company's copyright and license agreement.

To reduce the risk of a computer virus or malicious software, members shall not install any
unlicensed or unauthorized software on any department computer. Members shall not install
personal copies of any software on any department computer.

When related to criminal investigations, software program files may be downloaded only with the
approval of the information systems technology (IT) staff and with the authorization of the Chief
Probation Officer or the authorized designee.

No member shall knowingly make, acquire, or use unauthorized copies of computer software that
is not licensed to the Department while on department premises, computer systems, or electronic
devices. Such unauthorized use of software exposes the Department and involved members to
severe civil and criminal penalties.

Introduction of software by members should only occur as a part of the automated maintenance
or update process of department- or County-approved or installed programs by the original
manufacturer, producer, or developer of the software. Any other introduction of software requires
prior authorization from IT staff members and a full scan for malicious attachments.

309.4.2 HARDWARE
Access to technology resources provided by or through the Department shall be strictly limited to
department-related activities. Data stored on or available through department computer systems
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shall only be accessed by authorized members who are engaged in an active investigation
or assisting in an active investigation, or who otherwise have a legitimate law enforcement or
department-related purpose to access such data. Any exceptions to this policy must be approved
by a supervisor.

309.4.3 INTERNET USE

Internet access provided by or through the Department shall be strictly limited to department-
related activities. Internet sites containing information that is not appropriate or applicable to
department use and which shall not be intentionally accessed include but are not limited to
adult forums, pornography, gambling, chat rooms, and similar or related internet sites. Certain
exceptions may be permitted with the express approval of a supervisor as a function of a member's
assignment.

Downloaded information from the internet shall be limited to messages, mail, and data files.

309.4.4 OFF-DUTY USE

Members shall only use technology resources provided by the Department while on-duty or in
conjunction with specific on-call assignments unless specifically authorized by a supervisor. This
includes the use of telephones, cell phones, texting, email, or any other off-the-clock work-related
activities. This also applies to personally owned devices that are used to access department
resources.

Refer to the Personal Communication Devices Policy for guidelines regarding off-duty use of
personally owned technology.

309.5 PROTECTION OF SYSTEMS AND FILES

All members have a duty to protect the computer system and related systems and devices from
physical and environmental damage and are responsible for the correct use, operation, care, and
maintenance of the computer system.

Members shall ensure department computers and access terminals are not viewable by persons
who are not authorized users. Computers and terminals should be secured, users logged
off, and password protections enabled whenever the user is not present. Access passwords,
login information, and other individual security data, protocols, and procedures are confidential
information and are not to be shared. Password length, format, structure, and content shall meet
the prescribed standards required by the computer system or as directed by a supervisor and
shall be changed at intervals as directed by IT staff or a supervisor.

It is prohibited for a member to allow an unauthorized user to access the computer system at any
time or for any reason. Members shall promptly report any unauthorized access to the computer
system or suspected intrusion from outside sources (including the internet) to a supervisor.

309.6 INSPECTION AND REVIEW
A supervisor or the authorized designee has the express authority to inspect or review the
computer system, all temporary or permanent files, related electronic systems or devices, and
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any contents thereof, whether such inspection or review is in the ordinary course of supervisory
duties or based on cause.

Reasons for inspection or review may include but are not limited to computer system malfunctions,
problems or general computer system failure, a lawsuit against the Department involving one of
its members or a member's duties, an alleged or suspected violation of any department policy, a
request for disclosure of data, or a need to perform or provide a service.

The IT staff may extract, download, or otherwise obtain any and all temporary or permanent files
residing or located in or on the department computer system when requested by a supervisor or
during the course of regular duties that require such information.
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310.1 PURPOSE AND SCOPE
This policy provides guidelines to ensure that any use of social media on behalf of the Department
is consistent with the department mission.

This policy does not address all aspects of social media use. Specifically, it does not address:

. Personal use of social media by department members (see the Speech, Expression,
and Social Networking Policy).

. Use of social media in personnel processes (see the Recruitment and Selection
Policy).

. Use of social media as part of a compliance monitoring (see the Compliance

Monitoring Policy).

310.1.1 DEFINITIONS
Definitions related to this policy include:

Social media - Any of a wide array of internet-based tools and platforms that allow for the sharing
of information, such as the department website or social networking services.

310.2 POLICY
The Trinity County Probation Department may use social media as a method of effectively
informing the public about department services, issues, investigations, recruitment, and other
relevant events.

Department members shall ensure that the use or access of social media is done in a manner
that protects the constitutional rights of all people.

310.3 AUTHORIZED USERS

Only members authorized by the Chief Probation Officer or the authorized designee may utilize
social media on behalf of the Department. Authorized members shall use only department-
approved equipment during the normal course of duties to post and monitor department-related
social media, unless they are specifically authorized to do otherwise by their supervisors.

The Chief Probation Officer may develop specific guidelines identifying the type of content that
may be posted. Any content that does not strictly conform to the guidelines should be approved
by a supervisor prior to posting.

Requests to post information over department social media by members who are not authorized
to post should be made through the member’s chain of command.

310.4 AUTHORIZED CONTENT
Only content that is appropriate for public release, that supports the department mission, and that
conforms to all department policies regarding the release of information may be posted.

Examples of appropriate content include:
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(&) Announcements.
(b) Tips and information related to crime prevention.
(c) Investigative requests for information.

(d) Requests that ask the community to engage in projects that are relevant to the
department mission.

(e) Real-time safety information that is related to in-progress crimes, geographical
warnings, or disaster information.

(H  Traffic information.
() Media releases.
(h) Recruitment of personnel.
310.4.1 INCIDENT-SPECIFIC USE
In instances of active incidents where speed, accuracy, and frequent updates are paramount, the

Public Information Officer or the authorized designee will be responsible for the compilation of
information to be released, subject to the approval of the Incident Deputy Chief.

310.5 PROHIBITED CONTENT
Content that is prohibited from posting includes but is not limited to:

(&) Content that is abusive, discriminatory, inflammatory, or sexually explicit.

(b) Any information that violates individual rights, including confidentiality and/or privacy
rights and those provided under state, federal, or local laws.

(c) Any information that could compromise an investigation.

(d) Any information that could tend to compromise or damage the mission, function,
reputation, or professionalism of the Trinity County Probation Department or its
members.

(e) Any information that could compromise the safety and security of department
operations, members of the Department, victims, client, or the public.

(H  Any content posted for personal use.
(g) Any content that has not been properly authorized by this policy or a supervisor.

Any member who becomes aware of content on this department’s social media site that the
member believes is unauthorized or inappropriate should promptly report such content to a
supervisor. The supervisor will ensure its removal from public view and investigate the cause of
the entry.

310.5.1 PUBLIC POSTING PROHIBITED
Department social media sites shall be designed and maintained to prevent posting of content
by the public.

The Department may provide a method for members of the public to contact department members
directly.
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310.6 MONITORING CONTENT

The Chief Probation Officer will appoint a supervisor to review, at least annually, the use of
department social media and report back on, at a minimum, the resources being used, the
effectiveness of the content, any unauthorized or inappropriate content, and the resolution of any
issues.

310.7 RETENTION OF RECORDS

The Custodian of Records should establish a method of ensuring that public records generated
in the process of social media use are retained in accordance with established records retention
schedules.

310.8 TRAINING

Authorized members should receive training that, at a minimum, addresses legal issues
concerning the appropriate use of social media sites, as well as privacy, civil rights, and
dissemination and retention of information posted on department sites.
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311.1 PURPOSE AND SCOPE
The purpose of this policy is to provide guidance to members of the Department who complete
reports as a part of their duties.

311.2 POLICY

Itis the policy of the Trinity County Probation Department that members shall act with promptness
and efficiency in the preparation and processing of all reports. Reports shall document sufficient
information to refresh the member's memory and shall provide enough detail for follow-up
investigation and successful prosecution.

311.3 EXPEDITIOUS REPORTING

Incomplete reports, unorganized reports, or reports that are delayed without supervisory approval
are not acceptable. Reports shall be processed according to established priorities or to a special
priority necessary under exceptional circumstances.

311.4 REPORT PREPARATION

Reports should be sufficiently detailed for their purpose and free from errors prior to submission
and approval. Members are responsible for completing and submitting all reports taken during the
shift before going off-duty unless permission to hold the report has been approved by a supervisor.
Generally, reports requiring prompt follow-up action on active leads or arrest reports where the
suspect remains in custody should not be held.

All reports shall accurately reflect the identity of the persons involved; all pertinent information
seen, heard, or assimilated by any other sense; and any actions taken. Members shall not
suppress, conceal, or distort the facts of any reported incident, nor shall any member make a false
report orally or in writing. Generally, the reporting member’s opinions should not be included in
reports unless specifically identified as such.

311.4.1 HANDWRITTEN OR TYPED REPORTS

County, state, and federal agency forms may be block printed unless the requirement for typing is
apparent. Supervisors may require block printing or typing of reports of any nature for department
consistency.

Handwritten reports must be prepared legibly. If the report is not legible, the submitting member
will be required by the reviewing supervisor to promptly make corrections and resubmit the report

311.4.2 NOTATION OF INFORMATION RECEIVED FROM THIRD PARTIES

When information included in a report was received from a third party that is not an identified law
enforcement, probation, parole, or corrections agency, the member authoring the report should
state which specific information was obtained from a third party and whether it was independently
confirmed by a member from the Department.
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311.5 EVENTS REQUIRING A REPORT

311.5.1 CRIMINAL ACTIVITY AND VIOLATION CONDUCT

When a member becomes aware of any activity where a crime or violation of probation or
supervised release has occurred, the member shall document the incident regardless of whether
a victim desires prosecution.

Activity to be documented in an incident or arrest report includes:

(@)
(b)
(©)
(d)

All violations of probation or supervised release.
Arrests made, Flash Incarceration used.
Incidents involving threats or stalking behavior regardless of arrest status.

Situations covered by the Use of Force Policy.

311.5.2 NON-CRIMINAL ACTIVITY AND NON-VIOLATION CONDUCT
Non-criminal activity to be documented includes:

(@)
(b)
(€)
(d)

(e)
(f)

(9
(h)
(i)

()

Any found property or found evidence.
All protective custody and welfare detentions.
Any time a person is reported missing, regardless of jurisdiction.

Suspicious incidents that may indicate a potential for crimes against children or that
a child’'s safety is in jeopardy.

Suspicious incidents that may place the public or others at risk.

Any use of force by members of this department against any person (see the Use of
Force Policy).

Any firearm discharge (see the Firearms Policy).
Any time a member points a firearm at any person.

Any traffic accidents, involving department vehicles or members involved in County
business, above the minimum reporting level (see the Vehicle Use, Safety, and
Maintenance Policy).

Whenever the member believes the circumstances should be documented or at the
direction of a supervisor.

311.5.3 MISCELLANEOUS INJURIES
Any injury reported to this department shall require an incident report when:

(@) The injury is the result of drug overdose.
(b) There is an attempted suicide.
(c) The injury is major or serious and potentially fatal.
(d) The circumstances surrounding the incident are suspicious in nature and it is desirable
to document the event.
(e) Theinjuryisto a person in a member’'s custody or care.
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311.6 ADULT REQUIRED REPORTING
In all of the following situations, members shall complete reports using the appropriate department-
approved forms and reporting methods, unless otherwise approved by a supervisor.

The reporting requirements are not intended to be all-inclusive. A member may complete a report
if the member deems it necessary or as directed by a supervisor.

311.6.1 REPORTS TO THE COURT
As appropriate and necessary, officers should prepare and file with the court the following reports:

(@) A pretrial diversion report, if requested by the court, as to the suitability of a person
for pretrial diversion (Penal Code § 1000.1(5)(b)).

(b) A presentence report for adult clients upon referral of a felony conviction from the court
(Penal Code § 1203).

1.  The report should include a recommendation of whether the client should be
granted probation and recommended conditions of probation, if granted (Penal
Code § 1203).

2. The report should be consistent with the requirements of Penal Code 1203(a)
and Court Rule 4.411.5 (Penal Code §1203).

(c) A conduct and worktime credit estimate to be filed with the court at the time of
sentencing (Penal Code § 1191.3).

1. The estimate shall also be provided to the victim.

(d) A domestic violence report if a client has been granted probation for a violation of the
domestic violence code (Penal Code § 1203.097(b)).

1. The report should include recommendations of an appropriate batterer's
program for the client.

311.7 JUVENILE REPORTING

Officers may be required to complete reports relating to juvenile clients in any of the following
scenarios. Officers should complete reports consistent with the appropriate department forms and
reporting methods, unless otherwise approved by a supervisor. The reports referenced herein are
not intended to be all-inclusive.

311.7.1 SOCIAL STUDY REPORT
Officers shall prepare and file with the court a social study, prepared pursuant to the requirements
of Welfare and Institutions Code § 706.5, as follows (Welfare and Institutions Code § 727.4):

(@) At least 10 days before a permanency hearing held pursuant to Welfare and
Institutions Code § 727.3.

(b) At least 10 days before a placement review hearing held pursuant to Welfare and
Institutions Code § 727.2.

(c) After any hearing during which the court has ordered a minor into the supervision of
the officer for placement (Welfare and Institutions Code § 727).
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311.7.2 ADDITIONAL REPORTS
Officers should also:

(@) Prepare and file periodic reports and special reports, as appropriate, with the
Department of Youth and Community Restoration pursuant to the requirements of, and
on forms provided by, the Department of Youth and Community Restoration (Welfare
and Institutions Code § 284).

(b) Make periodic reports to the Attorney General pursuant to the requirements of the
Attorney General (Welfare and Institutions Code § 285).

(c) Prepare and file with the court written reports and recommendations as requested
by the court with regard to custody, status, or welfare of a minor. Reports shall be
prepared consistent with the requirements of Welfare and Institutions Code § 281.

311.8 COUNTY PERSONNEL OR PROPERTY
Incidents involving County personnel or property shall require a report when:

(& Aninjury occurs as the result of an act of a County employee or on County property.

(b) There is damage to County property or equipment.

311.9 REVIEW AND CORRECTIONS
Supervisors shall review reports for content and accuracy. If a correction is necessary, the
reviewing supervisor should complete a correction form stating the reasons for rejection.

The original report and the correction form should be returned to the reporting member for
correction as soon as practicable. It shall be the responsibility of the originating member to ensure
that any report returned for correction is processed in a timely manner.

311.9.1 CHANGES AND ALTERATIONS
Reports that have been approved by a supervisor and submitted to the Custodian of Records for
filing and distribution shall not be modified or altered except by way of a supplemental report.

Reviewed reports not yet submitted to the Custodian of Records may be corrected or modified by
the authoring member only with the knowledge and authorization of the reviewing supervisor.
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312.1 PURPOSE AND SCOPE
This policy provides guidelines for the release of official department information to the media.

312.2 POLICY

Itis the policy of the Trinity County Probation Department to protect the privacy rights of individuals,
while releasing non-confidential information to the media regarding topics of public concern.
Information that has the potential to negatively affect inter- or intra-agency investigations will not
be released.

312.3 RESPONSIBILITIES

The ultimate authority and responsibility for the release of information to the media shall remain
with the Chief Probation Officer. In situations not warranting immediate notice to the Chief
Probation Officer and in situations where the Chief Probation Officer has given prior approval,
staff designated by the Chief may prepare and release information to the media in accordance
with this policy and applicable laws regarding confidentiality.

312.4 PROVIDING ADVANCE INFORMATION

To protect the safety and rights of department members and other persons, advance information
about planned actions by probation personnel, such as movement of persons in custody or the
execution of an arrest or search warrant, should not be disclosed to the media, nor should media
representatives be invited to be present at such actions except with the prior approval of the Chief
Probation Officer.

Any exceptions to the above should only be considered for the furtherance of legitimate probation
purposes. Prior to approving any exception, the Chief Probation Officer will consider, at a
minimum, whether the release of information or the presence of the media would unreasonably
endanger any individual or prejudice the rights of any person or is otherwise prohibited by law.

312.5 MEDIA REQUESTS

Any media request for information or access to department members shall be referred to the
Public Information Officer, or if unavailable, to the first available supervisor. Prior to releasing any
information to the media, members shall consider the following:

(@) At no time shall any member of this department make any comment or release any
official information to the media without prior approval from a supervisor or the Public
Information Officer.

(b) In situations involving multiple agencies or government departments, every
reasonable effort should be made to coordinate media releases with the authorized
representative of each involved agency prior to the release of any information by this
department.

(c) Under no circumstance should any member of this department make any comment
to the media regarding any probation incident not involving this department without
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prior approval of the Chief Probation Officer. Under these circumstances the member
should direct the media to the agency handling the incident.

312.6 CONFIDENTIAL OR RESTRICTED INFORMATION

It shall be the responsibility of the P1O to ensure that confidential or restricted information is not
inappropriately released to the media. When in doubt, authorized and available legal counsel
should be consulted prior to releasing any information.

312.6.1 EMPLOYEE INFORMATION
The identities of officers involved in shootings or other critical incidents may only be released to
the media upon the consent of the involved officer or upon a formal request filed.

Any requests for copies of related reports or additional information not contained in the information
log (see the Information Log section in this policy), including the identity of officers involved in
shootings or other critical incidents, shall be referred to the PIO.

Requests should be reviewed and fulfilled by the Custodian of Records or, if unavailable, the Chief
Probation Officer or the authorized designee. Such requests will be processed in accordance with
the provisions of the Records Maintenance and Release Policy and public records laws (e.g.,
California Public Records Act).

312.7 RELEASE OF INFORMATION

The Department may routinely release information to the media without receiving a specific
request. This may include media releases regarding critical incidents, information of public
concern, updates regarding significant incidents, or requests for public assistance in solving
crimes or identifying suspects or clients with warrants. This information may also be released
through the department website or other electronic data sources.
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Outside Agency Assistance

313.1 PURPOSE AND SCOPE
The purpose of this policy is to provide guidance to members when requesting or responding to
a request for mutual aid or assistance from a law enforcement agency.

313.2 POLICY
It is the policy of the Trinity County Probation Department to respond to requests for mutual aid or

assistance by law enforcement agencies, subject to available resources and consistent with the
applicable laws and policies of this department.

313.3 ASSISTING OUTSIDE AGENCIES

Generally, requests for any type of assistance from a law enforcement agency should be routed
to the Deputy Chief's office for approval. In some instances, a memorandum of understanding or
other established protocol may exist that eliminates the need for approval of individual requests.

Mutual aid or assistance may be provided by this department when a law enforcement agency
requests assistance. The Deputy Chief may authorize an appropriate number of available officers
to assist. Officers rendering assistance shall comply with applicable laws and the policies of this
department.

Only officers who have been approved by the Chief Probation Officer to respond to requests for
mutual aid or assistance are authorized to participate in any response. Officers who respond to a
request for assistance shall notify a supervisor of their activity as soon as practicable.

313.3.1 EMERGENCY ASSISTANCE

Officers should not respond to any emergency calls except as authorized in this policy. If an
officer believes that an emergency response is required in any other situation, the officer should
immediately request a response by local law enforcement.

Officers should only respond to a request for assistance as an emergency response when
dispatched and when authorized by this agency to operate an emergency vehicle under
emergency circumstances. Officers responding should notify a supervisor as soon as reasonably
practicable. Officers responding to an emergency request for assistance from a law enforcement
agency shall proceed immediately as appropriate and shall operate the emergency vehicle lighting
and siren as required by law (Vehicle Code 8§ 21055; Vehicle Code 8§ 21056).

Officers not responding to a request for assistance as an emergency response shall observe all
traffic laws and proceed without the use of emergency lights and siren. Officers responding to a
request for assistance as an emergency response in a vehicle that is not equipped with lights and
siren should observe all traffic laws.
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313.4 REQUESTING OUTSIDE ASSISTANCE

If assistance is needed from an outside agency, the member requesting assistance should, if
practicable, first notify a supervisor. The handling member or supervisor should direct assisting
personnel to where they are needed and to whom they should report when they arrive.

The requesting member should arrange for appropriate radio communication capabilities, if
necessary and available, so that communication can be coordinated between assisting personnel.

313.5 REPORTING REQUIREMENTS
Incidents of outside assistance shall be documented in a general case report or as directed by
the Deputy Chief.

313.6 SHARED EQUIPMENT AND SUPPLIES

A plan should be prepared by the Deputy Chief or the authorized designee regarding equipment
and supplies purchased with federal funds or grants that require such equipment and supplies be
shared with other agencies.

The plan should include:
(@) An itemization of the equipment.
(b) The conditions relative to sharing.
(c) The training requirements for:
1.  The use of the equipment and supplies.
2. The members trained in the use of the equipment and supplies.
(d)  Any other requirements for use of the equipment and supplies.

Copies of the plan should be provided to the Deputy Chief to ensure use of the equipment and
supplies complies with the sharing agreements.

The Training Manager should see that appropriate members have received the required training
on the plan.
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314.1 PURPOSE AND SCOPE

The purpose of this policy is to provide guidance to members of the Trinity County Probation
Department in determining when, how, and to whom notification of major incidents should be
made.

314.2 POLICY

The Trinity County Probation Department recognizes that certain incidents should be brought
to the attention of supervisors or other specified personnel of this department to facilitate the
coordination of activities and ensure that inquiries from the media and the public may be properly
addressed. Additional information regarding media inquiries is addressed in the Media Relations

policy.
314.3 CRITERIA FOR NOTIFICATION
Most situations where the media show a strong interest are also of interest to the Chief Probation

Officer, the affected Deputy Chief, and the appropriate County administrators. The following list
of incident types is provided as a guide for notification and is not intended to be all-inclusive:

. Officer-involved shooting, whether on- or off-duty (see the Officer-Involved Shootings
and Deaths Policy for special notification)

. Homicides, suspicious deaths, or other deaths related to probation activity

. Crimes or other behavior by clients of unusual violence, or circumstances that may
include hostages, barricaded persons, home invasions, armed robbery, or sexual
assaults involving clients

. In-custody deaths or in-custody serious injuries related to clients

. Traffic accidents with fatalities or severe injuries involving department members or
clients

. Significant injury to or death of a member of the Department, whether on- or off-duty
. Arrest of a member of the Department

. Equipment failures, utility failures, and incidents that may affect staffing or pose a
threat to basic probation services

. Any other incident that has attracted or is likely to attract significant media attention

314.4 DEPUTY CHIEF RESPONSIBILITIES

The Deputy Chief is responsible for making the appropriate naotifications. The Deputy Chief shall
make reasonable attempts to obtain as much information on the incident as possible before
notification and shall attempt to make the notifications as soon as practicable. Notification should
be made by using the call notification protocol that should be posted in a readily available location.
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314.4.1 CHIEF PROBATION OFFICER NOTIFICATION

In the event an incident occurs as identified in the Criteria for Notification section above, the Chief
Probation Officer shall be notified along with the affected Deputy Chief and the supervisor of the
affected division.

314.4.2 INVESTIGATOR NOTIFICATION

If the incident requires that an investigator respond from home, the Chief Probation Officer or
the authorized designee shall be notified and will then assign the appropriate investigator (e.g.,
internal affairs investigations).

314.4.3 MEDIA RELATIONS
The Chief Probation Officer or the authorized designee should assign the Public Information

Officer or an officer to respond to requests for information if it appears the media may have a
significant interest in the incident.
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315.1 PURPOSE AND SCOPE
This policy provides guidance to members when communicating with individuals with limited

English proficiency (LEP) (42 USC § 2000d).

315.1.1 DEFINITIONS
Definitions related to this policy include:

Authorized interpreter - A person who has been screened and authorized by the Department to
act as an interpreter and/or translator for others.

Interpret or interpretation - The act of listening to a communication in one language (source
language) and orally converting it to another language (target language), while retaining the same
meaning.

Limited English proficiency (LEP) individual - Any individual whose primary language is not
English and who has a limited ability to read, write, speak, or understand English. These individuals
may be competent in certain types of communication (e.g., speaking, understanding) but still
exhibit LEP for other purposes (e.g., reading, writing). Similarly, LEP designations are context-
specific; an individual may possess sufficient English language skills to function in one setting,
but these skills may be insufficient in other situations.

Qualified bilingual member - A member of the Trinity County Probation Department, designated
by the Department, who has the ability to communicate fluently, directly, and accurately in both
English and another language. Bilingual members may be fluent enough to communicate in a
non-English language but may not be sufficiently fluent to interpret or translate from one language
into another.

Translate or translation - The replacement of written text from one language (source language)
into an equivalent written text (target language).

315.2 POLICY

It is the policy of the Trinity County Probation Department to reasonably ensure that LEP
individuals have meaningful access to probation services, programs, and activities while not
imposing undue burdens on its members.

The Department will not discriminate against or deny any individual access to services, rights, or
programs based on national origin or any other protected interest or right.

315.3 LEP COORDINATOR

The Chief Probation Officer shall delegate certain responsibilities to an LEP coordinator. The
coordinator shall be appointed by, and directly responsible to, the Administrative Deputy Chief or
the authorized designee.

The responsibilities of the coordinator include but are not limited to:
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(@) Coordinating and implementing all aspects of the Trinity County Probation
Department’s LEP services to LEP individuals.

(b) Developing procedures that will enable members to access LEP services, including
telephonic interpreters, and ensuring the procedures are available to all members.

(c) Ensuring that a list of all qualified bilingual members and authorized interpreters is
maintained and available to each Deputy Chief. The list should include information
regarding:

1. Languages spoken.
2. Contact information.
3. Availability.

(d) Ensuring signage stating that interpreters are available free of charge to LEP
individuals is posted in appropriate areas and in the most commonly spoken
languages.

(e) Reviewing existing and newly developed documents to determine which are vital
documents and should be translated, and into which languages the documents should
be translated.

(H  Annually assessing demographic data and other resources, including contracted
language services utilization data and data from community-based organizations, to
determine if there are additional documents or languages that are appropriate for
translation.

(g) Identifying standards and assessments to be used by this department to qualify
individuals as qualified bilingual members or authorized interpreters.

(h)  Periodically reviewing the department’s efforts in providing meaningful access to LEP
individuals, and, as appropriate, developing reports, developing new procedures, or
recommending modifications to this policy.

()  Receiving and responding to complaints regarding department LEP services.

()  Ensuring appropriate processes are in place to provide for the prompt and equitable
resolution of complaints and inquiries regarding discrimination in access to department
services, programs, and activities.

315.4 FOUR-FACTOR ANALYSIS

Because there are many different languages that members could encounter, the Department
will utilize the four-factor analysis outlined in the U.S. Department of Justice (DOJ) Guidance
to Federal Financial Assistance Recipients, available at the DOJ website, to determine which
measures will provide meaningful access to its services and programs. It is recognized that law
enforcement contacts and circumstances will vary considerably. This analysis, therefore, must
remain flexible and will require an ongoing balance of the following four factors, which are:

(@) The number or proportion of LEP individuals eligible to be served or likely to be
encountered by department members, or who may benefit from programs or services
within the jurisdiction of this department or a particular geographic area.
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(b) The frequency with which LEP individuals are likely to come in contact with department
members, programs, or services.

(c) The nature and importance of the contact, program, information, or service provided.

(d) The cost of providing LEP assistance and the resources available.

315.5 TYPES OF LEP ASSISTANCE AVAILABLE

Trinity County Probation Department members should never refuse service to an LEP individual
requesting assistance, nor should they require an LEP individual to furnish an interpreter as a
condition for receiving assistance. The Department will make every reasonable effort to provide
meaningful and timely assistance to LEP individuals through a variety of services.

The Department will use all reasonably available tools, such as language identification cards,
when attempting to determine an LEP individual's primary language.

LEP individuals may choose to accept department-provided LEP services at no cost or they may
choose to provide their own.

Department-provided LEP services may include but are not limited to the assistance methods
described in this policy.

315.6 WRITTEN FORMS AND GUIDELINES

Vital documents or those that are frequently used should be translated into languages most likely to
be encountered. The LEP coordinator will arrange to make these translated documents available
to members and other appropriate individuals, as necessary.

315.7 AUDIO RECORDINGS

The Department may develop audio recordings of important or frequently requested information in
a language most likely to be understood by those LEP individuals representative of the community
being served.

315.8 QUALIFIED BILINGUAL MEMBERS

Bilingual members of this and other county departments may be qualified to provide LEP services
when they have demonstrated through established department procedures a sufficient level of skill
and competence to fluently communicate in both English and a non-English language. Members
who provide LEP services must demonstrate knowledge of the functions of an interpreter/
translator and the ethical issues involved when acting as a language conduit. Additionally,
bilingual members must be able to communicate technical and law enforcement terminology,
and be sufficiently proficient in the non-English language to perform complicated tasks, such
as conducting interrogations, taking statements, collecting evidence, or conveying rights or
responsibilities.

315.9 AUTHORIZED INTERPRETERS

Designated county employees authorized to act as an authorized interpreter and/or translator
must have demonstrated competence in both English and the involved non-English language,
must have an understanding of the functions of an interpreter that allows for correct and effective
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translation, and should not be a person with an interest in the department case or investigation
involving the LEP individual. A person providing interpretation or translation services may be
required to establish the accuracy and trustworthiness of the interpretation or translation in a court
proceeding.

Authorized interpreters must pass a screening process established by the LEP coordinator that
demonstrates their skills and abilities in the following areas:

(@) The competence and ability to communicate information accurately in both English
and in the target language.

(b) Knowledge, in both languages, of any specialized terms or concepts peculiar to this
department and of any particularized vocabulary or phraseology used by the LEP
individual.

(c) The ability to understand and adhere to the interpreter role without deviating into other
roles, such as counselor or legal adviser.

(d) Knowledge of the ethical issues involved when acting as a language conduit.
315.9.1 SOURCES OF AUTHORIZED INTERPRETERS
The Department may contract with authorized interpreters who are available over the telephone.

Members may use these services with the approval of a supervisor and in compliance with
established procedures.

Other sources may include:

. Qualified bilingual members of this department or personnel from other County
departments.

. Individuals employed exclusively to perform interpretation services.

. Contracted in-person interpreters, such as state or federal court interpreters, among
others.

. Interpreters from other agencies who have been qualified as interpreters by this

department, and with whom the Department has a resource-sharing or other
arrangement that they will interpret according to department guidelines.

315.9.2 COMMUNITY VOLUNTEERS AND OTHER SOURCES OF LANGUAGE
ASSISTANCE

Language assistance may be available from community volunteers who have demonstrated
competence in either monolingual (direct) communication and/or in interpretation or translation (as
noted above), and have been approved by the Department to communicate with LEP individuals.

When qualified bilingual members or other authorized interpreters are unavailable to assist,
approved community volunteers who have demonstrated competence may be called on when
appropriate. However, department members must carefully consider the nature of the contact and
the relationship between the LEP individual and the volunteer to ensure that the volunteer can
provide neutral and unbiased assistance.
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While family or friends of an LEP individual may offer to assist with communication or
interpretation, members should carefully consider the circumstances before relying on such
individuals. For example, children should not be relied upon except in exigent or very informal and
non-confrontational situations.

315.10 CONTACT AND REPORTING

Although all probation contacts, services, and individual rights are important, this department will
use the four-factor analysis to prioritize service to LEP individuals so that such services may be
targeted where they are most needed, according to the nature and importance of the particular
law enforcement activity involved.

Whenever any member of this department is required to complete a report or other documentation
that involves a situation in which interpretation services were provided to any involved LEP
individual, such services should be noted in the related report. Members should document the
type of interpretation services used and whether the individual elected to use services provided
by the Department or some other identified source.

315.11 RECEIVING AND RESPONDING TO REQUESTS FOR ASSISTANCE

The Trinity County Probation Department will take reasonable steps and will work with the
Department of Human Resources to develop in-house language capacity by hiring or appointing
gualified members proficient in languages representative of the community being served.

315.12 FIELD SUPERVISION

Field supervision will generally include such contacts as home, school, or work visits and other
routine field contacts that may involve LEP individuals. The scope and nature of these activities
and contacts will inevitably vary. Members and/or supervisors must assess each situation to
determine the need and availability of language assistance to all involved LEP individuals and use
the methods outlined in this policy to provide such assistance.

Although not every situation can be addressed in this policy, it is important that members are able
to effectively communicate the reason for a contact, the need for information, and the meaning
or consequences of any enforcement action. For example, it would be meaningless to request
consent to search if the officer is unable to effectively communicate with an LEP individual.

If available, officers should obtain the assistance of a qualified bilingual member or an authorized
interpreter before placing an LEP individual under arrest.

315.13 INVESTIGATIVE FIELD INTERVIEWS

In any situation where an interview may reveal information that could be used as the basis for
revocation of probation or supervised release, or arrest, or prosecution of an LEP individual and a
gualified bilingual member is unavailable or lacks the skills to directly communicate with the LEP
individual, an authorized interpreter should be used. This includes interviews conducted during
an investigation with victims, withesses, and suspects. In such situations, audio recordings of the
interviews should be made when reasonably possible. Identification and contact information for the
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interpreter (e.g., name, address) should be documented so that the person can be subpoenaed
for trial if necessary.

If an authorized interpreter is needed, officers should consider calling for an authorized interpreter
in the following order:

. An authorized department member or allied agency interpreter
. An authorized telephone interpreter
. Any other authorized interpreter

Any Miranda warnings shall be provided to suspects in their primary language by an authorized
interpreter or, if the suspect is literate, by providing a translated Miranda warning card.

An LEP individual’s bilingual friends, family members, children, neighbors, or bystanders may be
used only when a qualified bilingual member or authorized interpreter is unavailable and there is
an immediate need to interview an LEP individual.

315.14 CUSTODIAL INTERROGATIONS

Miscommunication during custodial interrogations may have a substantial impact on the evidence
presented in a criminal case. Only qualified bilingual members or, if none is available or
appropriate, authorized interpreters shall be used during custodial interrogations. Miranda
warnings shall be provided to suspects in their primary language by the qualified bilingual
member or an authorized interpreter. To ensure that translations during custodial interrogations
are accurately documented and are admissible as evidence, interrogations should be recorded
whenever reasonably possible.

315.15 COMPLAINTS

The Department shall ensure that LEP individuals who wish to file a complaint regarding members
of this department are able to do so. The Department may provide an authorized interpreter or
translated forms, as appropriate. Complaints will be referred to the LEP coordinator.

Investigations into such complaints shall be handled in accordance with the Personnel Complaints
Policy. Authorized interpreters used for any interview with an LEP individual during a complaint
investigation should not be members of this department.

Any notice required to be sent to an LEP individual as a complaining party pursuant to the
Personnel Complaints Policy should be translated or otherwise communicated in a language-
accessible manner.

315.16 COMMUNITY OUTREACH

Community outreach programs and other such services offered by this department are important
to the ultimate success of more traditional probation duties. This department will continue to work
with community groups, local businesses, and neighborhoods to provide equal access to such
programs and services.
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315.17 TRAINING

To ensure that all members who may have contact with LEP individuals are properly trained,
the Department will provide periodic training on this policy and related procedures, including
how to access department-authorized telephonic and in-person interpreters and other available
resources.

The Training Manager shall be responsible for ensuring new members receive LEP training. Those
who may have contact with LEP individuals should receive refresher training at least once every
two years thereafter. The Training Manager shall maintain records of all LEP training provided
and will retain a copy in each member’s training file in accordance with the established records
retention schedule.

315.17.1 TRAINING FOR AUTHORIZED INTERPRETERS

All members on the authorized interpreter list must successfully complete prescribed interpreter
training. To complete interpreter training successfully, an interpreter must demonstrate proficiency
in and ability to communicate information accurately in both English and in the target language,
demonstrate knowledge in both languages of any specialized terms or phraseology, and
understand and adhere to the interpreter role without deviating into other roles, such as counselor
or legal adviser.

Members on the authorized interpreter list must receive refresher training annually or they will be
removed from the authorized interpreter list. This annual training should include language skills
competency (including specialized terminology) and ethical considerations.

The Training Manager shall be responsible for coordinating the annual refresher training and will
maintain a record of all training the interpreters have received.
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316.1 PURPOSE AND SCOPE
This policy provides guidance to members when communicating with individuals with disabilities,
including those who are deaf or hard of hearing, have impaired speech or vision, or are blind.

316.1.1 DEFINITIONS
Definitions related to this policy include:

Auxiliary aids - Tools used to communicate with people who have a disability or impairment. They
include but are not limited to using gestures or visual aids to supplement oral communication;
a notepad and pen or pencil to exchange written notes; a computer or typewriter; an assistive
listening system or device to amplify sound; a teletypewriter (TTY) or videophones (video relay
service or VRS); taped text; qualified readers; or a qualified interpreter.

Disability or impairment - A physical or mental impairment that substantially limits a major life
activity, including hearing or seeing, regardless of whether the disabled person uses assistive or
adaptive devices or auxiliary aids. Individuals who wear ordinary eyeglasses or contact lenses are
not considered to have a disability (42 USC § 12102).

Qualified interpreter - A person who is able to interpret effectively, accurately, and impatrtially,
both receptively and expressively, using any necessary specialized vocabulary. Qualified
interpreters include oral interpreters, transliterators, sign language interpreters, and intermediary
interpreters.

316.2 POLICY

It is the policy of the Trinity County Probation Department to reasonably ensure that people with
disabilities, including victims, witnesses, suspects, and arrestees, have equal access to probation
services, programs, and activities. Members must make efforts to communicate effectively with
individuals with disabilities.

The Department will not discriminate against or deny any individual access to services, rights, or
programs based upon disabilities.

316.3 AMERICANS WITH DISABILITIES (ADA) COORDINATOR

The Chief Probation Officer shall delegate certain responsibilities to an ADA coordinator (28 CFR
35.107). The coordinator shall be appointed by and directly responsible to the Chief Probation
Officer or the authorized designee.

The responsibilities of the coordinator include but are not limited to:

(@) Working with the County ADA coordinator regarding the Trinity County Probation
Department’s efforts to ensure equal access to services, programs, and activities.

(b) Developing reports or new procedures or recommending modifications to this policy.

(c) Acting as a liaison with local disability advocacy groups or other disability groups
regarding access to department services, programs, and activities.
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(d) Ensuring that a list of qualified interpreter services is maintained and available to each
member of the department. The list should include information regarding:

1. Contact information.
2. Availability.

(e) Developing procedures that will enable members to access auxiliary aids or services,
including qualified interpreters, and ensure the procedures are available to all
members.

(H  Ensuring signage is posted in appropriate areas indicating that auxiliary aids are
available free of charge to individuals with disabilities.

(o) Ensuring appropriate processes are in place to provide for the prompt and equitable
resolution of complaints and inquiries regarding discrimination in access to department
services, programs, and activities.

316.4 FACTORS TO CONSIDER

Because the nature of any probation contact may vary substantially from one situation to the next,
members of this department should consider all information reasonably available to them when
determining how to communicate with an individual with a disability. Members should carefully
balance all known factors in an effort to reasonably ensure people who are disabled have equal
access to services, programs, and activities. These factors may include but are not limited to:

(@) Members should not always assume that effective communication is being achieved.
That an individual appears to be nodding in agreement does not always mean
the individual completely understands the message. When there is any doubt,
members should ask the individual to communicate back or otherwise demonstrate
understanding.

(b) The nature of the disability (e.g., deafness or blindness vs. hard of hearing or low
vision).

(c) The nature of the probation contact (e.g., emergency vs. non-emergency, custodial
vS. consensual contact).

(d) The availability of auxiliary aids. The fact that a particular aid is not available does
not eliminate the obligation to reasonably ensure access. However, in an emergency,
availability may factor into the type of aid used.

316.5 INITIAL AND IMMEDIATE CONSIDERATIONS
Recognizing that various probation encounters may be potentially volatile and/or emotionally
charged, members should remain alert to the possibility of communication problems.

Members should exercise special care in the use of all gestures and verbal and written
communication to minimize initial confusion and misunderstanding when dealing with any
individual with known or suspected disabilities.

In a non-emergency situation, when a member knows or suspects an individual requires
assistance to effectively communicate, the member shall identify the individual’'s choice of auxiliary
aid or service.
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The individual's preferred communication method must be honored unless another effective
method of communication exists under the circumstances (28 CFR 35.160).

Factors to consider when determining whether an alternative method is effective include:
(@) The methods of c