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MISSION STATEMENT

The Mission of the Crime Scene Investigations Section is to provide members of the Fresno
Police Department with Professional, and efficient, levels of essential crime scene
documentation, evidence handling and identification services.

VISION STATEMENT

The Crime Scene Investigations Section will continue to provide exceptional levels of crime
scene documentation, evidence handling, and identification services to department members, and
the community, in a professional manner now and into the future.

GOALS AND OBJECTIVES

The key objectives of the Crime Scene Investigations Section are:

1. Uphold the integrity of crime scene with the use of photography and evidence
documentation, collection processing and preservation.

2. Utilize all available fingerprint resources to identify potential suspects, establish
identifies for members of the community and to exonerate the innocent.

3. To enhance our knowledge, and skills, through continuous education training.
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ORGANIZATIONAL CHART
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PROCEDURES BULLETIN
CSI SHIFT HOURS
PB # 01 (Rev. 1/15)

INTRODUCTION

The current shift hours are:

Dayshift Squad A 0600-1630 hrs
Dayshift Squad B 0730-1800 hrs

Nightshift Squad A 1730-0400 hrs
Nightshift Squad B 1930-0600 hrs
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PROCEDURES BULLETIN PB # 02

PRISONER PROCESSING
(Updated 12/01/10)

INTRODUCTION

FPD adult arrestees taken into custody on felony or misdemeanor charges that cannot be
identified and cited in the field shall be transported by the arresting officer to the Crime Scene
Investigation Section (CSI) for identification and processing prior to being transported to the
FSD Jail. Per FPD policy and procedures 900, when an arrestee is transported into CSI for
identification and/or processing a minimum of two sworn officers must be present for safety
purposes.

This Bulletin describes the procedures utilized by department members for the identification
and/or Live Scan System mugging and printing of misdemeanor arrestees.

A

ADULT CITATION PROCESSING

If the Citation is being issued by an officer in the Section, inform the officer that we need a
copy of the citation in order to process the arrestee and record the information. Direct the
officer to the copy machine down the hallway by the entrance to the Communications
Section.

If the subject has already been cited and released, and is responding to Headquarters for
processing, and the Records Section failed to make a copy of the citation before sending
him/her down to CSI, it will be necessary to take the subject’s Cite form down the hall to
make a copy for CSI processing use.

Place the subject’s Right Thumb print on the citation copy and on the green copy of the
citation if the subject was brought to CSI by an officer.

Begin the Live Scan process. Follow each of the prompts as dictated by the Live Scan
device. If the Live Scan quick search finds a match, the Live Scan will automatically
populate most of the demographic fields relative to the arrestee’s personal history. Complete
the rest of the demographic fields.

. The Live Scan will then host the demographic information over to the Imageware software.

You will still need to enter information in several of the data fields. The most important of
these fields is the Agency Case Number field. You must enter the number using the
following format: FPD 10-123456. Choose CIT in the RECORD TYPE field.

. Take the arrestee’s mug shot. Make sure to zoom the camera so that the arrestee’s ears are

on the two vertical lines, and that his/her eyes are on the horizontal line.
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7.

8.

Save the image.

Write the Booking and JID #’s on the white copy of the citation.

On the main Live Scan screen, you must then highlight your arrestee’s name and then SEND
the record to the state Department of Justice in Sacramento.

a.

It is important to remember that the Live Scan print record will be searched at
DOJ and DOJ will send back a CLETS response indicating whether or not a prior
record was located. In most instances, the CLETS response is received by the
DOJ drop printer located down at dispatch within several hours of transmission
from the Cogent workstation.

The responses are routed to CSI on a daily basis. The Dayshift Supervisor will
have them attached to the correct citation paperwork.

ADULT ARREST REPORT PROCESSING

Place the subject’s Right Thumb print on each of the copies of the Arrest Report.
Place your initials, the date, the time and the arrestees FPD #, if known, in the appropriate
boxes that the processing technician will stamp on each of the AR’s.

a.

Begin the Live Scan process. Follow each of the prompts as dictated by the Live
Scan device. If the Live Scan quick search finds a match, the Live Scan will
automatically populate most of the demographic fields relative to the arrestee’s
personal history. Complete the rest of the demographic fields.

The Live Scan will then host the demographic information over to the Imageware
software. You will still need to enter information in several of the data fields.
The most important of these fields is the Agency Case Number field. You must
enter the number using the following format: FPD 10-123456. Make sure to select
ARR in the RECORD TYPE field.

Take the arrestee’s mug shot. Make sure to zoom the camera so that the arrestee’s
ears are on the two vertical lines, and that his/her eyes are on the horizontal line.

Save the image.

Write the TRANSACTION # on the top of each of the copies of the Arrest
Report. Put the Booking # in the appropriate box on the Arrest Report.

On the main Live Scan screen, you must then highlight your arrestee’s name and
then SEND the record to the state Department of Justice in Sacramento.

It is important to remember that the Live Scan print record will be searched at DOJ
and DOJ will send back a CLETS response indicating whether or not a prior record
was located. In most instances, the CLETS response will received by the DOJ drop
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printer located down at dispatch within several hours of transmission from the Cogent
Live Scan workstation.

The responses are routed to CSI on a daily basis. The Dayshift Supervisor will have
them attached to the correct arrest report.

C. DOJ 8715

Once you’ve completed the prisoner processing sequence, for Arrest Reports, or Citations,
and the subject is gone, you must fill out the DOJ 8715 form. Complete all of the fields,
making sure to check the ARREST box, or CITATION box as appropriate. The completed
8715 form ultimately makes its way to PLO.

D. BLUECHECK ONLY ID SEARCHES

There may be occasion, such as warrant arrests, where it may only be necessary to use the
blue check in an effort to verify a subject’s identity. If that is the case, and you get a positive
response from the Blue Check, you must write the FRT #, which will be available on the
Blue Check screen, on the top of the Arrest Report.

E. IN CUSTODY JUVENILES AND JUVENILE CITATIONS

Juveniles who will be booked into Juvenile Hall will be mugged and printed by the
Juvenile Hall Intake Staff. This is an agreement between the Fresno Police Department
and the Probation Department.

F. BRINGING JUVENILES TO CSI FOR PROCESSING

Before bringing a juvenile into the prisoner processing area, it is required that all adult
prisoners be secured in the holding cells and the door closed between the cells and the
prisoner processing area. There must not be any sight or sound contact between adult
prisoners and the juvenile.

CSI will only mug and print a juvenile in the following instances:
1. Question of identity

If an in custody juvenile is brought into CSI for the purpose of determining true identity,
roll an inked set of prints and do a ten print search or, take the juvenile’s thumb print and
compare it to an existing record. If the Juvenile is going to be taken to Juvenile Hall and
booked, do not mug and print the juvenile. If the juvenile is going to be cited and
released and, the arresting officer wants a record created, go ahead and process the
juvenile. The intent is not to duplicate the processing that Juvenile Hall will do.
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2. Juvenile Citation
Juveniles who are brought into CSI for processing and then cited and released by the

arresting officer can be processed if the arresting officer wishes to create a record with
our Department.

10
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PROCEDURES BULLETIN
CALIFORNIA DEPARTMENT OF JUSTICE
ADULT 8715 ARREST DISPOSITION FORM
PB # 04 (Issued 01/00, Rev. 10/03)

INTRODUCTION

This Bulletin discusses the California Department of Justice JUS 8715 DISPOSITION OF
ARREST AND COURT ACTION form. The JUS 8715 multi-page form created by DOJ and
provided to local California law enforcement agencies for the purpose of tracking adult arrestees
through the justice system from the time of arrest to any final court disposition.

In 2000, DOJ made it a requirement that local agencies to also submit 8716 form for all juvenile
arrests. In the case of our Department and this Section, cadets handwrite one or more 8715
forms on each arrested adult who is mugged and printed AND their prints transmitted to DOJ
using the Live Scan device. If no prints are submitted to DOJ through the Live Scan, no 8715 is
required.  The reason being that DOJ wants to first receive the arrestees fingerprints through
Live Scan at the time of booking. The arrest fingerprints and arrest data are added to an existing
record of the subject in the DOJ system or, if no existing record is found, a new DOJ record is
created using the arrest prints and data.

The 8715 form(s) that the Section typed at the time of booking are routinely picked up by
members of the Department’s Prosecution Liaison Office. The PLO staff then attaches the 8715
to the subjects D.A.’s Office filing paperwork package. The filing package, with the 8715, is
then taken to the D.A.’s Office for the purpose of filing charges for prosecution. Two things can
happen at this point,

1. If the D.A.’s Office determines that there No Charges will be Filed (NCF’d) on
the subject for whatever reason, the reviewing D.A. marks the NCF field in the
D.A.’s section of the 8715 form and the whole filing package is returned to PLO.
If the charges are not re-filed by the Department, the returned 8715 form(s) is sent
back to the Section where the copies are separated. One copy is mailed to DOJ
so that they can record the NCF disposition on the subject criminal history “rap”
sheet. The blue copy is sent to the property section to assist them in the
disposition of any evidence they may have in their custody.

2. The D.A. files charges on the subject and a court date is set for trial(s). At the
conclusion of the trial(s), the Court writes in the final disposition of the original
arrest on the 8715 form. The court sends the disposition results to DOJ by
mailing a copy of the 8715 form(s) or sending the disposition electronically using
an automated DOJ reporting system available in some counties. The Fresno
County Courts currently have the DOJ automated reporting system. The court
also sends back to PLO, a copy of the 8715 form(s) with the final disposition of
the arrest. This copy is supposed to be sent to records so that it can be placed in
the original case to show final disposition.

14
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When DOJ receives the final arrest disposition from the courts system, the subjects record is
updated with the information to include, sentence, fine, probation, parole, etc.. Anyone running
a DOJ “rap” through the CLETS system would see the information from the original arrest (Live
Scan fingerprint card) and either the NCF by the D.A.’s Office or the disposition of the arrest by
the court.

In the event the 8715 never arrives at DOJ, the subjects arrest record will always show the arrest
with a disclaimer that no final disposition has been received. If instead the 8715 arrives at DOJ
but, no arrest fingerprints were ever received from the arresting agency, DOJ will attempt to
contact the arresting agency and request that they submit a set of arrest fingerprints. Obviously,
in most instances that is impossible so what happens is that DOJ will not add to or create any
arrest of the subject. DOJ’s goal is to first receive the fingerprints; update or create a master
criminal history record; and when the 8715 form arrives, add the NCF or final court disposition.

8715 POLICY AND PROCEDURES

A. An 8715 form is to be created on all adults when an arrest tag or citation is
created with reportable charges that are sent to DOJ.

B. An 8715 form will be prepared for each case.

C. An 8715 form should not be retained by DOJ (PC 647 F, local Muni Code
violations).

D. After the 8715 form is prepared it is to be put in the PLO tray. PLO will pick up
the 8715 forms in the morning for attachment to the D.A. filing packages.

REPEATERS AND THE CORRECTION OF 8715 FORMS

When a repeater is found and the JUS 8715 form is still in the completed tray awaiting pickup,
locate the form, type a corrected form, and discard the old form. If the repeater is found after the
8715 form has been picked up by PLO, prepare a corrected 8715 and forward it to PLO along
with a copy of the repeater follow up report.

15
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PROCEDURES BULLETIN
CSI P # PHOTO FILE PROCEDURES
PB # 05 (Rev. 10/03)

INTRODUCTION

CSI maintains a Photographic # ( P # ) file and log book as a way to file and retrieve
miscellaneous photo CD’s which are routinely shot by CSI members but, do not involve an FPD
criminal case or Case number. Examples being public relations photographs, Unit photos,
Special Projects, recruitment bulletins, training, I.A. investigations, special events, awards, etc..
As a rule of thumb, any non-case photos taken or received by CSI can be placed in the P # File.
On occasion, photos are taken using a P # because no determination has been made if a crime has
occurred or if a case number will be drawn. If at a later date a case number is issued, the P #
photo images can be uploaded into the FPD RMS system and a follow up report is written by the
Technician who took the photographs.

P # File PROCEDURES

A. When a Technician is given a P # photo assignment the procedure is to draw a P # from
the P# Log Book which, is kept on top of the evidence negative file cabinet. Two
drawers of the evidence negative file cabinet are reserved for P # CD’s. The Technician
issuing the P # writes down the date, subject or type of photo assignment, and their
initials in the P # Log Book next to the number that was drawn.

B. When the Technician returns from a photo assignment, a P # CD envelope is to be filled
out with the P #, date, subject of the photos, and Technicians name written on the outside.
The CD with the downloaded photos is placed inside the envelope.

C. No reports are written for P # photographic assignments.

D. The final CD is then filed in the same file cabinet that house the P# log book.

16
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PROCEDURES BULLETIN
CARD ROOM APPLICANTS
PB # 09 (Rev. 10/03)

**WE WILL NO LONGER FINGERPRINT CARD ROOM APPLICANTS. ALL CARD
ROOM APPLICANTS WILL GO TO THE HUMAN RESOURCES DEPARTMENT
(HRD) AT CITY HALL TO BE FINGERPRINTED ON A LIVE SCAN DEVICE. HRD
WILL CHARGE THE APPLICANT $15.00 CHECK OR MONEY ORDER ONLY, FOR
THE LIVE SCAN FINGERPRINTING SERVICE**

35
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PROCEDURES BULLETIN
MASSAGE APPLICANTS
PB # 10 (Rev. 10/03)

NOTE: WE NO LONGER FINGERPRINT ANY MASSAGE APPLICANTS. ALL
MASSAGE APPLICANTS WILL GO TO HUMAN RESOURCES DEPARTMENT
(HRD) IN CITY HALL TO BE FINGERPRINTED. HRD WILL CHARGE THE
APPLICANT $15.00 FOR THE LIVE SCAN FINGERPRINTING SERVICE. HRD
WILL ONLY ACCEPT A CHECK OR MONEY ORDER.
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PROCEDURES BULLETIN
TEMPORARY STORAGE OF WORK ASSIGNMENTS IN SHIFT TRAYS
PB # 30 (Rev. 10/03)

In the CSI main office, two filing cabinet “Shift Drawers” have been created for the purpose of
providing Technicians assigned to one of the Section’s two shifts (days and nights), with a
temporary storage location for un-finished assignments and paperwork related to assignments.
All CSI members shall use these shift drawers for the temporary storage of un-finished
assignments/paperwork instead of their personal mail trays. Use of shift drawers provides a
more secure, centralized temporary storage location for work assignments and eliminates the
need for other members of CSI to search through multiple personal mail trays when attempting
to locate work assignments and paperwork related to assignments. Each shift drawer will
contain hanging folders for each tech to place their unfinished work. The shift drawers are a
“catch all” storage location for that shifts un-finished work assignment paperwork.

A. SHIFT DRAWER PROCEDURE

Un-finished work assignments such as reports, latent print envelopes with the comparison
requests, sketches and other miscellaneous assignment paperwork shall be stored in the
appropriate shift drawer hanging folder by the Technician(s) working on the assignment
prior to going off duty.

B. PROHIBITED
CSI members will NOT store un-finished work assignment and associated assignment
paperwork in their personal mail tray. Personal mail trays are for the placement and

storage of incoming mail and/or personal paperwork.

Major case envelopes, i.e. 187 and O.1.S. envelopes, are not to be placed in the shift
drawers. They shall always remain in the major case drawer.

53



Fresno Police Department
Crime Scene Investigations Operations Manual

PROCEDURES BULLETIN
PHOTO CASE ID CARD
PB # 19 (Rev. 10/03)

INTRODUCTION

As a matter of routine evidence photography procedure and basic 1D Training, all evidence
photographs taken by members of CSI shall include a close up photograph of a Photo Case ID
Card at the beginning each case. The CSI Photo Case ID Card procedure is as follows.

1. Prior to taking evidence photographs in a case the CSI member shall write on a 3 x 5 size
card, in large print using the marking pen stored in the camera case the following:

The Number of the Case being photographed

The crime type

The date and time

The initials of the Technician taking the photographs

cooe

2. A close up photograph shall then be taken of the Case ID Card at the beginning of each
series of photos taken in the case. It is important that the Technician taking the case card
photo fill the view frame with the case card.

Because of the critical importance of Case ID Cards, if you have any questions regarding this

procedure contact your shift supervisor or shift Technician Il for direction. Attached is an

example of how a Case ID Card should be filled out.

EXAMPLE OF PHOTO CASE ID CARD

00-234567

PC 211

02/02/01
2330 SW
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PROCEDURES BULLETIN
CSI REQUEST FOR SERVICES FORM
PB # 20 (Rev. 10/03)

INTRODUCTION

The “Request For Services” form was created by CSI for use by Department members and
members of outside agencies who wish to request CSI services. See the attached CSI Request
For Services form. This Bulletin describes the procedures upon the receipt of a CSI Request for
Services form.

A. Completion and Submission of CSI Request for Services Form.
1. Forms are located in the front counter drawers adjacent to the Section secretary’s
desk.
2. Completed request forms may be turned over to any Crime Scene Technician or

placed in the supervisor’s box.
3. Completed request forms may also be routed to the Section via inter-office mail.

4, The Technician receiving the form will review the submitted request to insure it
contains all the necessary information (i.e.: case information, type of service
requested, officer’s name/badge, comments and/or special instructions, listed
suspect’s name and DOB or FPD#, etc.).

B. All completed forms requiring print comparisons will be attached to both the known
finger/palm cards of the suspect (or elimination prints) and the latents to be compared.

1. The forms with the attached latents and known prints will be placed in the Latent
Comparison tray located in the office area of the Section.

2. As explained in CSI Bulletin # 30, the Day, or Midnight shift drawers are to be
used by CSI members for the temporary storage of assigned unfinished latent
comparisons.

C. All completed forms requiring crime lab processing will accompany the item(s) to be
processed.
1. If the officer has booked the item(s) into PECS a technician will need to contact

PECS and make arrangements for the item(s) to be checked out to the Section.

2. The technician receiving the property and request will initial and date the request
form in the area directly above the requesting officer’s name.
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3.

If the technician receiving the property is unable to process the request the item(s)
and form are to be placed on the back counter of the crime lab and a supervisor or
lead worker are to be notified. This supervisor/lead worker will then become
responsible for assigning the processing request.

If a technician begins the processing but is unable to complete a request in the
course of their assigned shift, they are to mention in the comments section of the
request form, their progress to date, and complete the bottom portion of the form
in the area assigned to the technician’s signature and ID#.

D. Completed processing with positive results.

1.

If the processing results are positive (i.e.: identified latent(s), latent(s) developed,
number restored, etc.) a follow up report detailing the results will be completed by
the technician in RPW.

If no special instructions were noted on the request form the processed items are
to be placed into PECS at the completion of processing.

E. Completed processing with negative results.

1.

If the processing results are negative (i.e.: latent(s) not identified, no latent(s)
developed, or no number restored, etc.) a report shall be generated in RPW.

If the officer’s instructions state the item(s), that were not previously booked into
PECS can be discarded, the technician will discard the item(s) after noting it in
the narrative of the RPW report.

When the officer’s instructions state the item(s) can be discarded at the conclusion
of processing and the item(s) were originally booked into PECS, the Technician
returning the item(s) to PECS shall notify the PECS staff that the item(s) can be
discarded. To insure that there is no miss-communication with PECS, it would be
prudent to provide PECS with a copy of the completed Request for Services
Form.
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FRESNO POLICE DEPARTMENT
CRIME SCENE INVESTIGATION SECTION
REQUEST FOR SERVICES FORM

FPD CASE INFORMATION

Crime: Date of Occurrence:
Victim(s): Case #:
Location of Occurrence:

TYPE OF SERVICE BEING REQUESTED

[ 1 Process Evidence for Latent Print Evidence [ 1 Check or Pawn Slip Fingerprint Comp.
[ ] Latent Print Comparison [ ] Restoration of Serial Number
[ 1 Elimination Comparison to Victim/Witness [ ] OTHER (Describe below)

Comments/Special Instruction(s)

Today’s Date: Person Requesting Service:

Contact Phone: If Outside Agency, Agency Name:

IF REQUESTING PRINT COMPARISON PLEASE PROVIDE SUSPECT - VICTIM - WITNESS

INFORMATION
Booking No. Name Booking No. | Name
Technician Accepting Request: Date:
Technician Working Request: Date:
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PROCEDURES BULLETIN
FIELD EQUIPMENT CHECK OUT LOG
PB # 24 (Rev. 10/03)

INTRODUCTION

For the purpose of tracking the use and location of Section assets, all members of the Section
will follow the below listed check out and check in procedure when taking equipment (radio,
camera kit, re-chargeable flashlight, and vehicle) into the field.

A

Prior to taking portable radios, crime scene camera Kits, re-chargeable flashlights, or
vehicles into the field, Section members will fill out the equipment check-out sheet
located in the break room. See attached example of check-out sheet.

Upon their return to the Section from the field, members shall fill out the “Date In” and
“Time In” sections of the equipment check-out sheet indicating that the checked-out
equipment has been returned in working order to the appropriate equipment storage
location.

If the member using the equipment experiences any problems with the equipment while
in the field, when checking in the equipment they should note the problem on the check-
out form and notify, either in person or by email, their shift supervisor (Supervising ID
Technician or Tech I11). The shift supervisor will then forward the information to the
Section’s day shift supervisor who will investigate the problem and seek repairs if
necessary. If necessary to document the problem, members can write additional
comments in the row of columns below the equipment check-out entry of the equipment
in question.

Each shift supervisor (Supervising ID Technician or Tech Ill) is responsible for spot

checking the equipment check out sheet(s) to insure that members under their supervision
are following Section procedures and using the check-out sheet as required.
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PROCEDURES BULLETIN
ABSENT WITH SUBSTITUTE
PB # 35 (Issued 10/11/05)

PROCEDURE

A.

ABSENT WITH SUBSTITUTE (AWS) TRADE TIME REQUESTS

A Technician requesting an AWS trade must:

a. Notify the shift supervisor in writing no more than thirty days and no less
than twenty-four hours in advance, unless there are extenuating
circumstances in which case the supervisor may use their discretion in
accepting and approving the request;

b. Complete an AWS Form; and

C. Provide a substitute Technician who is of a similar skill level as
determined by the shift supervisor, and capable of working the position
for which the requesting Technician is scheduled to work during the
substitute shift.

d. Probationary Crime Scene Technician I’s are not eligible to participate in
AWS.

e. Technicians may not substitute if he/she is scheduled to work the shift
immediately prior to or following the AWS substitute shift.

f. After proper approval of an AWS trade, Technicians may request a time

transfer of hours from their vacation, holiday, or comp time account to the
like account of the substituting Technician. The Time Transfer Request
from must be approved by a supervisor prior to sending it to the Fiscal
Affairs Bureau.

Once a Technician has agreed to substitute for another Technician, and the substitution
has received supervisor approval, the substituting Technician is responsible for work on
the specified date and time of the traded shift or partial shift. In the event the substituting
Technician cannot work the shift or partial shift, the substituting Technician is
responsible for obtaining a replacement substitute. When no replacement substitute can
be provided, and the initial substituting Technician fails to work the shift or partial shift,
holiday or vacation leave shall be charged to the account of the employee normally
scheduled to work. The Technician who fails to work the traded shift or partial shift is
subject to disciplinary action.

The hours worked by the substitute will be excluded by the City in the calculation of the
hours for which the substitute Technician would otherwise be entitled to overtime
compensation under the Fair Labor Standards Act, the Fresno Municipal Code, and/or
any applicable Memorandum of Understanding. When one Technician substitutes for
another, each Technician will be credited as if they worked their normal schedule for that
shift.
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REQUEST APPROVAL

The following conditions must be met for the AWS request to be approved:

a. It must be acceptable to the supervisor whose shift will be affected.

b. The substitute Technician shall not be scheduled to work more than 15 hours in
any 24 hour period as the result of a substitution. Calling in sick for the
employee’s own regularly scheduled shift prohibits that employee from working
AWS for any other employee immediately before or after the sick employee’s
scheduled shift.

C. Technicians are limited to working AWS a maximum of 20 hours per week; and

d. Technicians are limited to working AWS a maximum of 40 hours per week
during their scheduled annual vacation; and

e. Technicians may take up to 80 AWS hours off per month.

AWS RESTRICTION

Technicians will be placed on AWS restriction when any of the following have occurred:

a. Failure to show up as a substitute for a shift, or a partial shift, per a previously
approved agreement, without finding a suitable replacement; or
b. Calling in sick when required to substitute for another Technician, per a

previously approved agreement, without finding a suitable replacement.

Technicians placed on AWS restriction will remain on such restriction for three months
from the date of their last approved AWS. Notification will be made in writing by a
supervisor indicating the Technician is on restriction and the ending date of the
restriction. Technicians placed on AWS restriction will be given thirty days to fulfill
prior approved AWS trade agreements.

AWS REQUEST DENIAL

An employee on modified duty, or under on-going or periodic medical treatment for an
injury or illness, will not be allowed to participate in the AWS program until they have
been released by the attending medical provider for full duty with no work restrictions.

It is a requirement that any employee requesting to participate in the AWS program as a
substitute be able to perform the full range of essential duties of the position. Employees
may be required to present a physician's verification that participation in the program is
medically authorized and will not aggravate an underlying medical condition.

The Department reserves the right to have an employee medically examined under the
provisions of FMC 2-1668 Physical Examination At Request of Appointing Authority in
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the event of a medical dispute or disagreement regarding the employee's status and prior
to the employee's participation in the AWS program.

When the reviewing supervisor determines that the substitution is not satisfactory, that
supervisor will notify the Technician in writing, on the AWS Form, as soon as possible
after the determination has been made.

Technicians placed on AWS restriction will not be allowed to participate in the AWS
program.

AWS REQUEST CHANGE

Should there be a change in any previously approved AWS situation and both employees
agree to the change and wish to cancel the approved AWS, the involved employees shall:

a. Write “Void” or “Cancel” across the face of the AWS form;

b. Sign and date the AWS form; and

C. Return the AWS form to the shift supervisor as least 24 hours in advance of the
change.
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PROCEDURES BULLETIN
ANNUAL SECTION REVIEW
PB # 36 (Issued 09/27/05)

PROCEDURE

ANNUAL REVIEW

On an annual basis, the Section Commander will conduct a review of the Section to determine if
its continued existence is justified.
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PROCEDURES BULLETIN
CRIME SCENE INVESTIGATION SECTION DUTIES
PB # 37

This Section is responsible for providing 24 hr. technical support to the Patrol Division and
Investigations Division personnel both in the field and at Headquarters. Some of the essential
services provided by the Section’s staff of 19 Identification Technicians and 9 Cadet I1’s:

Crime scene investigation

Collection and preservation of evidence

Evidence analysis

Mugging, Printing, and Identification of in custody suspects
CAFIS operations

All latent, and known, fingerprint comparisons

Narcotic Presumptive Testing

All Prisoner processing functions

ITOMMOOwW>

Annually, the Section responds to more than 4,000 field service requests from Department
members. The types of crimes handled by Crime Scene Investigation Technicians range from
homicide crime scene investigation to the photographing of injuries suffered by victims of
assault and domestic violence. Section cadets also fingerprint and photograph more than 13,000
criminal suspects annually.
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PROCEDURES BULLETIN
COURT REQUESTS FOR IDENTIFICATION OF FINGERPRINTS ON
FPD MISDEMEANOR CITATIONS AND TRAFFIC CITATIONS
PB # 38 (Rev. 011408)

Background

In recent years there has been a dramatic increase in the number of defendants who appear in
Court and claim that another person used his/her identity when cited by an FPD officer for a
misdemeanor offense or a traffic infraction.  As a result, the Court(s) are now routinely
summoning CSI Technicians to the courtroom to try and prove or disprove the defendant’s false
identity claim through fingerprints. If the Technician determines that the fingerprint on the court
copy of the citation is of suitable quality for identification, he/she will then take elimination
prints from the defendant in court and conduct a comparison to the print on the citation. If the
prints do not match, the Technician will ask the Court to make and keep a copy of the citation for
their records. The Technician will then take custody of the original citation from the Court and
return it to the Crime Scene Investigation for further follow-up using the Department’s AFIS
system(s). To facilitate the process CSI personnel will utilize the following procedures when
handling court requests for FPD citation identity verification.

1. When the follow-up print search is unable to identify the fingerprint on the citation the
Technician will do the following.

A. If there is an FPD Case number on the citation, the Technician will write a
supplemental report detailing the steps taken to identify the print on the citation
and the fact that the no identification could be made. A copy of the RPW report
shall then be paper clipped to the citation and turned over to the CAFIS unit for
filing.

B. If there is no FPD Case number on the citation the Technician will forward the
citation to the CAFIS unit with a note indicating that the print on the citation
could not be identified. The citation will be filed in the CAFIS unit.

C. All filed citations should be kept on file in the CAFIS unit for a period of two
years from the date of discovery of the identity theft, which would be the day we
brought the citation back from court.

2. When the follow-up print search results in a positive identification of the print on the
citation, the Technician shall do the following:

A. If the citation does not already have a case number, contact the day shift
supervisor and request a case number. The dayshift supervisor will run the unit
history for the issuing officer of the citation and then forward that information on
to the CLO Sgt for the issuing of a case number.
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Write a follow-up report detailing the circumstances and how the identification
was made. Print the report and place it in a folder with the materials used to
conduct the comparison (citation, known prints, etc). Write the subject’s name,
date of birth, and identifying number(s) on the citation. Initial and date the
citation and the known prints used to conduct the comparison (include case
number on known prints).

Place the entire folder, containing the copy of the report, and the materials used to
conduct the comparison, in the second check tray. At that point, the comparison
shall be independently verified by another latent examiner, trained to competency,
who is an Identification Technician Il or higher.

Once the second check is completed, the second check examiner shall review all
of the documents, and reports, for accuracy and completeness. Once done, the
second check examiner shall place their initials and date on the citation and
known prints, and return the folder, containing all of the documents within, to the
originating technician.

Once the originating examiner receives the folder containing the documents that
have successfully completed the verification process, the originating examiner can
then submit the written report to the RPW system. A second supplement should
be created and an Identification Technician Prop 115 resume inserted into the
narrative.

Make a copy of the follow-up report and a copy of the citation and forward both
copies to the CLO/PLO Sergeant. A copy of the DRAFT RPW report will
suffice.

Book into PECS, as separate items, the original citation, any elimination prints,
and the AFIS ten print copy that was used to make the positive comparison.
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PROCEDURES BULLETIN
UNSAFE AIR QUALITY AT CRIME SCENES
PB # 39 (11/06)

INTRODUCTION

When a CSI member is dispatched to a crime scene and upon arrival determines that the air
quality in the scene presents a safety hazard which necessitates the use of personal respirator
equipment to enter or work in the scene, the member shall do the following.

A. Section members shall not enter the crime scene until the air quality is such that
protective breathing equipment is no longer necessary and there is no longer a safety
hazard.

B. In those situations where the immediate collection of evidence or the taking of
photographs in the crime scene is required, Section personnel shall:

1. Allow sworn members, who possess and are trained in the use of personal
respirator equipment, to utilize Section equipment to take photos and/or collect
evidence in the scene.

2. Contact the DOJ Fresno Regional Laboratory and request the response of DOJ

staff who possess and are trained in the use of personal respirator equipment to
perform the processing of the scene.
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PROCEDURES BULLETIN
OVERTIME AND INVOLUNTARY ORDER BACK
PB # 42 (Issued: 08/01/08)

OVERTIME

A Crime Scene Technician must work their full shift in a twenty-four (24) hour period or any
amount of hours on their day off before overtime rates will apply. Crime Scene Technicians
shall not work more than 15 hours in any 24 hour time period. Crime Scene Technicians may be
required to stay until their relief has arrived provided it does not require the technician to work
more than five (5) hours of overtime.

Overtime at the double time rate of pay shall be avoided. Double time is not permitted for
replacement of unscheduled vacation, compensatory leave, or holiday leave. It shall only be used
when all other efforts to fill a shift at time-and-one-half have been exhausted. Whenever double
time has been authorized by the supervisor the Section Commander shall be notified by
memorandum or e-mail explaining the circumstances.

Overtime hours are governed as follows:

a. Crime Scene Technicians are limited to accrue a total of seventy (70) work hours
per workweek including AWS, court appearances, order back, and training;

b. Crime Scene Technicians must have at least one day off during each workweek;

C. Crime Scene Technicians working AWS are limited to twenty (20) hours per
workweek; and,

d. Crime Scene Technicians are prohibited from working more than fifteen (15)

hours in any twenty-four (24) hour period.

Earned overtime may be received as pay or compensatory leave or a combination of both. If a
Crime Scene Technician requests a combination of pay and compensatory leave, two (2) OTTO
entries must be completed. Overtime is posted in tenths of an hour. Six minutes equal 0.1 hour.
When completed, the OTTO entry must be submitted to the Supervising Crime Scene
Technician. Overtime and/or holiday pay downs must be submitted by 5:00 a.m. on the last
Thursday in the pay period.

When an Crime Scene Technician signs up to work overtime and wants to cancel for any reason,
it is the responsibility of that Crime Scene Technician to arrange for a qualified replacement for
that slot. The requested change and the replacement must be approved by the affected shift
supervisor.

ORDER BACK

When a Supervising Crime Scene Technician becomes aware that overtime hiring will be
necessary to maintain shift operations, every effort will be made to find a volunteer to fill that
position. When no volunteers are found, an involuntary order back shall occur when the shortage
is known to exist. The Crime Scene Technician ordered back shall be notified at the earliest
possible time, but not more than fourteen (14) days before the shortage occurs. When a Crime
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Scene Technician calls in sick for the oncoming shift, the shift supervisor receiving the call shall
check the staffing on the following shift to determine if this vacancy will cause a shift staffing
shortage. In the event this occurs, it is that supervisor’s responsibility to fill the vacant position.
Every effort should be made to obtain a volunteer to fill the position.

Every effort shall be made to order back Crime Scene Technicians who are already working, or
scheduled to report to work. A Crime Scene Technician may be ordered back while on a day off
if necessary to maintain shift operations. Crime Scene Technicians shall not be ordered back to
work more than five (5) hours in addition to their ten (10) hour shift on a regular work day.

Involuntary order backs shall be on a rotational basis subject to the needs of the department.
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INTRODUCTION

PROCEDURES BULLETIN

TEMPORARY HOLDING CELL INSPECTIONS

PB # 44 (Issued 08/01/08)

It is the policy of the Fresno Police Department to comply with the provisions of Department of
Corrections code Title 15 which requires in part, that policies and procedures be in place insuring
the “maintenance of an acceptable level of cleanliness, repair and safety throughout the facility”.
The Crime Scene Investigation Section’s temporary holding cells are to be inspected on a weekly
basis by designated Section staff.

A. WEEKLY INSPECTION OF THE HOLDING CELLS

1. On a weekly basis each CSI holding cell will be inspected for general cleanliness,
safety and maintenance

A.

The cells should be free of any type of clothing or other personal
belongings from an in-custody suspect. If you find any personal
belongings, turn those items over to the stand-by officer. If the stand-by
officer is unable to resolve who the owner of the items is, he should book
them as found property.

The cells should be free of any sanitation type problems. If you discover a
problem, report it to the dayshift supervisor who will contact facilities, or
the janitorial staff, to resolve the problem. Examples of sanitation
problems would include:

1. Blood or other bodily fluids in the cell
2. Toilet plugged and overflowing

Insure that the cells are in proper working condition. Report any
maintenance, or safety, issues to the day shift supervisor, who will contact
facilities to begin the repair process. This inspection should include the
following tasks:

1. Check that the cell doors slide freely and securely lock, and
unlock, as expected.
2. Check the toilets and drinking fountains to make sure that they are

working as expected.

Insure that there are no plumbing leaks.

4. Pour one cup of water in the plumbing pee trap located in the
center of the floor in front of the cells. A drinking cup for this
purpose is located in the gray lockers in the stand by officer area.

w
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A Temporary Holding Cell activity log sheet is maintained in the Crime
Scene Investigation Section prisoner processing area. It should be signed
off on a weekly basis by the inspecting Crime Scene Investigation Section
technician, or whenever any repair activity is completed.

128



Fresno Police Department
Crime Scene Investigations Section Operations Manual

129



Fresno Police Department
Crime Scene Investigations Section Operations Manual

130



Fresno Police Department
Crime Scene Investigations Section Operations Manual

131



Fresno Police Department
Crime Scene Investigations Section Operations Manual

132



Fresno Police Department
Crime Scene Investigations Section Operations Manual

133



Fresno Police Department
Crime Scene Investigations Section Operations Manual

134



Fresno Police Department
Crime Scene Investigations Section Operations Manual

135



Fresno Police Department
Crime Scene Investigations Section Operations Manual

136



Fresno Police Department
Crime Scene Investigations Section Operations Manual

137



Fresno Police Department
Crime Scene Investigations Section Operations Manual

138



Fresno Police Department
Crime Scene Investigations Section Operations Manual

139



Fresno Police Department
Crime Scene Investigations Section Operations Manual

140



Fresno Police Department
Crime Scene Investigations Section Operations Manual

141



Fresno Police Department
Crime Scene Investigations Section Operations Manual

142



FRESNO POLICE DEPARTMENT
CRIME SCENE INVESTIGATION SECTION
PROCEDURES BULLETIN PB # 49
CSIS Ride Along Program
(Revised 05/012/17)

INTRODUCTION

The ride-along program is vital to show the community and other department members the inner
workings of the Crime Scene Investigation Section (CSIS). Members should adhere to the
following guidelines and procedures in order to keep the ride-along safe and have the best
possible understanding of the CSIS operations. Refer to FPD Procedure 410 (Ride-Along) and
FPD Policy 410 (Ride-Along Policy) for any information not present in this procedure bulletin.
A. GUIDELINES

1. The following is a list of guidelines for participants to follow:

¢ No jeans (regardless of color), baggy pants, T-shirts, sweats, hats or caps allowed.

e No skirts, dresses or high heels.

¢ Present a professional image, otherwise you could be sent home.

e You can ride for 5 hours, or longer at the CST’s discretion.

e The CST, at his/her discretion, can end the ride-along at any time.

e You could get injured.

e You are riding along at your own request. Neither the City nor the Department is
making you ride-along.

¢ We do not provide protective equipment, such as ballistic vests or flashlights.

e You cannot bring a camera, tape recorder, or cell phone camera. This is for the
protection of the rights of the people we contact. All information is confidential.

e Do not bring tear gas, pepper spray, handcuffs or any sort of weapon, including
firearms. This applies to those people with CCW permits.

e If the CST/officer tells you to stay in the car, do so. This is for your safety.

e You are not to attempt to assist in arresting suspects or become physically involved
with suspects unless directed to do so. Do no interrupt officers during an investigation.

e Bring clothing appropriate for the weather.

e Be prepared for the possibility that you will not stop for breaks or meals during the
ride-along.
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e If you wear a medic-alert bracelet or have a medical condition such as epilepsy or
diabetes, let the CST know at the start of the shift.

e Know your location, and know your detail.

e |f you cannot make your scheduled appointment, make sure you call cancel your ride-
along. Not calling will prohibit you from riding for a year.

¢ One ride-along is allowed per year from the date of your ride-along.

B. APPROVAL

1. Once approved by the CSIS Manager, or shift Supervisor, and the applicant has met the
qualifications, a date will be set with the approval of the effected shift’s Supervisor.

2. The affected shift’s supervisor will contact the applicant via email and send the
Department ride-along guidelines and the form letter.

C. DISQUALIFICATION

The following factors may disqualify an applicant and are not limited to:
1. Prior criminal history or conviction;

2. Pending criminal action;
3. Pending lawsuit against the Department; and
4. Denial by Manager or Supervisor.

Automatic Disqualification
1. Being under 16 years of age; or

2. Being on probation or parole.
D. AVAILABILITY

1. The ride-along program may be available most days and on any shift. Although, normally
a ride-along would be scheduled for Fridays or Saturdays beginning at 1930 hours, in
hope that the ride along would experience field calls.

E. CSIS RIDE-ALONG EXPERIENCE

The following are steps to help insure the ride-along has a greater understanding of all aspects
of the operations of the CSIS.
1. Guided tour of the Section; including office area, CAFIS, Prisoner Processing, and

Evidence Processing Room

2. Guided synopsis and explanation of the photographs and crime scene diagrams, in the
binder.

3. Guided explanation of latent print comparisons and the CAFIS computer system using
the aids in the binder
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F. RESPONSE TO FIELD CALLS

1. The Department Waiver shall be filled out by the ride-along prior to leaving the CSIS
office on any field calls.

2. The ride-along will follow the directions of the CST/officer;

3. The ride-along will not become involved in any investigation, handling of evidence,
discussions with victims or suspects, or handling any CSIS equipment;

4. The ride-along may terminate the ride at any time or the ride may be terminated by the
CST if the ride-along interferes with the performance of the CST’s duties. In either case
the CST will return the participant to the CSIS;

5. CSTs will not allow any ride-alongs to be present in any residences or situations that
would jeopardize their safety or cause undue stress or embarrassment to a victim or any
other person;

6. Under no circumstance shall a civilian ride along be permitted to enter a private
residence with a CST without the expressed consent of the resident or other authorized
person.

7. CSTs will not allow a ride-along to be present at any scene that has an active Crime
Scene Log; including but not limited to homicides or OIS.
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FRESNO POLICE DEPARTMENT
CRIME SCENE BUREAU

PROCEDURES BULLETIN PB # 50
(Revised 06-21-17)

FPD APPLICANT LIVESCAN PROCEDURES

INTRODUCTION

In April, 2017, the Crime Scene Investigation Section was requested to use the section livescan
machine to process applicants who are applying for jobs with the Fresno Police Department.
This was requested to improve the timeliness in getting the responses from the California
Department of Justice, and the FBI, to the FPD personnel department.

A

Completion of Request for Live Scan Service form.

All applicants shall arrive at the front desk with a FPD Personnel Services Livescan
Fingerprinting form. They will need to have a valid California driver’s license or
California ID card. All applicants will be given a Request for Live Scan Service form.
Circle the appropriate type of employment candidate at the top of the form-Sworn or
Non-Sworn. Fill in the Job Title of the job they are applying for. They must then fill out
the middle section of the form which includes all of their personal demographic
information. Each space on the form needs to be completed.

Completion of the Demographic Fields on the Livescan.

After logging on to the livescan, you need to use the drop down menu at the top right of
the screen to select APPLICANT. Once you’re at the APPLICANT screen, select NEW.

The following fields are to be completed on the demographic screens:

AORI: CA0100500
AORI LITERAL: CAPDFRESNO
APP TYPE:

1. Civilian FPD Applicants
All civilian applicants (with the exception of cadets) will be processed

using the NON-SWORN-LEA PERSONNEL option. When you choose
this option, CA will pop up in an APLS data field. Right next to this data
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field is a blank, white, data field. You have to manually enter FBI into
this field. All civilian applicants are searched against both the California
DOJ database, and also the FBI database. When you enter FBI into its
data field, the fee for the transaction automatically changes from $32 to
$66.

2. Sworn FPD Applicants-PEACE OFFICER F/ARMS CACI

Cadet applicants are to be treated as sworn personnel. Enter POLICE
CADET in the APP TYPE. For officers, enter POLICE OFFICER. The
APLS data fields will automatically be populated with CA and FBI. The
total fees, paid by the department, will be $66.

TYPE OF PAYMENT: ACC

Under the Agency Address Set Contributing Agency: demographic screens, enter the
following:

STREET #: 2326
STREET: Fresno

CITY: Fresno
STATE: CA
ZIP: 93721

Under Agency Billing:

BIL: 110065
The remaining data fields in this section should auto-populate.

Under the PERSONAL INFORMATION demographic screens, enter all of the requested
information. All of the information is available as provided by the applicant, on the
REQUEST FOR LIVE SCAN SERVICE form.

Under the EMPLOYER section most of the data fields are already entered. You do need
to enter the following:

STREET #: 2326
STREET: Fresno

After rolling the applicants prints, you must SEND them to the state and FBI. When you
do so, on the main livescan screen, you will see an ATl No. Write the ATI No. on the
bottom of the Request for Livescan Service form along with your name, date,
Transmitting agency and the amount collected. The amount collected should always say
$0.00.
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Select SAVE, and then the machine rolls over to do the actual fingerprinting.
At the conclusion of the fingerprinting, you will go back to the main applicant screen that
lists all of the recent applicants. Select SEND to transmit the fingerprints to DOJ. Write
the ATI No. on the bottom of the Livescan Service Form.
Separate the three copies of the Livescan Service Form as follows:

WHITE: Supervisors work tray. They will be routed to FPD Personnel

PINK: Goes with the applicant as a receipt.
YELLOW:  Goes in the binder that is locked up in the PC 187 filing cabinet.
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