ALBUQUERQUE POLICE DEPARTMENT
GENERAL ORDERS

SOP 1-78 (Formerly 4-6) P&P Draft 02/16/2022

1-78 POLICE SERVICE AIDE (PSA) PROGRAM
Related SOP(s), Form(s), Other Resource(s), and Rescinded Special Order(s):
A. Related SOP(s)
1-66 Missing Persons Unit
2-46 Response to Traffic Crashes
2-73 Submission of Evidence, Confiscated Property, and Found ltems
2-106 Lost and Found ID Cards and Driver’s Licenses
B. Form(s)
Abandoned Vehicle Notification (In TraCS)
Towed Vehicle Notification (In TraCS)
Tow-In Report (In TraCS)
C. Other Resource(s)
None
D. Rescinded Special Order(s)
None

1-78-1 Purpose

The purpose of this policy is to outline the job duties and responsibilities of an Albuquerque
Police Department (Department) Police Service Aide (PSA).

1-78-2 Policy

It is the policy of the Department for a PSA to assist sworn personnel by performing non-
hazardous duties and to provide the community with a variety of community services.

N/A |1-78-3 Definitions
None
7| 1-78-4 Rules and Responsibilities
A. Training

1. A PSA shall:
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b.

Pass the City of Albuquerque PSA entrance examination and any other
required examinations as determined by Background Investigations Unit
personnel; and

Participate in pre-service training conducted by Academy Division personnel.

B. General Responsibilities

1. A PSA shall:

a.

Handle correspondence, including:

i. Hand-delivering interoffice correspondence from the Internal Affairs Force
Division and the Internal Affairs Professional Standards Division to the area
commanders; and

ii. Picking up interoffice correspondence from the area commands and
distributing the correspondence to Department personnel through the Office
of the Chief’'s mail sorting system.

Handle reports, including:

i. Making copies of Uniform Incident Reports for felony crimes and distributing
them to Impact Team personnel and Investigative Bureau personnel;

ii. Providing completed Uniform Incident Reports and Supplemental Reports to
Central Records personnel; and

iii. Picking up Uniform Incident Reports and Supplemental Reports requests
made by sworn personnel from Central Records personnel.

Distribute citations;

i. Department personnel who conduct the mail run shall place citations in the
appropriate mail sorting system on the first (1st) floor of the Law
Enforcement Center.

ii. A PSA shall only place the court’s original copy and the abstract copy of the
citations in the mail sorting system.

Deliver license plates to the New Mexico Motor Vehicle Division (MVD);

Pick up supplies from City of Albuquerque Pino Yards warehouse, and the

Property Unit;

Provide assistance at the area commands, including:

i. When needed, assist community members with Uniform Incident Reports,
answering their questions, and answering telephone calls; and

ii. When necessary, ensure area commands are stocked with supplies.

Transport sworn personnel and Department-issued police vehicles and pool

cars to and from the City of Albuquerque Pino Yards;

Maintain an inventory of Department-issued police vehicles pool cars and

ensure they are in good working condition, including, but not limited to,

checking the headlights and brake lights, verifying the turn signals and
emergency equipment work, and verifying the battery is charged; and

i. If the Department-issued pool car needs to be repaired, the PSA shall notify
their immediate supervisor.

Perform any other duties as directed by a supervisor.

C. Response to Traffic Crashes




ALBUQUERQUE POLICE DEPARTMENT

GENERAL ORDERS
SOP 1-78 (Formerly 4-6) P&P Draft 02/16/2022
1. A PSA shall:
a. Investigate traffic crashes occurring on public roadways;
b. Investigate crashes on private property consistent with the requirements

outlined in SOP Response to Traffic Crashes;
c. Assist sworn personnel at the scene of traffic crashes that involve injuries and
fatal crashes by:
i. Securing the scene;
ii. Directing and controlling traffic;
iii. Locating and obtaining witnesses;
iv. Transporting passengers or witnesses;
v. Taking measurements;
vi. Completing tow-in reports;
vii. Tagging evidence; and
viii. Any other assistance as directed by a supervisor.

2. If necessary, a PSA may function as primary responding personnel for traffic
crashes that involve injuries when:

a. Sworn personnel are unable to assist. If no officers are available or able to
assist, a on-scene supervisor may authorize the PSA to take primary on the
traffic crash;

i. If any person(s) is medically transported, the PSA shall notify the on-scene
supervisor of the reason for medical transport when the injured person(s) is
being transported and the category/severity of the injuries (continued...);

b. No injuries are sustained from the traffic crash and the injured person signed a
medical waiver with Albuquerque Fire Rescue (AFR); and
i. If the person signed a waiver, the PSA shall notify the supervisor and

request to change the call type to a traffic crash with no injuries.

c. The traffic crash possibly contains criminal elements or contributing factors.

i. The PSA shall stop the investigation and request for sworn personnel to
assist and potentially turn over the investigation.

3. Hit and Run Crashes

a. A PSA may be dispatched as primary responding personnel where there is no
indication of an offender on-scene or in the area.

b. When responding to a hit and run crash, a PSA must take the proper
investigative measures to ensure that all known offender information is
considered viable.

c. Inthe event the provided vehicle information matches the registered vehicle
description, sworn personnel shall be dispatched to assist with the follow-up
investigation, consistent with SOP Response to Traffic Crashes.

4. A PSA shall complete a Uniform Crash Report and process scenes as described in
this section.
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D. Response to Traffic Hazards and Assisting Motorists
1. When responding to a traffic hazard, a PSA shall:

a. Reasonably attempt to provide assistance to motorists in need of mechanical
assistance (i.e., provide jumper cables, change flat tires, etc);
i. The PSA shall not attempt to push-start a vehicle.

b. When requested by the motorist, after explaining that the motorist is responsible
for all towing charges, request for the on-call wrecker company to respond to
the scene;

c. Provide traffic direction at the scene of a crash or fire, traffic hazards, when
intersections where lights are malfunctioning, and for roadway closures;

d. Transport victims, withesses, and children to any of the Department and outside
law enforcement facilities, receiving homes, shelters, and/or residences as
requested;

e. Assist sworn personnel with the towing of vehicles at traffic stops; and

f. Conduct a thorough inventory of the vehicle and advise sworn personnel if any
of the following is located:

i. Weapons;

ii. Stolen property;

iii. Drugs and/or paraphernalia; and
iv. Open containers of alcohol.

2. When requested by a stranded motorist, a PSA may transport the motorist to the
nearest service station for fuel provided that the motorist's vehicle is not obstructing
traffic or causing a traffic hazard.

3. A PSA shall not attempt to unlock a vehicle by using an unlocking device (e.g.,
Slim Jim).

a. A PSA shall attempt to unlock a vehicle to retrieve a child or an animal locked in
the vehicle.

b. A PSA may request a locksmith at the motorist's request or may call a third
party when extra keys are available.

E. Abandoned Vehicles on Public or City Property

1. Before placing an abandoned vehicle sticker on the vehicle, a PSA shall determine
whether the vehicle is abandoned by confirming that:

a. The vehicle is parked on or along any street, alley or public way and does not
display a current license plate; or

b. The vehicle was left unattended on or along any street, alley, or public way in
the same place for seventy-two (72) hours.

c. The vehicle is violating parking ordinance.

-4 -
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i. The PSA shall issue appropriate citation(s).

2. When the owner cannot be contacted or refuses to move the vehicle, the PSA shall
complete an Abandoned Vehicle Notification and place an abandoned vehicle
sticker on the vehicle.

a. The PSA shall forward completed Abandoned Vehicle Naotifications to Central
Records personnel.

i. Central Records personnel shall mail Abandoned Vehicle Notifications to the
registered owner.

b. When practical, the PSA who prepared the abandoned vehicle sticker shall be
the same as the PSA who has the vehicle towed.

c. After seven (7) days from placing the abandoned vehicle sticker, the PSA may
have the vehicle towed.

i. The PSA shall obtain permission from a Field Services Bureau (FSB)
supervisor before having a vehicle towed.

d. When the abandoned vehicle is being towed, the PSA shall complete a Tow-In
Report, Towed Vehicle Notification, and a Uniform Incident Report, and shall
issue the appropriate citation(s).

e. If notice is received from the City Hearing Officer that the registered owner
contests the action, the PSA shall not have the vehicle towed until the City
Hearing Officer makes a decision about how to proceed.

3. When a vehicle is abandoned on a public roadway and causing a traffic hazard, the
PSA shall ensure the vehicle is removed from the roadway after receiving
authorization from the FSB supervisor. The PSA shall stand by for a minimum of
thirty (30) minutes from the time the call was created to see if the owner returns.

a. If the owner returns, the PSA shall assist the motorist with removing the vehicle
from the roadway.

b. If an owner does not return after thirty (30) minutes, the PSA shall issue the
appropriate citation(s) and have the vehicle towed.

4. A PSA shall not tow vehicles that have been abandoned on private property.

a. The PSA is encouraged to make a referral to City of Albuquerque Zoning
personnel.

5. Parking Enforcement
a. A PSA shall be responsible for enforcing parking violations on public and
private property.
i. On private property, a PSA can only issue citations for handicap parking and
fire lane violations.

F. Calls for Service for Property Crimes
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1. Response to a Burglary/Stolen Vehicle

a. A PSA may be dispatched as primary responding personnel to any auto,
residential, or commercial burglary call for service, or a stolen vehicle call for
service where there is no indication the individual is on-scene or in the area.

b. Under no circumstances shall a PSA be dispatched to a burglary that just
occurred.

c. FSB sworn supervisors and Emergency Communications Center (ECC)
Dispatchers shall review calls for service to ensure the safety of PSAs.

d. If requested by the PSA, sworn personnel shall be dispatched to assist.

e. If a PSA encounters a potentially dangerous scene, they shall move away from
the scene and, from a safe distance, notify the ECC to request sworn personnel
to respond to the scene.

f. A PSA shall process all burglary and stolen vehicle scenes and collect evidence
using standard evidence collection procedures, consistent with SOP
Submission of Evidence, Confiscated Property, and Found ltems.

2. Calls for Service for Vandalism or Larceny

a. A PSA may be dispatched as the primary responding personnel for vandalism
or larceny calls for service where there is no indication of an offender on-scene
or in the area.

b. A PSA may take initial vandalism and larceny calls for service.

c. The PSA shall determine whether the incident is a felony or misdemeanor.

i. Ifthe incident is determined to be a misdemeanor, the PSA shall take the
report and gather any potential leads or the individual’'s information and
forward it to their direct supervisor to distribute to sworn personnel for a
follow-up investigation.

ii. If the incident is determined to be a felony, the PSA shall take the initial call
for service, collect any viable offender information or leads, and forward it to
their area command’s Impact Team for follow-up investigation.

3. Found Iltems

a. A PSA shall be responsible for picking up found items and completing a
Uniform Incident Report.
b. A PSA shall make a reasonable effort to contact the rightful owner of the
recovered property.
i. If an owner is not located, the PSA shall tag the property into evidence
before the end of their shift, consistent with SOP Lost and Found ID Cards
and Driver’s Licenses.

G. Adult Missing Persons Investigations

1. A PSA may take an adult missing person call for service if it appears the person is
missing by their own volition, when foul play is not suspected, and an FSB
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supervisor has been notified of the facts regarding the event before the initiation of
the call for service.

2. A PSA shall follow the steps to enter an individual into the National Crime
Information Center (NCIC) database, consistent with SOP Missing Persons.

3. The PSA shall forward the Uniform Incident Report to Missing Persons Unit
personnel for follow-up investigation, consistent with SOP Missing Persons Unit.

4. Periodic Watches and Welfare Checks

a. A PSA may conduct periodic watches on houses and businesses.

b. A PSA may conduct welfare checks on elderly people who are confined to a
residence, or people who are too sick to care for themselves.

c. When a PSA encounters a potentially dangerous scene, they shall move away
from the scene and from a safe distance, notify the ECC to request for sworn
personnel to respond to the scene.

H. Calls for Service Not Handled by a PSA

1. A PSA shall not respond to the following types of calls for service unless they have
been directed to do so after the scene has been secured by an FSB supervisor or
sworn personnel:

a. Audible or silent alarms;

b. Sworn personnel in need of assistance;

c. Police vehicle pursuits;

d. Any crime that is in progress where an individual may be present;
e. Suspicious/unattended deaths;

f. Sworn personnel involved in foot pursuits; or

g. Welfare checks on emotionally disturbed persons.

A

PSA shall not:

Engage in self-initiated traffic stops or follow traffic violators;

Be used to arrest or assist with an arrest;

Be used to stand by with or guard suspects or offenders; and

Actively pursue investigative leads that potentially lead to physical contact with
an individual.

cpow
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POLICE SERVICE AIDE (PSA) PROGRAM

Related SOP(s), Form(s), Other Resource(s), and Rescinded Special Order(s):

A. Related SOP(s)

1-66 _Missing Persons Unit

2-46 Response to Trafflc Crashes

2-73 Ge j iti i HySubmission of
Evidence, Conflscated Propertv and Found Items

2-106 Lost and Found ID eCards and Driver’s Licenses

B. Form(s)

Db 3069-Abandoned Vehicle Notification-Eesm (In TraCS)
PBb-3084-Towed Vehicle Notification-Fetm (In TraCS)
PD- 4012 Tow-In Report-Fegm (In TraCS)

C. Other Resource(s)

None

D. Rescinded Special Order(s)

None
1-78-1 Purpose
The purpose of this Pregram-policy is to isoutline the -as

they-pertainte-the-job duties and responsibilities of an ABQ=AIbuquerque Police Department
(Department) Police Service Aide (PSA).

1-78-2 Policy

It is the policy of the Albuguergue-Peol ice-DepadmentLDepartmentj 4eprevidefor a Pelice
Service-AidesPSA to assist Ja#eﬂe%emeﬁtsworn personnel i=by performing non-
hazardous duties and to provide the publis-community with a variety of community services.

N/A |1-78-3 Definitions
None
N| 1-78-4 Rules and Responsibilities
A. Training
Al PSA‘s) shall:
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B——

a. Pass the City of Albuguerque PSA entrance examination and any other
required examinations as determined by Background Investigations Unit
personnel; and=

—Participate in pre-service training :

B. General Responsibilities

1. A PSA shall:

a. Handleing correspondence, including:
i. Hand-delivering interoffice correspondence from the Internal Affairs Force
Division and the Internal Affairs Professional Standards Division to the area
commanders; and

a&ii.  Picking up Fekinglnter-officsinteroffice correspondence from the area
commands and distributing the correspondence to Department personnel
through the s
MairOffice of the Chlefs
sorting systems.:

b. Handleiag reports, including:

i. Making copies of Eeleay-Repotts{Uniform Incident Reports for felony
crimess2} and distributing them to Impact Team personnel and Investigative
Bureau personnel;

b-ii.  FumainginProviding Gempleted-completed Uniform Incident reperts
Reports éand Supplemental Reports?} shal-beturned-into Repert
ReviewCentral Records personnels; and

&iii. _ Picking up RUniform Incident eEReports {and Supplemental Reports?}
requests frem-made by eﬁee%sworn personnel shal-bepicked-ap-from
Central Records personnels.;

e-c. Distributirge %rte%%mtatlonsehﬁﬂe%%

&i. Department personnel whoRSA—erwheever conducts the mail run =il

thenshall place deliverthe-citations te-in the appropriate =respestive-mail

-2.-
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elﬁe-ee*eesortlnq svstem on the flrst (13 )floor of the Law Enforcement

e-ii. A PSA shall only place the court’s orlqlnal copy and the abstract copy of
the C|tat|ons in the mail #ee%e*eesortlnq svstem

abstractcopy-
£d.FakDelivering Llicense plates shal-betaken-to the New Mexico Motor Vehicle
Division (MVD)s;
e. Pickirg up supplies from Git=-Supphy=City of Albuguerque Pino Yards
Wareheusewarehouse, and the Property Units;
g-f. Provideing assistance at the area commands including: aﬁe

communltv members with eta&ea#Unlform InC|dent Reports,-ard answering
their questions, and answering the-telephone_calls-; and
—When necessary, ensure area commands are stocked with supplies

£9. ShalktTransportiag efficers=sworn personnel and Department-issued police

vehicles and pekee~vehiclespool cars ReskCars)-to and from the City of
Albuguergue Pino Yardssaaintenancefacilities:;

g%ha%«eeMaintainﬁ' an inventory of Department-issued police vehicles pool
cars and ensureinge they are in good working erdercondition, including, but not
limited to, checking the-vehieles d=e==headlights_and; brake lights, verifying the
turn signals_ands; emergency equipment work, and verifying the batteryies is

chargedd; ands—ete}+—=and

ai. If a=vehielethe Department-issued pool car i etneeds to
be repaired, the PSA shall notify histhertheir |mmed|ate supervisor.

h.

k. ShallkpPerform any other duties as deemed-necessarydirected by a supervisor.

C. Response to Traffic Crashes
1. A PSA shall:

a. PSAs-Sshalinvestigate traffic crashes occurring on public roadways ;=

-3-
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et-consistent with—(See the reqwrements
outllned in SOP Response to Traffic Crashes;s5

Qersonnel at the scene of traffic crashes that |nvoIve penp-seroys-injuriesy
erashes-and fatal crashes by:

. with-seene-sSecurifyng the scene:s

i. Directing and controlling traffic-directionfcentrel:;

iii. leeatingl ocating s=and obtaining witnesses;

iv. transpesting-1ransporting passengers_or fwitnesses;

v. =tTaking measurements;;

vi. Completing tow-in reports;s

vii. fagging-Tagging evidence; and

gviii. _=aAny other assistance as aeededdirected by a fitle}supervisor.

k2.1f necessary, a PSAselice-Servce-Aides may take-becemefunction as the-primary
gaitresponding personnel en-for traffic crashes !#l%that |nvoIve AoA-serious
injuriesh

a. A-swern-cfficerSworn personnel are<s unable to assist. If no swera
persennslofficers are available or able te-elearto assist, a &ypejon-scene
supervisor may authorize the PSA to take primary on the traffic ieidentcrashs;
&l If any person(s) is medically transported, the PSA shall notify the &ype}on-

scene supervisor of the reason for medical transport =aherewhen the
injured person(s) are-is being transported te=and the category/severity of
the injuries_(continued...)s;

b. No injuries are sustained from the traffic crash and thesednavelvede injured
person signed a medical waiver with the-Albuquerque Fire arg-Rescue (AFR);
and
&i. If the person signed a waiver, the PSA shall notify the supervisor and

request to change the SADB-call type to a traffic aseideatcrash with no
injuriess.

e-c. The traffic crash possibly contains criminal elements or contributing
factors.

e-i. The PSA shall stop the investigation and request for feraswern
efficersworn personnel to assist and potentially turn over the investigation.

k3. Hit and Run Crashes

a. A PSA Mmay be dispatched as the-primary gnitresponding personnel where
there is no indication of an offender onthe--scene or in the area.

b. When responding to a hit and run crash, a PSAelice-Seprdee-Aides must take
the proper investigative measures to ensure that all known offender information
is considered viable.

a=C. In the event the provided vehicle information matches the registered
vehicle deseriptiordescription, ar-eficersworn personnel shall be dispatched to

-4 -
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assist with the follow-=up investigation, pursuantte-SORP—-consistent with SOP
Response to Traffic Crashes.

m=4. A PSAs Sshall take-complete a Uniform Crash #Reports and process scenes as
described in this section.

&D. Responses to Traffic Hazards and Assisting Motorists-Assistance

1. When responding to a traffic hazard,s a PSA’s shall:

a. PSAs-SshalrReasonably attempt to provide assistance to motorists in need of
mechanical assistance;s (i.e., provide jumper cables, change flat tires, etc);
a&i. The PSA Faey-sShall not attempt to push-start a vehicles-.

—When requested by the motorist, after explaining that the motorist is responsible
for all towing charges,

b. %&%&hﬁ%ﬁ%@# request for the on-call wrecker company to respond to

e-c.  ShalpProvide traffic direction at the scene of a crash-seenes or; fire

seenes, traffic hazards, when intersections where lights are malfunctioning, and
for roadway closuress;

ed. Shal-bBe-usedte-tTransport victims, withesses, and children to any of
the Department and outside law enforcement the-pelice-facilities, receiving
homes, shelters, and/or residences as requesteds;

” 1

ShalaAssist effiesers-sworn personnel with the towing of vehicles at traffic stops
and-se-forth-; and

f. ShaleConduct a thorough inventory of the vehicle and advise the-primary
efficersworn personnel if any of the following is located:

a. Weapons;
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b. Stolen property:;
c. Drugs and/or paraphernalia; and
d. Open containers of alcohol.

2. When requested by a stranded motorist, a PSA may transport the motorist to the
nearest service station for fuel provided that the motorist's vehicle is not obstructing
traffic or causing a traffic hazard.

3. A PSA shall not attempt to unlock a vehicle by using an unlocking device (e.q.,

Slim Jim).

a—A PSA shall attempt to unlock a vehicle Yaless-resessary-to retrieve a child or
an animal locked in athe vehicle.

a.

b. A PSA may summenrequest a locksmith at the motorist's request or may call a
third party when extra keys are available.

B.E. Abandoned Vehicles on Public_or £City Property
a—DBefore placing an Abardened-abandoned Mehicle-vehicle Stickersticker on the
vehicle, a PSAs shall determine E&whether the vehicle is abandoned by determining
#whetherconfirming that:
a—
1.

b.a. The vehicle is parked on or along any street, alley or public way and
does not display a current license plate=; or;
&b. The vehicle is=was left unattended on or along any street, alley, or public
way in the same place for seventy-two (72) hours.
b

c. ShalldetermineiftThe vehicle is violating parking ordinance.restsictions

i. The PSA ard-shall issue appropriate citation(s).

$

——\Whe
2. H¥tFthe owner cannot be contacted or refuses to move the vehicle,z Fthe; PSA shall
filkewtcomplete an Abandoned Vehicle Notification-Ferm (2B-3060)-and place an
Abandened-abandoned Mehigle-vehicle Stiekersticker on the vehicle.

e—The PSA Semeens}shall forward completed
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a. Abandoned Vehicle Notifications-ferms shallkbefernarded-to Central Records

personnel.
a—Central Records personnel shall -apd-thea-mailed itAbandoned Vehicle

Notifications to the registered owner.

L
b—When practical, the PSA who prepared the Aaabandoned Mvxehicle Sssticker
shall be the same as the PSA who has the vehicle towsthe-vehicled .-

|O'

c. After seven (7) days from thedssuanee-efplacing the Abardered-abandoned
Mehicle-vehicle Stiekersticker, the PSA may have the vehicle may-be-towed.
e—1he PSA shall obtain permission from a Field Services Bureau (FSB)

superwsor- before havmq a vehlcle tow&%#e%&eed =Be£e$e¢ée%%

"~ When the abandoned vehlcle is being towed

=8 , the PSA shall complete a Tow-In Report =
Towed Vehlcle Notlflcatlon%m%% aad and aa
OHenselneidentUniform Incident Report, and shall issue the appropriate
citation(s).

If notice is received from the City Hearing Officer that the registered owner
contests the action, thenathe PSA shall not have the vehicle shallaetbe-towed
until the City deeisien-efthe-Hearing Officer makes a decision about how to

proceed.

——When
3. #aAa vehicle is abandoned on a public roadway and causing a traffic hazard, the
PSA shall ensure the vehicle is removed from the roadway after receiving
authorlzatlon from the feld-FSB supervisor. The PSA shall stand by fera
A o-for a minimum of thirty (30) £08-38)+-minutes from the
time the call was created; to see if the owner returns.

£a. If the owner returns, the PSA shall assist the motorist with removing the vehicle
from the roadway.

thirty (30) minutes+£26-30
: , the PSA shall issue the appropriate
C|tat|on(s) and have the vehicle sha%b%towed

4.

PSAs shall not tow vehicles that have been abandoned on private property.

-7-
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h-a. The PSA is butare-encouraged to make a referral to City of Albuquerque
Zoning_personnel.
5. Parking Enforcement
E
—A
a. PSA shall be responsible for enforcing parking violations on public and private
property.

i. On private property, a PSA can only issue citations for handicap parking and
fire lane violations.

F. PrepesyGCrimes-Calls for Service for Property Crimes

1. Response to a Burglary/Stolen Vehicle

a. A PSA may be dispatched as aprimary gnitresponding personnel to any
burglapyauto, reS|dent|aI or commermal burqlarv call for service, or a #stolen
vehicle call for service where there is no
indication e%the |nd|V|duaI is e%ﬁa%on% -scene or in the area.

b. Under no circumstances shall a PSA be dispatched to a burglary that just
occurred.

c. FypeFSB sworn Ssupervisors and Emergency Communications Center
(ECC) Dispatchers shall review calls for service to ensure the safety of PSAs.

d. If requested by the PSA, arefficersworn personnel shall be dispatched to
assist.

e. If a PSA sheuldfind-a-encounters a potentlallv danqerous suspicious

a they shall-frem
the-area move awav from the scene and from a safe distance, notify the

{ECC3; andto request an-effisersworn

personnel to respond to the scene.

f. A PSA s-shall process all burglary and #stolen vehicle scenes and collect
evudence using standard eV|denoe coIIectlon procedures consistent with SOP
Submission of

EV|dence Conflscated Propertv and Found ltems.

2. Calls for Service for Vandalism or £Larceny-Repods

a. A PSA may be dispatched as the pesasy-primary responding personneluait for
vandalism or #larceny gepegts-calls for service where there is no indication of an
offender onthe--scene or in the area.

b. A PSA may take initial vMandalism and lkarceny sepestscalls for service

present.
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c. The PSA shall desiphesifdetermine whether the incident is a felony or
misdemeanor.

i. Ifthe incident is determined to be a misdemearnermisdemeanor, the
PSAseprdce-saide shall take the report and gather any potential leads or
effenderthe individual's information and forward it to their direct supervisor to
distribute to a-sworn field-officerpersonnel for a follow--up investigation.

i. If the incident is determined to be a felony, the PSAelice-Service-Aide shall
take the initial repestcall for service, collect any viable offender information
or leads, and forward it to their area command’s iilmpact §Team for follow--up

investigation.

3. Found Iltems

a. A PSA shall be responsible for piekirg—appicking up found items and initiating
completing ar SffersettneidentUniform InC|dent Report.
b. A PSA shall make a reasonable effort s ]
rightful owner of the recovered property.
i. If an owner is not located, the PSA shall tag the property into evidence
before the end of their shift, consistent with SOP Lost and Found ID Cards
and Driver’ s Licenses.

to contact the

1. A PSA may take an adult missing person gepestcall for service if it appears the

person is missing by histhertheir own volition, when foul play is not suspected, and
an field-FSB supervisor has been notified of the facts regarding the event before
the initiation of the repertcall for service.

2. A PSA shall follow the steps to enter an individual into the National Crime
Information Center (NCIC) database, consistent with SOP Missin-g Persoans.

3. The PSA shall forward the Uniform Incident EReport shaltbeferaarded-to the
Missing Persons:s Unit personnel for follow-up investigation.= consistent with SOP
Missing Persons Unit.

4. Welare-GCheskstPeriodic Watches and Welfare Checks
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a. A PSA Mmay conduct periodic watches on houses and businesses.

b. A PSA Mmay conduct welfare checks on the-elderly-ane—
personindividualpeopletss who are confined to a gesideneeresidence, or
individuals-people who are too sick to care for themselves.

c. ¥a PSA sheudldfindencounters a potentially dangerous suspiciess
situatienscene, hefshethey shall move away from the scene and ¥e=from a safe
distancefrem-the-atea, notify Radie-the &
{(ECC3 andto request for an-effisersworn personnel to respond to the scene.

H. Calls for Service FhatAre-Not Handled by a PSA

1. A PSA shall not respond to the following types of calls for service unless they have
been directed to do so after the scene has been secured by anfield FSB
supervisor or effisersworn personnel:

Audible or silent alarms;

OffieerSworn personnel in need of assistance;

Police vehicle pursuits;

Any crime that is in =progress where an effenderindividual may be present;
Suspicious/unattended deaths;

Officer-Sworn personnel involved in foot pursuits; or

Welfare checks on emotionally disturbed persons.:

0 | (@ |2 [0 [T @

2. A PSA shall not:

ShallreteEngage in self-initiated traffic stops or follow traffic violatorss;
ShallretbBe used to arrest or assist with an arrest;

ShallretbBe used to stand by with or guard suspects or offenders=; and
ShallretaActively pursue investigative leads that potentially lead to physical
contact with an effenderisuspestindividual.
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