Davis Police Department
Davis PD Policy Manual

Policy 904: Property and Evidence

904.1 PURPOSE AND SCOPE

This policy provides for the proper collection, storage, and security of evidence and other
property. Additionally, this policy provides for the protection of the chain of evidence and
identifies those persons authorized to remove and/or destroy property.

904.2 DEFINITIONS

Chain of Custody/Evidence - The continuity of the possession of physical evidence
from time of original collection or seizure to final disposal.

Contraband - Articles or property, the possession of which is prohibited by law.

Controlled Substances - A drug, substance, or immediate precursor of which is
defined in Schedules I through V, inclusive, in Chapter 2 of the California Health and
Safety Code.

Evidence - Includes items taken or recovered in the course of an investigation that may be
used in the prosecution of a case. This includes photographs and latent fingerprints.
Evidence is held and released in accordance with Sections 1417-1419 of the California
Penal Code.

Found property - Includes property found by a member or person that has no apparent
evidentiary value and where the owner cannot be readily identified or contacted. Found
property is held for 90 days.

Property - Includes all items of evidence, items taken for safekeeping and found property.
Safekeeping - Includes the following types of property:

e Property obtained by the Department for safekeeping such as a firearm

e Personal property of an arrestee not taken as evidence

e Property taken for safekeeping under authority of a law (e.g., Welfare and Institutions
Code 8§ 5150 (mentally ill persons)

e Personal property of value taken from an encampment cleanup

904.3 COLLECTION OF CONTRABAND, CONTROLLED SUBSTANCES,
EVIDENCE OR PROPERTY

1. All contraband, controlled substances, evidence or property, regardless of
value, whether prosecution is intended or not, that is seized, shall be booked into
evidence in accordance with this Policy and the chain of control maintained for
successful prosecution or proper disposition. The seizing member is required to write
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a detailed report of the circumstances surrounding the detention and/or seizure of said
items.

2. Contraband or controlled substances seized with no intention to prosecute
shall have the words "Seized For Destruction” entered into "Notes" section on the
property tab of RIMS and on the evidence tag attached to the evidence or property.
Contraband or controlled substances shall not be destroyed less than 180 days after
seizure and must be kept if there is any possibility that a criminal prosecution can take
place. Generally, this decision can only come from the District Attorney.

904.4 PROPERTY LOCATIONS
There are five (5) locations where property in the custody of the Davis Police Department
may be left for processing into the evidence/property system. These are:

a) The evidence lockers located in the Evidence Preparation Room in the Police
Department at 2600 Fifth Street. (Firearms, controlled substances, average sized
packages, cold storage items, and valuables are placed in lockers). Lockers are
pass-thru and once locked, can only be opened by the Evidence Techs
(assigned FTE Public Safety Specialist and TPT Community Services Officer or
assigned personnel (hereafter, Evidence Techs).

b) b Abandoned/Lost and Found Bike Storage Area - located at the south end of the
Police Department near the vehicle storage sheds. Outside storage. Open access.
Holds all bikes considered abandoned/lost and found.

c) Evidence/Safekeeping Bike Yard - located on the east side of the Police
Department, adjacent to the Investigations Bay. Holds bikes booked in as evidence
and for safekeeping. Access by 3207 key.

d) Sallyport Lockers — labeled GL-1, GL-2, GL-3, and Sallyport Locker #1. Used to
hold property for safekeeping. Access by 3207 key. Lockers labeled Sallyport
Locker #2 and Sallyport Locker #3 are used to hold oversized evidence items and
are accessible by the Evidence Techs.

e) Vehicle Storage - located on the south end of the Police Department. Used
to store vehicles/motorcycles/mopeds, additional oversized evidence, and long-
term evidence. Access by Evidence Techs.

904.5 ACCESS TO THE PROPERTY ROOM
Access to the Property Room and other property storage areas is limited to the Police
Chief, Evidence Techs, the Deputy Director of Police Services, Records &
Communications Manager and the Police Records Supervisor. Each of these designations
may authorize others to enter the room and may perform the functions authorized under
this manual.

No one shall enter property storage areas unless they are authorized and there is a
legitimate need to be there. Visitors must sign their name on the visitor log and record the
date, time, and reason for their visit. Visitors shall remain under constant visual
supervision.
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Property or evidence shall be removed from its storage location only by the Evidence Techs.

a) Normal business hours for Evidence Techs is 0800 hours to 1700 hours,
Monday through Friday, unless an alternate schedule is approved by a
Supervisor.

b) Property is collected from the evidence lockers during normal duty hours by the
Evidence Techs.

c) Once property has been removed from a locker, the door will be left open
with the exception of the locker with the mail slot. This will remain closed and
secured.

d) All property will remain under the custody of the Evidence Techs until released
for court, analysis, or disposition after adjudication of case.

e) Duplication or possession of keys and/or access codes to the property/secure
areas without permission of the Police Chief is prohibited.

f) Sallyport Lockers, Evidence/Safekeeping Bike Yard, and the Vehicle Storage
Area shall be secured and locked at all times.

g) During weekday hours only, and in the absence of the assigned Evidence
Techs, a designated alternate shall be responsible for accepting/releasing

property.

904.6 PROPERTY FORMS
There are a variety of forms listed below that relate to the property function.

1. Evidence & Property Report Form — Completed whenever property under the
following classifications is collected and placed in storage.

a. Evidence seized pursuant to a written citation.
b. Evidence seized pursuant to a search warrant

c. Destruction Only - used for items seized for destruction purposes only
(contraband) where no case number has been assigned (Citation or CAD
number acceptable).

The Evidence & Property Report form is a 2-part NCR form that requires the
writer to use pressure when writing.

a. White copy — "Original” - Placed in flat evidence locker.

b. Yellow copy — May be used as a receipt and left with person from whom
property is seized.

The evidence report should be filled out as completely as possible by the
submitting member.

a. Fill in the page number and case number/incident/cite number
b. Complete the scene address field
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c. Indicate the evidence code, finding, collecting, and recoding officer. If
same, so indicate

d. Include description of property seized (include serial numbers where
applicable)

e. Date and time filled in at bottom.
f. Evidence items will be marked and logged numerically.

2. Evidence Release and Agreement Form — Used when property is released from

custody and returned to the rightful owner or authorized representative prior to
court adjudication, and with approval from the District Attorney's Office.
Prior to release, a photograph shall be taken which depicts the owner/agent in
possession of the property. Property should not be released if the ownership of
the property is in dispute or if the specific property cannot be readily identified at
a later time.

a) The investigating officer or Evidence Tech completes the Evidence
Release form as completely as possible.

b) Indicate the case number, releasing officer, and date/time of release

c) List the name, address, phone number, and form of identification
presented by the person receiving the property

d) The complete description of the property returned, listing the brand,
model, and serial number, if applicable.

e) The investigating officer or the Evidence Tech shall take digital photos of
the property being released. The photos of the property are then booked
into evidence.

f) The property release form, once completed and signed, is placed in the
flat evidence locker for the Evidence Tech to document the return of the

property.
3. Declaration of Ownership - Used to release property to owner, or owner's

representative upon satisfactory proof of ownership pursuant to Penal Code §
1413(b).

4. Court Order Return of Property - Property can be released to the owner under the
provisions of Penal Code 8§ 1413 if directed by a magistrate if the property was
confiscated under the authority of a search warrant. All property that is confiscated
by a search warrant cannot be released without a court order.

5. Certification of Retention - If a firearm is retained for departmental use, released
to the Davis Police Department, the California National Guard, the District
Attorney's Office, or any other law enforcement agency, a Certification of
Retention must be signed by a magistrate or the District Attorney.

6. Retention of Property Memorandum - A preprinted form is to be completed and
submitted to Finance for the assignment of a City identification number for
property that is to be retained for departmental use.

7. Court Order Destruction of Controlled Substances — A municipal or superior court
magistrate must authorize the destruction of controlled substances in accordance
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with Sections 11473.5 and 11474 of the Health and Safety Code.

904.6.1 SAFEKEEPING FORM
Safekeeping form — Used when property under the following conditions is collected and
placed in storage:

a. Personal property seized from an arrestee that is too big for the jail to hold
(bicycles, backpacks, etc.)
b. Firearms or other weapons ordered by the court to be temporarily held by the
Police Department
The Safekeeping form is a 3-part NCR form that requires the writer to use pressure
when writing.

a. White copy — "Original" — Scanned into RIMS
b. Yellow copy — Placed in box outside of the Property/Evidence office
c. Pink copy — Must be given to the property owner

The Safekeeping form should be filled out as completely as possible by the submitting
member.

a. Fill in the date, case number/incident/warrant number, and owner fields

b. Itemize the seized items, along with their serial number, if applicable
c. Have the property owner sign the form. If the property owner is physically unable
to sign due to incapacity, that shall be noted on the form.

d. Indicate reporting member and date of seizure
e. Indicate the location of where the property will be stored (GL-1, GL-2, GL-3,
Sallyport Locker #1)

Members will notate on the Property for Safekeeping form, the storage location of the
property and place the completed form in the bin on the wall, outside the door to the
evidence room, prior to end of shift.

When personal property is associated to a case, the member shall properly fill out the Property
Tab in RIMS, indicating the property was booked into safekeeping (see RIMS Report
Writing Guide for further)

When property is claimed, the individual will be required to sign for the property on the
Property for Safekeeping form. The completed form shall be placed in the bin on the wall,
outside the door to the evidence room, prior to end of shift.

The owner or their representative must schedule an appointment with the Evidence
Tech for release of the property. The completed form shall be attached to the original case
report and the Evidence Tab in RIMS shall be updated to reflect the return or disposition
of the property.

The bottom portion "For Department Use Only" of the Safekeeping form shall be completed
by the releasing member or Evidence Tech during the time of release. Completed forms
shall be placed in the flat evidence locker for the Evidence Techs to document the return
of the property.
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904.6.2 LOST & FOUND PROPERTY
1. Identifiable Property

If the reporting party has information which would indicate their property was lost and
it meets the Department of Justice criteria for entry into the Stolen Property System (it
must be identifiable property), the call taker will refer the reporting party to the Police
Department on-line reporting system. After the report is completed, dispatch will be
responsible for entering the property into the Stolen Property System as "lost".

2. Unidentifiable Property

If the item is lost and has no identifiable marks (serial number, owner-applied number,
or other unique number), it will be the responsibility of the Records & Communications
Personnel to hand out and/or fill out a "lost property" card to forward to the Evidence
Technician.

If the reporting party needs a report number for insurance purposes or other
replacement purposes, Records & Communications Personnel will do as follows:

a. Enter a CAD event using the call type "LF".

b. The call-taker will obtain the reporting party's name, address, and phone
number, where and when the property was lost, and a brief description of the
property.

c. The reporting party will be given the CAD "Event" number. The call shall be

closed with the disposition of "IN", printed and routed to the Evidence
Technician.

3. Lost/Stolen Passports

The person should be referred to the US Department of State for reporting
https://travel.state.gov/ content/travel/en/passports/after/lost-stolen.html or their home
embassy if it is not a US Passport.

4. Lost/Found Property Card

Used when property is either reported lost or found. If the property is identifiable
and meets Department of Justice standards for entry into the Stolen Property System,
a lost/found property card should not be used. The reporting party should be referred
to file a police report.

Records & Communications Personnel will hand out and/or fill out a lost/found
property card as completely as possible. The Lost/Found property card, once
completed, is forwarded to the Evidence Tech.

Found Property:

a. Indicate where the item was found
b. List the finder's name and contact number
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¢. Indicate where the item was found

. If the owner is known, so indicate
e. If the finder wishes to claim the found property, so indicate. Note: Firearms,
bicycles, scooters, and unregistered mopeds are exempt

f. Reporting party must sign the affidavit
g. Personnel shall initial and date the card

Lost Property:

Indicate what item was lost and the date of loss

Indicate the reporting party's name, address, and contact number
List where the item was lost and a brief description of the property
Personnel shall initial and date the card

oo o

904.7 PROPERTY HANDLING
Any member who first comes into possession of any property shall retain such property
in their possession until it is properly tagged and placed in the designated property locker
locker or storage room along with the property form. Care shall be taken to maintain the
chain of custody for all evidence.

Where ownership can be established as to found property with no apparent evidentiary
value, such property may be released to the owner without the need for booking. The
property form must be completed to document the release of property not booked and the
owner shall sign the form acknowledging receipt of the items.

904.7.1 PROPERTY BOOKING PROCEDURE
All property seized or otherwise coming into the care and custody of the Department
must be documented in a RIMS case report or on the Evidence Property and Report form,
describing where and how they came into possession of the property.

All property seized on a case must be entered into the property tab in RIMS prior to
going off duty, unless approved by a supervisor. This includes safekeeping property. Entries
must include a complete description of the property collected or seized, and a complete
listing of the person from whom the property was found, submitted, seized or recovered.
When the owner of the property is known, the corresponding property tab in RIMS shall be
completed.

Members shall make appropriate inquiries to the State Department of Justice computer
regarding serialized or identifiable items of property collected or seized to determine if
the property is reported stolen prior to placing the property into storage.

In accordance with Penal Code § 11108, members shall submit descriptions of serialized
property which has been reported stolen, lost, found, recovered or under observation
(interim period to determine ownership) into the Department of Justice automated property
system for the following.

a. Firearms;
b. Stolen Bicycles;
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c. Stolen Vehicles; or
d. Other property as appropriate.

904.7.2 RECEIPT

A property receipt shall be furnished to the person from whom the property was taken
when arrested for a public offense (as required by Penal Code 8 1535 oe during the
execution of a search warrant), whenever firearms are taken for safekeeping under the
provisions of Penal Code § 18250, and for the safety of others under the provisions of
Welfare & Institutions Codes 88§ 8102 and 8103 I. All other persons from whom safekeeping
property was seized shall be furnished a property receipt pursuant to California Civil Code
§ 2080.10(b).

904.7.3 LABELING
1. Members booking property whether it is for evidence, safekeeping, or found, shall
select the appropriate package size for the item(s) being booked. All property collected or
seized shall be marked for identification and packaged to avoid contamination or tagged
to ensure the integrity of the evidence and well-being of personnel.

2.  When unable to mark the exhibit, such as in the case of stains, hair, blood,
controlled substances, etc., place in a vial or other suitable container, seal, and mark the
container, envelope, or package.

3. The property or evidence should be clearly identified on its label/packaging

a. Indicate the case number/incident number/citation number or warrant number
Identify the property with an item number or unique identifier that corresponds to
RIMS

Description of item

Date and time of collection

Seizure location

Owner, if known

Seal, initial, and date all evidence seals for preservation of chain of custody

=

Q@ = ®© o o

904.7.4 RELINQUISHED FIREARMS
Individuals who relinquish firearms who are subject to the relinquishment provisions of Penal
Code § 29810(a)(1) shall be issued a receipt that describes the firearm, the serial
number, or other identification of the firearm at the time of relinquishment (Penal Code 8
29810).

Relinquished firearms shall be retained for 30 days, after which time they may be
destroyed, retained, sold, or otherwise transferred, unless (Penal Code § 29810):

a) A certificate is issued by a judge of a court of record or the District Attorney
stating the firearms shall be retained; or

b) The convicted person provides written notice of an intent to appeal the conviction
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that necessitated the relinquishment; or

¢) The Automated Firearms System indicates that the firearm was reported lost or
stolen.

1. In such event, the firearm shall be restored to the lawful owner as soon as it
is no longer needed as evidence, the lawful owner has identified the
weapon and provided proof of ownership, and the Department has
complied with the requirements of Penal Code § 33850 et seq.

The Evidence and Property Specialist shall ensure the Records and Communications
Manager is notified of the relinquished firearm for purposes of updating the Automated
Firearms System and the disposition of the firearm for purposes of notifying the California
Department of Justice (DOJ) (see the Records and Communications Center Policy).

904.8 PACKAGING OF PROPERTY
1. Avariety of containers can be used to package physical evidence. The investigating
officer should try to suit the container to the sample. Packaging materials are stored
in the Evidence Prep Room and the Report Writing area inside the main Police
building.
a. Heavy or sharp items should be double bagged and clearly marked as
"Sharp".
b. Garments can be placed in paper bags, cardboard boxes or wrapped in
paper.
c. Hypodermic needles must be placed in the proper plastic tubes with
snap-on covers.

2. Larger items should be packaged separately. Broken items, if together, may be
packaged together. Numerous small packages should be placed in one large bag
or box, if available.

a. Each small bag should be marked and sealed.
b. Only an evidence tag is needed on a large bag.
c. Attempt to keep small bags placed in a large bag in numerical order.

Evidence wet with fluids or blood should be allowed to air dry before packaging.

Items which have to be sent to the lab should be segregated and packaged
individually according to type of lab work requested.

a. Fingerprints, questioned documents, etc.

b. If an officer wants evidence processed for physical examination,
fingerprints, or print comparisons, they must inform the Evidence Tech
by email.

c. If anitem such as a weapon or a questioned document is to be printed
before other lab work, a second request form is needed.

5. Suspected controlled substance evidence will not be sent to the lab unless
specifically requested by the investigating officer or district attorney.
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6. Latent print cards should be placed in a plain white envelope with the case number,
date, and initials in the upper right corner. Each card should be marked numerically.
Envelopes should indicate quantity of prints. No evidence tag is necessary. Forward
to evidence.

7. Digital photos may be emailed to evidence personnel for booking. If the photos
cannot be electronically sent to the Evidence Tech due to file size limitations, the
images shall be downloaded onto a storage medium and placed in evidence, with
proper documentation, prior to the end of that shift. Evidence personnel will download
the photos and return the media back to the submitting officer.

Digital photos will be printed only when necessary. All requests for photos will be
made at least 3 days in advance.

8. Blood and Urine must be in proper lab provided envelopes. An evidence tag is not
required.

a. Chain of possession signed by officer and anyone handling it after him is
mandatory.

b. Evidence must be entered into RIMS.
c. No request for physical examination is needed.

d. Be certain blood tube or urine bottles are properly labeled and sealed.

Transportation of blood or urine will be accomplished by placing specimen in a provided
plastic, leak-proof bag kept in the evidence prep room.

904.9 SPECIAL HANDLING

904.9.1 PHYSIOLOGICAL SPECIMENS

Physiological Specimens Members will adhere to reasonable precautions in the handling
of physiological specimens or items contaminated with physiological fluids, even when
dried, to avoid contaminating themselves or others with infectious agents. Members may
inadvertently be exposed to infectious agents through one or more of the following routes:

a. Inhalation - droplets of liquid may be dispersed into the air, especially when opening
vacuum tubes, or dried physiological samples may be airborne in the
manipulation of evidence such as bedding or clothing. The inhalation of infectious
physiological samples can cause an infection in those exposed.

b. Direct Contact - infection through direct contact occurs most frequently when a
member handles a contaminated item, then touches their face area, thus
transferring the infectious agent to the most susceptible areas of the body.

c. Indirect Contact - infection may occur in a person who does not handle the evidence
or specimen but contracts the infectious agent through contact with other
surfaces. This may occur in instances such as when a telephone has been handled
by a person analyzing evidence who does not first wash their hands or when
evidence is placed on office counters. As with direct contact, the infectious agent is
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usually contracted by the member touching their facial area with contaminated
hands.
d. Inoculation - An infectious agent may enter the body by piercing the skin, the body's
primary barrier against infection, with contaminated needles or broken glassware.
2. Guidelines of Handling Physiological Specimens: By adhering to the following safety
guidelines, members can significantly reduce the likelihood they or another member will
contract an infectious disease from the handling of physiological specimens.

a. When working with any physiological sample, liquid or dried, always wear
disposable latex gloves.

b. Always remove gloves before coming in contact with surfaces not normally used
in examination of evidence.

c. Wash hands frequently, especially before eating, using toilet, or when answering the
telephone.

d. Cover work surfaces with paper or plastic before placing evidence on the surface.

e. Clean surfaces after each case, or at least weekly.

f. When a physiological sample is a known contaminate, make sure that the
packaging and work areas are clearly labeled to alert others.

g. Immediately repackage specimens that are in a broken or leaking container or place
in a second leak-proof container.

h. Stained evidence should be placed into a transparent container when needed as a
court exhibit to eliminate the need to remove the item from its packaging in the
courtroom.

i. Use extreme caution with sharp objects and glassware to avoid an accidental
inoculation.

j. Dispose of needles in the red sharps container to avoid punctures.

k. To reduce susceptibility to hepatitis, employees will obtain vaccinations at city
expense.

904.9.2 THREADS AND FIBERS
Clothing, rugs, blankets, curtains and other fabrics have their value as evidence.
Although common, a tremendous variety of animal, vegetable, and synthetic fibers of
numerous colors are used.

a. Fibers and threads will often be found in fabric abrasions, torn metal or in other areas
on hit and run vehicles. In burglary cases such evidence may be located on a torn
screen, broken glass, or metal on safes or other locations. Fibers may be important in
incidents of personal contact such as homicide, assault, and rape cases where cross
transfers may occur between the clothing of suspects and victims.

b. Complete threads or long fibers can frequently be picked up with the fingers or
tweezers. When recovered they should be placed in plastic envelopes or glass or
plastic vials. Never place loose fibers directly into mailing envelopes or other paper
containers since they are difficult to locate and remove in the laboratory and the
paper itself may contain fibers.

c. If the fibers are short, few in number or firmly adhering to an exhibit, attempt to
remove the complete item containing the fibers and place it in a plastic envelope.
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d. Avoid picking up fibers on gummed tape unless no other method for recovery is
available.

e. In the event the fibers are difficult to recover, and if they are embedded in paint,
scrape the paint and fibers into an envelope and seal the corners with tape.

904.9.3 CONTROLLED SUBSTANCES
Special precautions must be taken when handling known or unknown substances
believed to be narcotics. All members will wear protective equipment when handling all
suspected drugs.

a. Items shall be double-packaged [narcotics envelope containing individually
packaged item(s)] and identification markings placed on both the outer narcotics
envelope and the inner individual container items in order to protect the chain of
custody.

b. Needles should always be capped and placed with needle facing down in
tube. All containers should be marked with the case number and officer
identification.

c. Hypodermic needles containing narcotics should always be photographed. The
contents should be extracted from the syringe and placed in a plastic vial. The vial
containing the suspected narcotics should be packaged in a DOJ narcotics envelope
and the syringe should be packaged separately. All containers should be marked with
the case number and officer identification.

904.94 BLOOD STAINS
Criminalist may be required to establish direction of origin of blood splatters, show
movements of individuals, establish sequence of deposit of stains and to develop other
necessary information.

a. Fresh Moist Stains

i. Do not heat stained material or place it in bright sunlight to dry. CAUTION: A
FAN SHOULD NOT BE USED IF FOREIGN MATERIAL HAS POTENTIAL
SIGNIFICANCE.

ii. If not completely dried before packaging, decomposition will occur which will
prevent complete testing.

iii. When a stain is dry, label the item and roll it in paper or place it in a paper bag
or box; seal and label container. DO NOT PUT STAINED OBJECTS INTO
PLASTIC BAGS.

b. Dried Stains

I. On cloth, label article, roll in paper or place in a bag or box, seal and label
container. Do not attempt to remove stain from the cloth.

ii. On small solid objects, send entire stained object to laboratory after labeling
and packaging.
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iii. On large objects, if practical, deliver whole object to the laboratory. Any
areas containing dry stains may be covered with paper and the edges sealed
down with tape to prevent loss or contamination. If impractical to deliver whole
object to the laboratory, scrape the stain onto a clean piece of weighing paper
which can be folded into a bindle and placed in an envelope.

iv. Do not mix separate dried stains. Place each stain in a separate
container.

v. If the stain cannot be removed in any other manner, use a piece of gauze
dampened with distilled water to absorb the stain. Make a similar swab of an
unstained area. Dry the gauze pads; place in separate envelopes; mark and
seal.

904.9.5 HAZARDOUS MATERIALS
An unexploded device or hazardous materials will not be stored in or around the
Police Department. All such materials/devices will be transported and stored in the vehicle
sheds or away from the Davis Police Department by EOD.

a. Evidence recovery of an exploded device should be photographed as found prior
to removal.

b. All flammable liquids from unused fire bomb must be removed and sealed in a metal
container.

c. Explosive devices such as cable cutters, power devices, released devices, or starter
cartridges shall be stored in the Hazardous Materials Shed.

d. If acids and corrosives are collected, they should be placed in glass jars with Teflon
lids.

e. Mark the containers with the name of person recovering the exhibit, date, time,
and location of recovery.

904.9.6 SEMEN STAINS

Semen is the male reproductive fluid. It normally contains spermatozoa, which are
reproductive cells, as well as other substances. It is possible to identify dried semen by
either chemical tests or the microscopic identification of characteristically shaped
spermatozoa.

a. Seminal stains are often found on clothing, blankets, sheets or other materials in
rape and other sex offenses. When they dry they may have a stiff, starchy feel and
can often be located by the sense of touch.

b. In sex offenses, the victim should always be examined by a physician and a
vaginal specimen taken. Specimens can be submitted either as smears, swabs, or
aspirates. Time is of the essence in obtaining vaginal specimens as bacterial action
rapidly destroys the sperm cells. The vaginal specimen should be kept refrigerated
until delivered to the laboratory.

c. Submit all suspected stained materials to the laboratory. Include panties, other
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underwear and clothing from the victim. All garments should be placed in separate
packages. Victim and suspect clothing should be kept separate.
d. Label all garments and other exhibits.

e. If damp, always allow fabric to air dry completely before packaging to
prevent decomposition. When dry, roll garments gently in paper, place in paper bags
and then seal and label container. Do not place into plastic bags.

904.9.7 SEXUAL ASSAULT KITS
Medical personnel will utilize the sexual assault kit and shall follow the provisions of Penal
Code Section 13823.11 regarding examination, treatment, preservation and disposition of
evidence (see Sexual Assault Response Policy). The investigating officer must ensure all
forms in the kit are filled out and signed, and the kit is returned and entered into evidence.

a. Liquid blood must be refrigerated. Sample will be placed in evidence room
refrigerator.

b. Biological fluids must be kept refrigerated or frozen as required.

All swabs and slides shall be air dried prior to packaging.

d. Allitems of evidence shall be clearly labeled as to source and identity of person
who collected them.

904.9.8 MONEY
All monies collected must be itemized. They will be placed in the property room.

Package the money in the pre-printed money bag, complete evidence information and
deposit it in the evidence lockers or deliver to the Evidence Techs.

904.9.9 JEWELRY
All jewelry items must be itemized and identified.

Package jewelry and complete evidence information and deposit in evidence lockers or
deliver to the Evidence Techs.

904.9.10 HAIR
Although hair is frequently encountered, it has evidentiary value in only a limited number of cases.

a. The racial traits of an individual whom the hair originated can be suggested.

b. Study of hairs can frequently establish whether or not they fell out naturally or
were pulled out or if they have been cut or crushed.

c. If hair is firmly attached in dry blood or caught in metal or glass, do not attempt to
remove. Mark and seal it in an envelope with sealed corners if small. If sample is
large, cover the area with a protective layer of paper to prevent loss of the hair.
Never use gummed tape to pick up hairs and do not wash or clean them.
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904.9.11  PAINT
Paint is one of the most common types of physical evidence encountered. Paint
evidence may also be involved in various other types of crimes.

a. Hit-Run paint may be transferred to the clothing of pedestrian victims. Examine
garments paying particular attention to areas showing pressure glaze, tears, or
other contact.

b. If found, mark the garment and dry it completely if damp. Carefully wrap each
item separately by rolling in paper or place each garment in separate bag.

c. Obtain samples for comparison from all areas showing fresh damage on suspect
vehicles. If the paint can be flaked off by bending the metal slightly, remove it in
this manner.

d. Keep all samples collected in separate containers.

e. Small glass or plastic vials are excellent containers for paint. Paint may also be
placed on sheets of white paper which can then be folded and sealed to prevent
loss.

f. Markings placed on labels, envelopes or other containers should contain the
officer's name, date and time of collection, as well as specific source of the
sample.

904.9.12 GLASS
Shoes and clothing of suspects as well as other objects which may be contaminated with
glass should be marked and wrapped separately to avoid cross-contamination.

a. Any visible pieces should not be removed or disturbed, but rather the entire
article should be carefully wrapped to protect and preserve the contaminant as
found on the article.

b. Place small glass fragments in envelopes or pill boxes. Completely seal and mark
the container.

c. Place large glass fragments in bags or boxes but separate individual pieces with
paper or tissue to prevent damage to edges.

904.9.13 SOIL
The comparison of soil or dried mud samples is frequently of value in investigation.

a. If soil is firmly attached to an object do not remove it. Label the object and place
in a bag or other appropriate container. Always completely seal container to
prevent loss.

b. If soil is loose, shake it all out onto a clean piece of paper. Fold the paper several
times to enclose sample and place in plastic envelope or paper envelope and seal
completely. Label container to show source.

c. Always dry samples or moist objects containing soil or mud prior to packaging.
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904.9.14 BLOOD AND URINE
Blood and Urine will be stored in refrigerator pending analysis.

The member collecting the sample is responsible for completing the information on the
face of the sample envelope and placing of sample in evidence lockers

904.9.15 BICYCLES
Bicycles - are stored at the Police Department.

a. Evidence and safekeeping bicycles are placed inside the evidence bike yard
and are entered into RIMS as evidence or safekeeping. The bicycles must be
tagged and the information on the tag must be written using a black Sharpie pen.

b. All other bicycles (abandoned, lost/found) are placed in the outside abandoned
bike yard located at the south end of the Police Department. An Abandoned Bike
card must be completed indicating the make, model, serial number, license number,
storage location, and date seized. The card shall be deposited in the mounted metal
box located in the bike yard.

904.9.16 FIREARMS

a. Never submit a loaded gun into evidence. Unfired cartridges may be left in the
magazine if it is removed from the gun.

b. Attach an evidence tag to weapon. Include serial number, caliber, etc. on tag.

c. Never clean the bore, chamber or cylinder before submitting a firearm into
evidence.

d. Never pick up a weapon by placing a pencil or other object into the barrel.

e. Perform a computer check on firearm to determine status.

f. Do not deface the weapon. Care should be taken so as not to damage stock or
metal surfaces.

g. If blood or other material is present on weapon, place a small paper bag around
it and seal with tape to prevent loss of sample.

904.9.17 TOOL MARKS
The evidence consists of abrasions or impressions left by tools on objects at the crime scene
and tools found in possession of suspects. In many cases it is possible to identify the
specific tool which made the marks. It is also possible to prove that marks on tools were
produced by objects which they contacted at a crime scene.

a. All areas on recovered tools which contain transferred paint, building materials or
other contamination should be wrapped so substances will not be lost. Care
should be taken that no tape is placed on the mark or questioned area of the tool
when packaging.
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Attempts should never be made to fit tools into marks or to make test marks prior
to laboratory examination. If done, the mark or the tool may be altered and traces
of transferred paint or other substances may be lost.

Whenever possible send the whole object containing tool marks to the lab
instead of just removing the area which contains the mark. A study of all
impressions and abrasions will often indicate the method in which the tool was
used much better than an examination of just a small section.

If impossible to submit whole object, remove the tool mark itself. Care should be
taken to prevent any damage or alteration. Always cut off sufficient surrounding
material so no damage will occur. Photograph original location of mark and its
relation to its environment.

Mark the object containing tool marks in some area where impression or
abrasion will not be damaged.

Pack object containing tool marks so that no alteration or damage will occur
during shipment.

CONTRABAND

CONTROL OF PROPERTY

Each time the Evidence Tech receives property or releases property to
another person, they shall enter this information on the property sheet or in RIMS.
Every time property is released or received, an appropriate entry on the
evidence package shall be completed to maintain the chain of evidence.

Each person receiving property will make the appropriate entry to document the
chain of evidence. Temporary release of property to officers for investigative
purposes, or for court, shall be noted on the property control card, stating the
date, time and to whom released.

The Evidence Tech shall obtain the signature of the person to whom property
is released, and the reason for release. Any employee receiving property shall
be responsible for such property until it is properly returned to property or
properly released to another authorized person or entity.

The return of the property should be recorded, indicating date, time, and the
person who returned the property.

When a member picks up evidence for court, they must complete the chain of
custody section for each item and initial the property or package.

Members requiring evidence for court proceedings should notify the Evidence Tech in
advance which items will be required.

RETENTION OF BIOLOGICAL EVIDENCE

The Evidence Tech shall ensure that no biological evidence held by the Department is
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destroyed without adequate notification to the following persons, when applicable:

The defendant

The defendant's attorney
The appropriate prosecutor and Attorney General
Any sexual assault victim

e. The Investigation Division Lieutenant

oo o

Biological evidence shall be retained for either a minimum period that has been established
by law (Penal Code § 1417.9) or that has been established by the Police Chief, or until the
expiration of any imposed sentence that is related to the evidence, whichever time period
is greater. Following the retention period, notifications should be made by certified mail and
should inform the recipient that the evidence will be destroyed after a date specified in the
notice unless a motion seeking an order to retain the sample is filed and served on the
Department within 180 days of the date of the notification. A record of all certified mail
receipts shall be retained in the appropriate file. Any objection to, or motion regarding, the
destruction of the biological evidence should be retained in the appropriate file and a copy
forwarded to the Investigation Division Lieutenant.

Biological evidence related to a homicide shall be retained indefinitely and may only be
destroyed with the written approval of the Police Chief and the head of the applicable
prosecutor's office.

Biological evidence or other crime scene evidence from an unsolved sexual assault should
not be disposed of prior to expiration of the statute of limitations and shall be retained as
required in Penal Code § 680. Even after expiration of an applicable statute of limitations,
the Investigation Division Lieutenant should be consulted and the sexual assault victim
shall be notified at least 60 days prior to the disposal (Penal Code § 680). Reasons for not
analyzing biological evidence shall be documented in writing (Penal Code § 680.3).

904.13 RELEASE OF PROPERTY
All reasonable attempts shall be made to identify the rightful owner of found property or
evidence not needed for an investigation.

Release of property shall be made upon receipt of an authorized release form, listing the
name and address of the person to whom the property is to be released.

With the exception of firearms and other property specifically regulated by statute, found
property and property held for safekeeping shall be held for a minimum of 90 days. During
such period, property personnel shall attempt to contact the rightful owner by telephone
and/or mail when sufficient identifying information is available. Property not held for any
other purpose and not claimed within 90 days after notification (or receipt, if notification is
not feasible) may be auctioned. If such property is not sold at auction or otherwise lawfully
claimed, it may thereafter be destroyed (Civil Code § 2080.6). The final disposition of all such
property shall be fully documented in related reports.

904.13.1 AUTHORIZED PERSONS
The following persons may authorize the release of property which has been placed in the
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Property Room under the provisions of this manual.

The investigating officer, assigned investigator, or the investigators supervisor.
The Evidence Techs.

Any member specifically authorized by the Police Chief.

A magistrate.

The District Attorney.

® o0 o

904.13.2 RELEASE AUTHORITY
The Court Complaint Disposition Report will serve as a primary source document and
authority for the release or appropriate disposal of property (except search warrant cases).
The Complaint Disposition Report describes only the final dispositions within the Criminal
Justice Information Council.

a)

b)

d)

9)

h)

Frequently property/evidence may be retained in cases with multiple defendants.
Care must be taken in reviewing property and case reports to ensure the property
proposed for release or disposal is no longer needed for additional suspects' trials.

Property seized pursuant to a search warrant shall only be disposed/released under
the authority of a court order (1536 PC).

All evidence or property collected in homicide cases will be stored until the
defendant(s) die or until 99 years from the date of the incident. Property/evidence
may be released, however, if the following conditions are met:

1. All court action involving any suspects must be final and the District Attorney
has approved the release.

2. All persons convicted must have served both their sentence and completed
parole.

All evidence or property involving sexual assault cases where there are no suspects
and no leads will be maintained as required by statute.

In felony cases where there are no suspects or leads, evidence will be maintained
for a period no longer than the statute of limitations.

In misdemeanor cases where there are no suspects or leads, evidence will be
maintained for one year.

Any misdemeanor or felony case involving property whereby the District Attorney
approved disposal of evidence in the interest of justice prior to the expiration of the
Statute of Limitations.

All evidence that has been retained or has been requested to be retained for civil
litigation shall not be released or destroyed without prior approval of the Deputy Chief.
In cases where the City of Davis is one of the involved parties of the suit, the City
Attorney will be contacted prior to the release/destruction of the evidence.

904.13.3 PHOTOGRAPHIC RELEASE OF PROPERTY

1.
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District Attorney's Office and when ownership is not in dispute.

2. Exceptions to this procedure will include money, explosives, hazardous or illegal
substances, narcotics, property confiscated by search warrant, firearms or weapons
used in the commission of the crime, property requiring laboratory analysis, or any
property that is illegal to possess under municipal, state or federal laws. Items held for
investigation of a capital offense shall not be photo released.

3. Property released under this section shall follow the procedures outlined below:

a. The Investigating Officer or Evidence Tech shall obtain approval from the
District Attorney's Office regarding the release of property

b. The Evidence Tech will contact the person and make an appointment for the
photographic release of property.

c. Photograph property and owner together.

d. Additional photographs shall be taken of unique marks or distinguishing
characteristics or serial numbers of property.

e. Photographs shall include case number.

f. Photographs shall be color prints, not slides, and be taken with a digital
camera

g. Declaration of ownership shall be signed by owner when photographed and
released. This form will be attached to property/evidence card.

h. All serialized item(s) that are subject to release must first be cleared through
CLETS.

i. All photographs taken for the release of property shall be entered into
evidence.

904.13.4 PROPERTY SEIZED BY SEARCH WARRANT
Property taken under the authority of a search warrant may be released under the
following conditions:

a. Property introduced in court as evidence is placed beyond the control of the
Department and will thereafter be disposed of pursuant to the order of such court.

b. Disposal of property which is alleged to have been stolen or embezzled or which has
been obtained by means of a search warrant may be effected by order of the judge
which has jurisdiction or by following the procedures outlined in Penal Code Section
1413.

c. A magistrate or trial judge may order the disposal of stolen or embezzled property or
property seized by search warrant as set forth in Penal Code Sections 1408-1410,
1411, 1418, and 1536, prior to court adjudication.
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904.13.5 NON-ESSENTIAL PROPERTY EVIDENCE
1. With the concurrence of the District Attorney, property which is not essential to a
prosecution or a future prosecution shall be promptly released, whenever possible,
to the owner.

2. Property which has been held as evidence but not introduced during the trial shall
be released to the owner upon receipt of a court disposition.

904.13.6  DISPUTED CLAIMS TO PROPERTY
Occasionally more than one party may claim an interest in property being held by the
Department, and the legal rights of the parties cannot be clearly established. Such property
shall not be released until one party has obtained a valid court order or other undisputed
right to the involved property.

All parties should be advised that their claims are civil and in extreme situations, legal
counsel for the Department may wish to file an interpleader to resolve the disputed claim
(Code of Civil Procedure § 386(b)).

904.14 FIREARMS

The Department shall not return any firearm, magazine, or ammunition taken into custody
to any individual unless all requirements of Penal Code 8§ 33855 are met.

Under no circumstances shall any firearm, magazine, or ammunition be returned to any
individual unless and until such person presents valid identification and written notification
from the California Department of Justice that conforms to the provisions of Penal Code §
33865.

The Evidence Tech should also make reasonable efforts to determine whether the person
is the subject of any court order preventing the person from possessing a firearm and, if so,
the firearm should not be released to the person while the order is in effect.

The Department is not required to retain any firearm, magazine, or ammunition longer than
180 days after notice has been provided to the owner that such items are available for
return. At the expiration of such period, the firearm, magazine, or ammunition may be
processed for disposal in accordance with applicable law (Penal Code § 33875).

904.14.1 RELEASE OF FIREARM IN DOMESTIC VIOLENCE MATTERS
Within five days of the expiration of a restraining order issued in a domestic violence matter
that required the relinquishment of a firearm or ammunition, the Evidence Tech shall return
the weapon or ammunition to the owner if the requirements of Penal Code § 33850 and
Penal Code § 33855 are met, unless the firearm or ammunition is determined to be
stolen, evidence in a criminal investigation, or the individual is otherwise prohibited from
possessing a firearm (Family Code 8§ 6389(g); Penal Code § 33855).

904.14.2 RELEASE OF FIREARMS IN GUN VIOLENCE RESTRAINING ORDER
MATTERS Firearms and ammunition that were taken into temporary custody or
surrendered pursuant to a gun violence restraining order shall be returned to the
restrained person upon the expiration of the order and in accordance with the
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requirements of Penal Code § 33850 et seq. (Penal Code § 18120).

If the restrained person who owns the firearms or ammunition does not wish to have the
firearm or ammunition returned, they entitled to sell or transfer title to a licensed dealer,
provided that the firearms or ammunition are legal to own or possess and the restrained
person has right to title of the firearms or ammunition (Penal Code § 18120).

If a person other than the restrained person claims title to the firearms or ammunition
surrendered pursuant to Penal Code 8§ 18120 and the Davis Police Department determines
them to be the lawful owner, the firearms or ammunition shall be returned in accordance
with the requirements of Penal Code § 33850 et seq. (Penal Code § 18120).

Firearms and ammunition that are not claimed are subject to the requirements of Penal
Code § 34000.

904.14.3RELEASE OF FIREARMS AND WEAPONS IN MENTAL ILLNESS
MATTERS

Firearms and other deadly weapons confiscated from an individual detained for an
evaluation by a mental health professional or subject to the provisions of Welfare and
Institutions Code § 8100 or Welfare and Institutions Code § 8103 shall be released or
disposed of as follows:

a) If a petition for a hearing regarding the return of a firearm or a weapon has been
initiated pursuant to Welfare and Institutions Code 8§ 8102(c), the firearm or weapon
shall be released or disposed of as provided by an order of the court. If the court
orders a firearm returned, the firearm shall not be returned unless and until the
person presents valid identification and written notification from the California
Department of Justice (DOJ) that conforms to the provisions of Penal Code § 33865.

b) If no petition has been initiated pursuant to Welfare and Institutions Code § 8102(c)
and the firearm or weapon is not retained as evidence, the Department shall
make the firearm or weapon available for return. No firearm will be returned unless and
until the person presents valid identification and written notification from the California
DOJ that conforms to the provisions of Penal Code § 33865.

c) Unless the person contacts the Department to facilitate the sale or transfer of the
firearm to a licensed dealer pursuant to Penal Code § 33870, firearms not returned
should be sold, transferred, destroyed, or retained as provided in Welfare and
Institutions Code § 8102.

904.15 DISPOSITION OF PROPERTY
All property not held for evidence in a pending criminal investigation or proceeding, and
held for six months or longer where the owner has not been located or fails to claim the
property, may be disposed of in compliance with existing laws upon receipt of proper
authorization for disposal. The Evidence Tech shall request a disposition or status on all
property which has been held in excess of 120 days, and for which no disposition has been
received.

The following types of property shall be destroyed or disposed of in the manner, and at
the time prescribed by law, unless a different disposition is ordered by a court of
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competent jurisdiction:

- Weapons declared by law to be nuisances (Penal Code § 29300; Penal Code §
18010; Penal Code § 32750)

« Animals, birds, and related equipment that have been ordered forfeited by the
court (Penal Code § 599a)

« Counterfeiting equipment (Penal Code § 480)

« Gaming devices (Penal Code 8§ 335a)

« Obscene matter ordered to be destroyed by the court (Penal Code § 312)
+ Altered vehicles or component parts (Vehicle Code § 10751)

« Narcotics (Health and Safety Code § 11474 et seq.)

« Unclaimed, stolen, or embezzled property (Penal Code 8§ 1411)

« Destructive devices (Penal Code § 19000)

« Sexual assault evidence (Penal Code § 680)

904.15.1 UNCLAIMED MONEY
If found or seized money is no longer required as evidence and remains unclaimed after
three years, the Department shall cause a notice to be published each week for a
period of two consecutive weeks in a local newspaper of general circulation (Government
Code § 50050). Such notice shall state the amount of money, the fund in which it is held and
that the money will become the property of the agency on a designated date not less than
45 days and not more than 60 days after the first publication (Government Code § 50051).

Any individual item with a value of less than $15.00, or any amount if the depositor/owner's
name is unknown, which remains unclaimed for a year or by order of the court, may be
transferred to the general fund without the necessity of public notice (Government Code 8§
50055).

If the money remains unclaimed as of the date designated in the published notice, the
money will become the property of this Department to fund official law enforcement
operations. Money representing restitution collected on behalf of victims shall either be
deposited into the Restitution Fund or used for purposes of victim services.

904.16 FIELD RELEASE OF RECOVERED STOLEN PROPERTY
One of the primary responsibilities of the Police Department is the proper and lawful
storage, control, and return of recovered stolen property. The procedure for returning
stolen property to the rightful owner must be consistent with approved practices and
relevant laws.

Except as noted below, recovered stolen property may be released to the owner or their
authorized representative by the recovering officer with supervisor approval and only if no
arrest has been or likely will be made. Prior to the release, a photograph shall be taken which
depicts the owner/agent in possession of the property. Property should not be released
under the following circumstances:

a) When ownership of the property is in dispute.
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b) The specific property item cannot be readily identified at a later time (A permanent
and unique marking on the property may be an appropriate solution, provided the
item is not defaced).

c) An Evidence Release and Agreement Form shall be completed by the releasing
member and submitted as part of the case investigation.

d) When an arrest has been, or likely will be made, recovered stolen property shall
not be released without prior approval from the District Attorney's Office, unless
the item is perishable in which case it should be released pursuant to a and b above.

e) If the member or supervisor is uncertain on the appropriateness of a field release, the
property shall be placed in evidence. The Investigations Division will consult with the
District Attorney's Office on possible release before trial.

f) If approvalis given by the District Attorney's Office to release the property to its owner
prior to case adjudication, the member will take digital photos of the property,
complete the Evidence Release and Agreement Form, and comply with any other
instructions given by the District Attorney.

904.17 RETENTION AND DESTRUCTION OF ALCOHOLIC BEVERAGES

1. Destruction of alcoholic beverages
a. Documentation of alcoholic beverage violations is the same for minors and
adults. The crime report should note the number and type of beverage
container(s) discovered and its location. The odor and appearance of the
liquid should also be mentioned in the report.

b. The alcoholic beverage will be disposed of in an appropriate manner at the
scene by pouring the contents out in the presence of the suspect.

2. Retention of alcoholic beverages

a. If there is any dispute as to whether the substance does contain alcohol or if
the matter constitutes a serious offense and the possession of alcohol will be
disputed or is especially relevant, all full and empty containers, including the
contents of any open container, shall be preserved and placed into evidence.

b. When an officer lawfully enters a premises and observes 10 or more
persons under age 21, and persons under the age of 21 years are
consuming alcoholic beverages with no supervision by a parent or guardian
of one or more of the participants, the officer shall place the alcoholic
beverage(s) in evidence as follows:

When an alcoholic beverage is placed into evidence, the officer shall mark
the liquid level on the exterior of any open container. After storing a sample
of the beverage in a sample bottle, the remaining liquid shall be destroyed.
If more than one container is confiscated, only one container should be
placed into evidence and the remainder destroyed. Kegs and all contents
shall be retained in evidence.

Copyright Lexipol, LLC 2026/08/03, All Rights Reserved. Published with permission by Davis Police Department Prope rty and Evidence - 24



Davis Police Department
Davis PD Policy Manual

c. Alcoholic beverages that are to be used for an Administrative Action against
an ABC licensed premises shall be placed in evidence.

904.18 DISPOSITION OF LOST OR ABANDONED PROPERTY
The disposition of any lost or abandoned property will be handled in accordance with
Article 20.01 of the Davis Municipal Code.

904.19 AUDITS & INVENTORIES
Inspections/audits of the Evidence Room should occur:

a. On a monthly basis, the Records Supervisor shall make an inspection of the
evidence storage facilities and practices to ensure adherence to appropriate policies
and procedures.

b. Unannounced inspections of evidence storage areas shall be conducted annually
as directed by the Police Chief.

c. Whenever a change is made in personnel who have access to the evidence
room, an inventory of all evidence/property shall be made by an individual not
associated to the property room or function to ensure that records are correct
and all evidence property is accounted for.

An audit is an official examination and verification of accounts and records. It is
intended to control and verify the integrity of the documentation and handling of
property. An audit identifies weaknesses and provides information necessary to strengthen
the system. An audit also assures compliance with existing laws, regulation, policies,
common practices, and improves the performance and integrity of the property and
evidence procedures.

904.19.1 TYPES OF AUDITS

1. Compliance - A compliance is an examination to determine if legal requirements have
been complied with. A full compliance audit would include tracing an item through the
system, verifying chain of custody, and accuracy of related forms. However, a full
audit would take a tremendous amount of time and require a virtual shut down of the
property system. The most common practice is the use of random audits. This
Department will use a baseline of a 10 percent audit on a quarterly basis to ensure
adequate yearly coverage of the property system.

2. Operational - An operational audit examines and evaluates the efficiency and
effective use of resources to include adherence to procedures and policies.

Audits are performed by those authorized by the Police Chief. There are no set time frames
for audits. However, an annual audit should be planned and scheduled to assure a review
of critical areas. Problem areas or high risk security items such as narcotics should be
accomplished more frequently.

904.19.2 PLANNING AN AUDIT
1. Begin with a review of written policies and procedures of the department.
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2. Create flow charts, collect data, and analyze data. Maintaining strong documentation
of the audit process is integral to the success of the audit process.

a. Flowcharts provide a clear picture of how the property management system is
operating. It could reveal duplications, bottlenecks, or unnecessary repetitive
tasks.

b. Data collection will require identification of every unit, division, or person
involved in the property system operation:

1. Time required to process specific task;

2. Volume of evidence and transactions processed during a specific time;
3. Employee specific tasks;

4. Duplicate or identical tasks;

5. Average time an item is stored.

c. Data analysis will use the collected data to determine the areas needing
improvement. Analysis should address:

1. Security aspects being met?

2. Specific tasks required? Why?

3. Task accomplished at certain location or a particular time? Why?
4. Task accomplished by specific person or in a certain way?

904.19.3 INVENTORIES
A simple examination verifying description, quantity and location of property. During an
inventory the evidence and photographic report is verified against the description on the item
and the current location. (These comparisons should be accomplished when the property is
initially processed into the system.) Review of location, description, and quantities during a
random inventory provides an initial indicator of potential problems. There are three
standard methods used for random inventories. They are:

a) Select an evidence sheet from property file and verify the accuracy of the
description, quantity, and location.

b) Select an active case file from records and verify the report and required
forms by verifying the description, quantity, and location of the property.

c) Select an item of evidence from one of the shelves or boxes and compare the
item to the description and quantity of the evidence and photographic report.

NOTE: An inventory of the narcotics should include random testing to ensure the
"narcotic” is still a narcotic and not a substitute. Testing random samples of narcotics is
critical to maintaining integrity within the property system.

904.20 RESOURCES
The POST Evidence and Property Manual provides further process information.
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