Pasadena Police Department
Policy Manual

CHIEF'S PREFACE

The Pasadena Police Department Policy and Procedure Manuals are the framework for the day to
day operations of this organization, both in the field and administratively. The Manuals also provide
guidance for extraordinary events and establish expectations regarding professional deportment
and conduct.

The Pasadena Police Department has a rich history of community service and is known throughout
the region for developing creative solutions to mitigate complex safety concerns. The Pasadena
Way remains a contemporary philosophy that establishes a foundation of professional service and
the respectful treatment of others. It is the common thread that ties us together as a department
and fosters trust with the community we serve.

As we move forward, our environment continues to change and new challenges are continuously
revealed. Our dedication, resourcefulness, and resolve will be tested as we address these evolving
crimes and service needs The Policy and Procedures Manuals will help us prepare for future
challenges by increasing our effectiveness and streamlining our workflow to improve performance.

Our future will be shaped by open communication, analytics and a deeper commitment to
collaboration. Equally important is the department's commitment to develop our employees
through formal education, training and mentoring to ensure they remain contemporary with best
practice policing.

No manual can cover every situation, contingency or behavior. Pasadena Police Department
employees are expected to do their best in any situation with the information and resources
available to make decisions based on our values:

1.  We exist to serve the Community;

We are proactive

How we get the job done is as important as getting the job done;
We believe in the personal touch;

We are fair but firm;

We strive for excellence;

We seek innovation; and
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We revere integrity.

These Manuals merely define the parameters in which we work. Our values guide us within that
framework. Before an employee makes any decision or embarks on a course of conduct, he or
she should employ Tactical Decision Making (TDM). TDM is a simple three step process:

1. Take apersonal assessment- Does the decision | make ring true with my conscience?

2. Determine compliance with existing law, policy or procedure- Does my decision
comply with our values, the PPD manual and the law?

3. Make the 'reasonable officer' analysis- Will my decision stand true if examined by
others?
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If the answer is 'no’ to any of these questions, the employee should carefully evaluate whether to
make that decision. In rare occasions, a technical violation of policy may be necessary to achieve
the greater good or comport with the values of this department. If an employee decides to violate
policy, an examination of the employee's decision and motives will be examined. Discipline, if any,
will be shaped by the employee's application of the Department's values and the totality of the
circumstances. Likewise, if an employee's decision is in technical compliance with the policy, but
rooted in improper motive, discipline may result. Together, the Pasadena Police Department and
the community we serve can improve the quality of life in Pasadena. We will respect our past,
strive for excellence, and embrace the future.
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LAW ENFORCEMENT CODE OF ETHICS

As a Law Enforcement Officer, my fundamental duty is to serve; 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; maintain courageous calm in the face of
danger, scorn, or ridicule; develop self-restraint; and be constantly mindful of the welfare of others.
Honest in thought and deed in both my personal and official life, | will be exemplary in obeying the
laws of the land and the regulations of my department. Whatever | see or hear of a confidential
nature or that is confided to me in my official capacity will be kept ever secret unless revelation
is necessary in the performance of my duty.

I will never act officiously or permit personal feelings, prejudices, animosities, or friendships to
influence my decisions. With no compromise for crime and with relentless prosecution of criminals,
I 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 the police service. | will constantly strive to achieve these
objectives and ideals, dedicating myself before God* to my chosen profession...law enforcement.

*Reference to religious affirmation may be omitted where objected to by the officer.
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THE MISSION, VALUES AND VISION OF THE PASADENA POLICE DEPARTMENT
Pasadena Police Department Mission Statement

We Are World Class The Pasadena Police Department is dedicated to excellence as a world
class public safety agency. We are committed to establishing an environment in which members
of the department and community thrive. We seek to be a catalyst for positive change through
persistent, personalized and cost effective use of public safety resources. By embracing the values
of pride, professionalism and integrity we remain committed to maintaining the public trust.

We Engage the Community We dedicate ourselves to becoming part of the community through
improved communication, mutual setting of priorities and a shared commitment to community
policing. Together, our efforts will set the standard for policing in the 21st century.

We Solve Problems We seek to improve the quality of life for all residents of Pasadena
through a proactive team approach to timely and innovative interventions in community problems.
We recognize that our employees are our most treasured asset and the cornerstone of our
department's success. We value the diverse and unique contributions made by police employees,
residents and businesses to the common goal of public safety.

Pasadena Police Department Values

Ethical behavior is the cornerstone of public trust. For any police department to maintain such
trust, it must constantly demonstrate that its partnership with the community will be fair, objective
and securely rooted in consistently applied ethical principals. Members of the Pasadena Police
Department are expected to demonstrate, through words and deeds that the best interest of the
public is always in the forefront of their decisions. The principal of the Pasadena Way serves as the
Pasadena Police Department's compass to ethical behavior. When an employee enters through
the front doors of the Pasadena Police Department, they enter into the world of service to others.
Their entire purpose is to serve the community. The delivery of this service hinges on the values
the organization has founded and taught to each employee. For the Pasadena Police Department,
the implementation of Values Based Policing is the next evolutionary step - a continuation and
further enhancement of the Pasadena Way.

The Pasadena Way

"We Exist To Serve The Community"  Service is the foundation of the value system for the
Pasadena Police Department. The highest form of service is to protect the lives and property of
one's fellow human beings. Our city provides an exciting and diverse environment for personal
and professional achievement. We recognize that our achievements as public servants will be
measured by the level of safety and well-being enjoyed by our community.

"How We Get the Job Done is Just as Important as Getting the Job Done" We have a
continuing commitment to operational excellence that recognizes that the process is as important
as the product. We are refining the traditional role of the police employee to instill an attitude and
behavior which focuses on people in a constructive and positive way.
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"We Believe in the Personal Touch" Thisis an expressive phrase that embodies a state of mind,
an approach to delivering police services that acknowledges that in order to be truly effective we
must express genuine concern, with conviction, that we are in the business of serving people. We
recognize the dignity of all people and treat them accordingly.

"We Are Proactive" Stopping crime before it occurs is our most important function. Identifying
conditions which foster crime in our community and doing something about them is a joint police
- community responsibility. Thinking about crime fighting is important but preventing crime is
paramount.

"We Are Fair but Firm" The Pasadena Police Department practices this value both within the
organization and with the communities we serve. We are flexible in dealing with issues in an open
and sensitive manner. However, we are committed to the consistent application of the law for the
common good.

"Excellence" Delivering the best service or product possible is the ultimate goal for each
employee of the Pasadena Police Department. The effort that one undertakes to obtain such a
standard is the most important aspect of this value. Police employees are expected to do the best
possible job at all times.

"Innovation” Utilizing creativity to meet today's challenges is paramount for the Pasadena Police
Department to effectively solve problems. While having a consistent process to complete our daily
tasks may be valuable in many circumstances, we do not serve this process. We must be willing to
seek solutions that exist outside of our normal methodology in order to address the complexities
of our era.

"Integrity" The police department will demonstrate, through its actions, an uncompromising
allegiance to the core principles espoused within the Police Officer's Code of Ethics. Every
Pasadena Police Department employee will embrace ideals such as honor, duty, courage,
equality, fairness, and dignity.

Pasadena Police Department Vision

The Pasadena Police Department will be a world class agency based upon a foundation of public
trust, and dedicated to keeping the public in public safety. The department will serve as a beacon
of excellence and innovation as we come forward to the 21st century. By fostering an atmosphere
of partnership, we will embody a shared purpose with our community and our employees. We are
committed to excellence developed through pride, setting the standard, and earning a reputation
for providing effective, caring, and courteous service. We will capitalize on our strengths as a
diverse community and work force to make this vision a reality.
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100.1 PURPOSE AND SCOPE
The purpose of this policy is to affirm the authority of the members of the Pasadena Police

Department to perform their functions based on established legal authority.

100.2 POLICY
Itis the policy of the Pasadena Police Department to limit its members to only exercise the authority

granted to them by law.

While this department recognizes the power of peace officers to make arrests and take other
enforcement action, officers are encouraged to use sound discretion in the enforcement of the
law. This department does not tolerate the abuse of law enforcement authority.

100.3 PEACE OFFICER POWERS
Sworn members of this department are authorized to exercise peace officer powers pursuant to
applicable state law (Penal Code § 830.1 et seq.).

100.3.1 ARREST AUTHORITY OUTSIDE THE JURISDICTION OF THE PASADENA POLICE
DEPARTMENT
The arrest authority outside the jurisdiction of the Pasadena Police Department includes (Penal

Code § 830.1; Penal Code § 836):
(@) When the officer has probable cause to believe the person committed a felony.

(b) When the officer has probable cause to believe the person has committed a
misdemeanor in the presence of the officer and the officer reasonably believes there
is immediate danger to person or property or of escape.

(c) When the officer has probable cause to believe the person has committed a
misdemeanor for which an arrest is authorized even if not committed in the presence of
the officer such as certain domestic violence offenses and there is immediate danger
to person or property or of escape or the arrest is mandated by statute.

(d)  When authorized by a cross jurisdictional agreement with the jurisdiction in which the
arrest is made.

(e) In compliance with an arrest warrant.

On-duty arrests will not generally be made outside the jurisdiction of this department except in
cases of hot or fresh pursuit, while following up on crimes committed within the City, or while
assisting another agency.

On-duty officers who discover criminal activity outside the jurisdiction of the City should
when circumstances permit, consider contacting the agency having primary jurisdiction before
attempting an arrest.
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100.3.2 ARREST AUTHORITY INSIDE THE JURISDICTION OF THE PASADENA POLICE
DEPARTMENT

The arrest authority within the jurisdiction of the Pasadena Police Department includes (Penal
Code § 830.1; Penal Code § 836):

(@)

(b)

(©)

(d)

(e)

When the officer has probable cause to believe the person has committed a felony,
whether or not committed in the presence of the officer.

When the officer has probable cause to believe the person has committed a
misdemeanor in this jurisdiction and in the presence of the officer.

When the officer has probable cause to believe the person has committed a public
offense outside this jurisdiction, in the presence of the officer and the officer reasonably
believes there is an immediate danger to person or property, or of escape.

When the officer has probable cause to believe the person has committed a
misdemeanor for which an arrest is authorized or required by statute even though the
offense has not been committed in the presence of the officer such as certain domestic
violence offenses.

In compliance with an arrest warrant.

100.3.3 TIME OF MISDEMEANOR ARRESTS
Officers shall not arrest a person for a misdemeanor between the hours of 10:00 p.m. of any day
and 6:00 a.m. of the next day unless (Penal Code § 840):

(@)

(b)
(©)
(d)

The arrest is made without a warrant pursuant to Penal Code § 836 which includes:
1. A misdemeanor committed in the presence of the officer.

2. Misdemeanor domestic violence offenses (See the Domestic Violence Palicy).
The arrest is made in a public place.

The arrest is made with the person in custody pursuant to another lawful arrest.

The arrest is made pursuant to a warrant which, for good cause shown, directs that it
may be served at any time of the day or night.

100.3.4 OREGON AUTHORITY

Sworn members of this department who enter the state of Oregon in order to provide or attempt to
provide law enforcement assistance have Oregon peace officer authority within 50 miles from the
California-Oregon border (ORS 133.405). Such authority shall only apply when officers are acting:

(@) Inresponse to a request for law enforcement assistance initiated by an Oregon sheriff,
constable, marshal, municipal police officer or member of the Oregon State Police.
(b) In response to a reasonable belief that emergency law enforcement assistance is
necessary to preserve life, and circumstances make it impractical for Oregon law
enforcement officials to formally request assistance.
(c) For the purpose of assisting Oregon law enforcement officials with emergency
assistance in response to criminal activity, traffic accidents, emergency incidents
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or other similar public safety situations, regardless of whether an Oregon law
enforcement official is present at the scene of the incident.

Pasadena Police Department officers have no authority to enforce Oregon traffic or motor vehicle
laws.

Whenever practicable, officers should seek permission from a department supervisor before
entering Oregon to provide law enforcement services. As soon as practicable, officers exercising
law enforcement authority in Oregon shall submit any appropriate written reports concerning the
incident to the Oregon agency having primary jurisdiction over the area in which the incident
occurred.

100.4 INTERSTATE PEACE OFFICER POWERS
Peace officer powers may be extended to other states:

(@) As applicable under interstate compacts, memorandums of understanding or mutual
aid agreements in compliance with the laws of each state.

(b)  When an officer enters an adjoining state in close or fresh pursuit of a person believed
to have committed a felony (ARS § 13-3832; NRS 171.158; ORS 133.430).

The person arrested out of state must be taken without unnecessary delay before a magistrate of
the county in which the arrest was made (ARS § 13-3833; NRS 171.158; ORS 133.440).

100.5 CONSTITUTIONAL REQUIREMENTS
All members shall observe and comply with every person’s clearly established rights under the
United States and California Constitutions.

100.6 RANKS AND CHAIN OF COMMAND

The Department will utilize a chain of command for communication, command, and direction
of employees of the department.Employees will follow the chain of command with regard to
matters related to the operation of the Department.Each level of responsibility will be accompanied
by commensurate authority to make necessary decisions and exercise discretion to effectively
execute their duties. Each employee will be held fully accountable for the application of, or failure
to apply, the authority delegated to him/her.

(@ In order of descending authority, the ranks of sworn police personnel will be:
(@) Chief of Police
(b) Deputy Chief
(c) Division Commander/Executive Administrator
(d) Lieutenant/Section Administrator
(e) Sergeant/Unit Supervisor
()  Corporal
(g) Police Officer
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(b) Civilian personnel may be assigned to manage divisions, sections and/or to supervise
one or more employees within the Department. They will exercise the same
responsibility and authority as that exercised by sworn manager/supervisor within that
same position. The authority and responsibility of Civilian Section Administrators and
Unit Supervisors is limited to personnel and matters within their assignment. Only
sworn personnel are authorized to issue orders related to law enforcement activities.

(c) The chain of command within the Department will be from the Chief of Police, to the
Deputy Chief, to the Division Commanders, and down through the various levels of the
organization as shown on the organizational chart (see Policy Manual section 200).

(d) The line of authority is based on the principle of unity of command.

1. Each organizational component is under the direct command of an identified
administrator/supervisor.

2. Each employee is administratively accountable to only one supervisor at any
given time.

(e) The line of authority (from subordinate to supervisor) will be preserved within each
division/section/unit as indicated.

1.  All employees will, at all times, obey any lawful order given by a supervisor or
an employee of higher rank. Any failure or deliberate refusal of any employee
(Sworn or Civilian) to obey a lawful order given by a supervisor or superior officer,
shall constitute insubordination.

2. A command or supervisory employee shall not knowingly issue an order which
is in violation of any law, ordinance, Department order, procedure, or policy.

3.  Employees are not required to obey any order which is contrary to federal law,
state law, or local ordinance. Responsibility for refusing to obey an order rests
with the employee.

(a) Employees who receive an order, which they believe to be contrary to
Department rules, shall first obey the order and then proceed to appeal.
However, if it is determined in good judgment, that by obeying the order,
irreparable harm to individuals, organizations or the Police Department
will result, then such employee may refuse to obey the order. Following
the refusal, the employee shall document and be required to justify such
refusal.

(b) Employees who receive an order, which they believe to be unlawful or
improper, shall report such in writing to the Chief of Police. The report shall
contain the facts of the incident and why the employee believes the order
to be unlawful or improper. Appeals for relief from such orders shall be
made at the time of issue.The employee shall document and justify such
refusal.

4.  When an employee receives an order that conflicts with a previously issued
order, the employee will inform the supervisor of the conflict. The supervisor will
then resolve the conflict.
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(H Employees at every level of rank will keep their supervisors informed of any unusual
activity, situations, or course of action that occurs during their daily assigned duties.

100.7 AUTHORITY AND RESPONSIBILITY OF SUPERVISORS

Supervisors will direct their efforts toward the efficient performance of the functions of the Police
Department and will require their employees to do the same. Supervisors are responsible for the
proper performance of their employees under a variety of conditions and circumstances.

(@) Supervisors will:

(@)

(b)

(€)

(d)

(e)

(f)

(9
(h)

()

Actively direct and supervise employees of lesser rank to ensure that they
perform their assigned duties efficiently.All personnel in a supervisory position
are accountable for the actions of subordinates under their command, whether
they are in a permanent or temporary assignment.

Monitor the situations in which subordinates are involved and ensure that proper
actions are taken.

Assume command of any situation coming to the supervisor's attention that
requires his/her involvement.

Respond to emergencies as necessary or directed. The first supervisor to arrive
at the scene of an emergency will take charge and issue such commands
and order as necessary to bring the situation under control or containment as
quickly as possible until or unless relieved by the PatrolDivision supervisor,
or a supervisor of higher rank. NOTE: For the purposes of this paragraph, an
emergency will be defined as a crime in progress, a life threatening situation,
a serious police equipment accident, or any other unusual occurrence normally
requiring the control and coordination of a police supervisor.

Ensure that subordinates make all required reports promptly, accurately and
completely.

Ensure proper maintenance and care of departmental property through periodic
inspection and audit.

Promptly obey orders of superiors and ensure that subordinates do the same.

Inform an employee's immediate supervisor, as well as their own supervisor, of
any neglect of duty or misconduct by an employee not under their supervision.

Investigate reports of improper, immoral or illegal conduct of subordinates and
report the findings, actions and recommendations to the next higher level within
the chain of command.

Without concern to the division, work unit of group, supervisors will maintain
a written record of the performance of each of their employees. Sufficient
entries will be made periodically in order to accurately document each
employee's performance. Entries will reflect the employee's positive traits and
accomplishments and any observed shortcomings.These notes should be of
sufficient quality and frequency to facilitate the preparation of accurate, detailed
performance ratings.
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(b)

(©)

PatrolDivision supervisors will:

1.

Be available, when practical, to immediately respond to and take control of
emergencies occurring within the supervisor's primary area of responsibility.

Respond to and take tactical control of emergencies occurring within another
supervisor's primary area of responsibility when the primary supervisor is
unavailable to do so.

Ensure that their officers are fully informed of areas on their respective service
areas in need of preventive patrol and will ensure that such locations are
checked on a timely basis.

Schedule the assignment of their officers to ensure proper rotation of
assignments to facilitate a good working knowledge of the major aspects of the
officers’ work unit. Efforts will be made however, to assign officers to specific
service areas/assignments for periods of time long enough so they may be held
accountable for the events occurring in their specific beat areas.

Supervisors may:

1.

Temporarily suspend from duty (for the remainder of the employee's tour of
duty on the day of suspension) any lower ranking member of the department
who violates departmental orders. When such action is taken, the suspending
supervisor will immediately report the facts, in writing, to the Chief of Police
through channels.

Issue orders that deviate from written orders during an emergency. Such order
will be temporary and will remain in effect only during the emergency. Such
deviations will be reported to the next higher level supervisor as soon as
practical.

Delegate authority to subordinates to perform various activities within the scope
of their sections function.

100.8 SPAN AND CONTROL
The number of employees under the immediate control of a supervisor should not be excessive.

To ensure effective direction, coordination, and control of employees, the following guidelines are
to be followed by all levels of supervision when establishing span and control:

(@)
(b)
(€)
(d)
(e)

The complexity of the supervisor's duties and nature of other tasks.

The complexity of the subordinate's duties.

The number and effectiveness of control measures.

The stability of operations.

The capabilities of both the supervisors and their employees to discharge their duties.

The number of employees under the immediate control of a supervisor, including patrol
supervisors, is ideally less than ten, except during temporary periods of adjustment or emergency.
This section relates to personnel regularly assigned to a particular supervisor.
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102.1 PURPOSE AND SCOPE
The California Commission on Peace Officer Standards and Training (POST) has mandated that

all sworn officers and dispatchers employed within the State of California shall receive certification
by POST within prescribed time periods.

102.1.1 CHIEF EXECUTIVE OFFICER REQUIREMENTS

Any chief executive officer of this department appointed after January 1, 1999, shall, as a condition
of continued employment, complete the course of training prescribed by POST and obtain the
Basic Certificate by POST within two years of appointment (Penal Code § 832.4).
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104.1 PURPOSE AND SCOPE
The purpose of this policy is to ensure that oaths, when appropriate, are administered to

department members.

104.2 POLICY

It is the policy of the Pasadena Police 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.

104.3 OATH OF OFFICE

All department members, when appropriate, shall take and subscribe to the oaths or affirmations
applicable to their positions. All sworn members shall be required to affirm the oath of office
expressing commitment and intent to respect constitutional rights in discharging the duties of a
law enforcement officer (Cal. Const. Art. 20, 8§ 3; Government Code § 3102). The oath shall be
as follows:

“I, (employee name), do solemnly swear (or affirm) that | will support and defend the Constitution
of the United States and the Constitution of the State of California against all enemies, foreign
and domestic; that | will bear true faith and allegiance to the Constitution of the United States
and the Constitution of the State of California; that | take this obligation freely, without any mental
reservation or purpose of evasion; and that | will well and faithfully discharge the duties upon
which | am about to enter.”

104.4 MAINTENANCE OF RECORDS
The oath of office shall be filed as prescribed by law (Government Code § 3105).
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106.1 PURPOSE AND SCOPE

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

106.2 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
circumstances may arise which warrant departure from these guidelines. It is 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.

106.2.1 DISCLAIMER

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

106.2.2 COMMAND STAFF
Command Staff shall consist of the following:
. Chief of Police
. Deputy Chief
. The Commander from each division
. Executive Administrator
. The Chief's Adjutant

Command staff shall review all recommendations regarding proposed changes to the manual at
staff meetings.
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106.3 AUTHORITY

The Chief of Police 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 of Police 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.

106.4 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:
Adult - Any person 18 years of age or older.
CCR - California Code of Regulations (Example: 15 CCR 1151).
CHP- The California Highway Patrol.
CFR - Code of Federal Regulations.
City - The City of Pasadena.
Civilian - Employees and volunteers who are not sworn peace officers.
Department/PPD - The Pasadena Police Department.
DMV - The Department of Motor Vehicles.
Employee - Any person employed by the Department.
Juvenile - Any person under the age of 18 years.
Manual - The Pasadena Police Department Policy Manual.
May - Indicates a permissive, discretionary or conditional action.
Member - Any person employed or appointed by the Pasadena Police Department, including:
. Full- and part-time employees
. Sworn peace officers
o Reserve, auxiliary officers
. Civilian employees
. Volunteers.

Officer - Those employees, regardless of rank, who are sworn peace officers of the Pasadena
Police Department.

On-duty - A member’s status during the period when he/she is actually engaged in the
performance of his/her assigned duties.

Order - A written or verbal instruction issued by a superior.
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POST - The California Commission on Peace Officer Standards and Training.
Rank - The title of the classification held by an officer.
Shall or will - Indicates a mandatory action.

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

Supervisor - A person in a position of authority that may include responsibility for hiring,
transfer, suspension, promotion, discharge, assignment, reward or discipline of other department
members, directing the work of other members or having the authority to adjust grievances. 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.qg., 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.

USC - United States Code.

106.5 ISSUING THE POLICY MANUAL

An electronic version of the Policy 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 of Police or the authorized designee.

Each member shall acknowledge that he/she has been provided access to, and has had
the opportunity to review the Policy Manual and Department Directives. Members shall seek
clarification as needed from an appropriate supervisor for any provisions that they do not fully
understand.

No part of this Policy Manual may be distributed to any person or entity outside the
Pasadena Police Department without express authorization from the Chief, Deputy Chief,
or via Public Records Request.

106.6 PERIODIC REVIEW OF THE POLICY MANUAL
The Chief of Police will ensure that the Policy Manual is periodically reviewed and updated as

necessary.

106.7 ISSUING THE POLICY MANUAL

An electronic version of the Policy 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 of Police or the authorized designee.
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Each member shall acknowledge that he/she has been provided access to, and has had the
opportunity to review the Policy Manual and Departmental Directives. Members shall seek
clarification as needed from an appropriate supervisor for any provisions that they do not fully
understand.

106.8 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 he/she 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 Division Commanderand the Executive Administrator will ensure that members under his/
her 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 Division Commanders or the Executive Administrator, who will
consider the recommendations and forward them to the command staff as appropriate.
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200.1 PURPOSE AND SCOPE
The organizational structure of this department is designed to create an efficient means to
accomplish our mission and goals and to provide for the best possible service to the public.

200.2 DIVISIONS

The Chief of Police will have the ultimate responsibility of the Pasadena Police Department for
the protection of life and property, preservation of law and order, investigation and suppression
of all crimes, including organized crime and vice, and the enforcement of State Laws and City
Ordinances. In the absence of the Chief of Police, the duties of the Chief shall be assumed by
the Deputy Chief. In the absence of the Deputy Chief, the duties of the Chief shall be assumed by
the Division Commanders in order of seniority. There are five divisions in the Police Department
as follows:

. Division of the Chief of Police
. Patrol Division
. Special Operations Division
. Criminal Investigations Division
. Strategic Services Division
The Chief of Police directly oversees the following:
. Division of the Chief of Police
. Audits and Inspections
. Fiscal Administration
The Deputy Chief directly oversees the following:
. Administrative Services
200.2.1 DIVISION OF THE CHIEF OF POLICE

The Division of the Chief of Police is headed by the Chief who provides general management,
direction and control for personnel within the office. The Office of the Chief of Police consists of:

(@) Audits and Inspections
(b) Fiscal Administration
200.2.2 ADMINISTRATIVE SERVICES
Administrative Services is headed by the Deputy Chief whose primary responsibility is to provide

general management, direction and control for Administrative Services. Administrative Services
consists of the:

(@) Administrative Services
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1.  Professional Standards Unit
2. Employment Services Unit
3. Training Unit

200.2.3 SPECIAL OPERATIONS DIVISION

The Special Operations Division (SOD) is headed by a