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2-5 —USEOFPOLICEDEPARTMENT VEHICLES

Related SOP(s), Form(s), Other Resource(s), and Rescinded Special Order(s):

A. Related SOP(s)

X=>—Poliev-Title1-1 Personnel Code of Conduct
2-1 Uniforms
3-30 Line Inspection Process

B. Form(s)

P A4 Albuauergue-lssuance FormsPoli ise-DepadmentReceipt and Agreement for
a Permanently Assmned/Take Home Vehlcle {ssuanee-Form)
Skip License Plate Log

ARD-Fleet Manaqement Car Pre Inspectlon Form

PD XXXX Fleet Management Truck Pre-Inspection Form

PD XXXX ARB-Fleet Management SUV Pre-Inspection Form

PD XXXX ARD-Fleet Management Van Pre-Inspection FormiaspestionstEormsfor
MansPDX—Foerm-TFille

C. Other Resource(s)

Americans with Dlsabllltles Act of 1990

City of Albuguergue Administrative Instructions (Al) 4-1 through 4-15 Vehicles

City of Albuguergue Personnel Rules and Requlations, § 2-15-1 City Operator Permit
Policy

Collective Bargaining Agreement (CBA) Between the
Cltv of Albuquerque and the Albuquerque Police Officers’ Assomatlon%eetd%

D. Rescinded Special Order(s)

SO X—Subiest17-14 Parking of Police Vehicles at the Law Enforcement Center

SO 17-107 Securing APD Firearms While Off-Duty
SO 18-24 Non-Government License Plates on Issued Units
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2-5-1 ——Purpose

The purpose of this policy is to provide instruction regarding the aSS|gnment malntenance
and operation_of Department-issued vehicles
vehicles.

2-5-2 —Policy

It is the policy of the Albuquerque Police Department (Department) %to provide mstructlons
for the issuance, safe operation, inspection, and maintenance=
issaanee of all Department-issued vehicles, and to control the parking of vehlcles at the Law
Enforcement Center.

2-5-3 ——Definitions={fapplicable}

2-5-4 General —Procedures for Department-lssued Vehicles

A. AlLDepartment personnel

1. Possess aA valid New Mexico driver’s license and a valid City Operator’'s Permit is
the vehicle; apd—vehicle-

2. Wear their seat belts when operating the vehicle unless exempted by a supervisor
or when specific situations override safety considerations;

eExercise good judgment ia
aﬁ%ﬁe#twhen using the vehicle both on- and off-dutyz;

4. While operating the vehicle, be responsible when using the police radio;

a. Department personnel shall only use their Mobile Data Terminal (MDT) when
stopped.

5. Be responsible for the appearance and cleanliness of the interior and exterior parts
of the vehicle;
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6. Properly secure and park the vehicle to prevent damage to the vehicle and theft of
its contents: and

7. Secure their vehicle when left unattended or when the vehicle is out of their sight or
immediate control both on- and off-duty; =

8. For Department personnel who are authorized to use a Department-issued
gasoline credit card for vehicle fueling, ensure they use only reqular grade
unleaded gasoline in Department-issued vehicles, unless another fuel is required
due to the standards set forth by the vehicle manufacturer; and-

a. Department personnel shall not purchase any other item(s) with Department
gasoline credit cards.

Only use the following City of Albuguerque fueling

22 4th Street Northwesteset fueling stations;
b. South of the éAnlmaI Welfare Department} on Lomas Boulevard (Name-sfdog

pound); and

c. Fleet Management Division Pino Yard.

10.For Department personnel who receive an automated violation citation, either pay
the fine or contest the violation through the issuing agency’s process and notify
their chain of command.

B. Ifp Department personnel are ersennelare-incapacitated and are unable to secure
their Department-issued Drooertv or personal property, ishallbe-the on-scene

supervisor shall: ensure theatthe property is properly secured.

1. Have their police radio on while operating the vehicle and tuned to the proper

frequency for their location;

2. While on-call, carry all the equipment necessary for a call-out;
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3. Consistent with SOP Personnel Code of Conduct and SOP Uniforms, while
operating the vehicle, have in their possession a jacket or vest that clearly displays
the Department insignia, their badge, identification card, handcuffs, body armor,
radio, on-body recording device (OBRD), and firearm to effectively perform a police
function;

4. When responding to a felony call with non-sworn personnel as passenger(s) except
for approved ride-along, first drop off the passenger(s) at a convenient and safe
location, then respond to the call consistent with Department SOP(s);

5. When off-duty and while using the Department-issued vehicle and choose to
respond to a Priority 1 call, advise the Emergency Communications Center (ECC)
or log onto_the call using_their Mobile Dispatch Terminal (MDT); and

6. While off-duty and operating a Department vehicle, shall make every effort to be
properly attired: jeans, slacks and shirts shall be considered appropriate attire. Cut-
offs, tank-tops, and shorts, except those similar in style as the authorized duty
shorts, shall be considered inappropriate. Authorized footwear are those with
closed--toe shoes only:=.
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D. When responding to calls involving a felony, while off-duty, sworn personnel may be
required to secure the scene, and preserve evidence to maintain continuity. In such
cases, sworn personnel shall be compensated with overtime pay consistent with SOP
Overtime Compensatory Time and Work Shift Designation and the current CBA.

E. Supervisors shall ensure that sworn personnel in a marked police vehicle have a 311
bumper sticker attached to the vehicle on the rear bumper so that it is visible but
doesn’t obstruct other vehicle marking.

——The Operations Review Fleet Manager or an Area Commander Semesas)rmay
assign a pool vehicle to Department pe

F. Bersonne
permanently assigned Deoartment vehicle to be out of service for extended repairss.;

1. The Operations Rewew Fleet Manaqer@#ﬂe-) shaII assign pRool vehicles, if

Pino Ysard, on a daily basis, Operations Review Fleet Manaqer%emeene-) shall

assign sworn personnel ean-be-assigned-a pool vehicle-ear from their assigned
substation-ep-a-daily-basis, unless otherwise designated by the Aarea

Ceommander.

G. Department personnel shall not:

1. Make emergency code runs while the vehicle is occupied by non-sworn
passengers, except for Department approved ride-alongs;

-5-
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. Operate a Department-issued vehicle within eight (8) hours after consuming any

alcoholic beverages or while still under the influence of alcohol nor shall any
alcoholic beverages be transported in any Department vehicle outside the scope of

one’s duty;

. Smokeing, vapeing, or andthe-use eEsmokeless tobacco products is-prehibited-in

Department-issued vehicles, consistent with Al Number 4-9; -

. Have objects protruding from the trunk or window; or

. While off-duty,

use the vehicletilized for carrying heavy or excessive loads.

a. Within reason, Degartment personnel may stow or transgort %
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=2-5-5 Parking Department-lssued Vehicles at Law Enforcement Center—and

A. Between 0700 hours and $e=1700 hours, parking shall beis restricted to the Law

Enforcement Center parking spots and the ramp area for assigned personnel only.
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1. Unassigned personnel shall not park in spaced that have been assigned to other
personnel without explicit permission from the personnel who have been assigned
the parking spot.

2. If an unauthorized vehicle is parked in an assigned spot, or blocking the entry or
exit ramp, Operations Review personnel shall place a boot willbelased-on the
vehicle.

a. In order to have the boot removed, Department personnel shall precesd-to-the
fourth-(4th-flesrte-meet with the Operations Review Lieutenant.

b. Department personnel shall submit an Interoffice Memorandum to explain why
they parked in an unauthorized thatlocation.

B. Department personnel shall not:

1. =Ppark Department-issued vehicles at the metered spaces near or around the Law
Enforcement Center between 0800 hours and 1600 hours, Monday through Friday;
or

a. Department personnel who park at the metered spotsthete shall lose their take-
home car privileges, consistent with the current CBA.

b. Supervisors shall ensure that police vehicles that have been withdrawn from the
take-home car plan under this section are parked at a police facility during the
driver's off-duty hours.

2. PersonnelshallnetpPark along the street or ramps in such a way as to block the

Law Enforcement Center entrance or exit ramps.

2-5-3—Department personnel who have been issued an
C. unmarked vehicle who park at the Law Enforcement Center shall display their
assigned government license plate.
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2-5-56— Issuance of Vehicles

A=Operat|ons Review Fleet Manager shall:

1. Issue v¥ehicles to Department personnel;=

2. Have Department personnel sign a Receipt and Agreement for a Permanently
Assigned/Take Home Vehicle Form every time they are assigned or reassigned a
vehicle;

3. When issued a marked police vehicle, ensure the vehicle numbers are placed on
the front fenders, the top of the vehicle, and the trunk:=

a. Sworn personnel shall not remove the numbers.
b. If a number comes off for any reason, sworn personnel shall take the vehicle to
a City-authorized vender to replace.

4. Receive vehicles that Department personnel return to the Department; and

6. {SemsenetshalldDeny the issuance of another vehicle to aAny Department
emplovee whose vehlcle becomes unserwceable as a result of a chargeable traffic
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a. The denial of issuance of another vehicle will be determined by a consensus of
the employee’s immediate supervisor, the area/division commander, and a
representative of the Albuguerque Police Officers Association (APOA), if

applicable.

B. Department personnel shall complete the appropriate Pre-Inspection Form upon
issuance of a vehicle.

C. Operations Review Manning shall provide the Fleet Manageris-effiee with current
lineups, which include vehicle assignments, upon completion of each bid, or when
there has been any change in assignment status.

D. Investigative Services Division personnel shall be exempt from the provisions in this
subsection.

E. Window Tinting

1. Department personnel who are issued Department vehicles that do not have
window tint are authorized to submit a request to Operations Review to have tint
installed.

2. The Operations Review Fleet Manager=Fitle} shall:

a. =Eensure tint levels on marked vehlcles adhere to R@%&ehﬁaﬁee-ROA 1994,

b.
adhere to NMSA 1978 S 66-3-846.1.
7 |2-5-4
2-5-67— Vehicle Registration
\lohicloReai .

A. All Department personnel driving marked Department-issued vehicles shall have the
assigned government plate properly affixed to their vehicle at all times.

-12 -
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1. This does not apply to vehicles assigned to the Investigative Services Division

(1ISD).

2. If the assigned government license plate cannot be located, the officer assigned to
that vehicle shall complete a Uniform Incident Report stating the plate has been
lost.

a. A copy of theat Uniform Incident Reeport shall be forwarded to the
Operations Review Fleet Manager in order to obtain a new license plate.

b. The officer assigned to that vehicletSemeone) shall enter the license plate
into the National Crime Information Center (NCIC) database.

N

Supervisors shall ensure the government plate is attached to the vehicle during the
monthly inspection, consistent with SOP Line Inspection Process.

B. Unmarked Department-issued vehicles shall display the assigned government license
plates at all times.

1. A reqular license plate may temporarily cover the government plate while
conducting surveillance work but shall be removed at the end of that activity. The
government plate shall be attached to the vehicle at all times.

C. Criminal Investigation Division (CID) unit sergeants shall:

1. Assign a skip plate to each CID unit detective who conducts surveillance for
surveillance purposes;

2. Maintain the Skip License Plate Log of skip plates assigned to each CID unit
detective;

3. Give the Skip License Plate Log to their respective lieutenant;

4. Forward the Skip License Plate Log to the Operations Review Fleet Manager for
tracking purposes; and

5. If the Skip License Plate Log changes, update the log and forward it through the
proper channels.
&

——The Operations Review Fleet Manager shall conduct
D. aA monthlyguasesy audit of skip plates s
Operations-Review-to make-ensure we-arsthe mformatlon is current%@%%e

IN
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2-5-86 Maintenance, Repairs, and Inspections

A. Maintenance

1. Department pPersonnel ate-responsibleforshall:

a. -Eensure havng-scheduled pRPreventative mMaintenance is{RPM} performed on
theit vehicles:=

b. For an unmarked vehicle, ensure the vehicle displays the assigned government
license plate when obtaining maintenance on the vehicle;

c. PersennelshalleEnsure that a vehicle, if drivable, has a full tank of gasoline
before taking the vehicle in for repair or preventative maintenance2M: and -

i. Department personnel who fail to have the vehicle serviceds within five-
hundred (500) miles and/or thirty (30) days of the scheduled preventative
maintenance shall have their fuel privileges deactivated.

sChange flats; whileers on-duty or off-duty.

i. Repairs to the tire shall be made by the Department authorized service
facility when the tire is delivered to the garage.

2. During scheduled preventative maintenance2M, Pino Yard mechanics atPire
yardswillinspect vehicles.: The Pino Yard mechanic, taad=through the Service

Writer, will-notifiesy¥ an employee’s supervisor of failure to comply with the
preventative maintenance requirements seatained-hereinin this Standard Operating

Procedure (SOP).

3. pRersonnel shall not remove the vehicle from the i Pino Yard, or

—storage area without authorization from the Pino Yard fleet supervisor or their
designee.

-14 -
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B. Securing Department-lssued Property During Maintenance

1. Department pRersonnel shall remove all Department--issued property from their
%%Department |ssued vehicle or fmotorcycle when the vehicle is left at the
ep-Pino Ysards.

2. Department pRersonnel shall be held responsible for the loss of any Department-
issued property that is left unattended in the vehicle.

C. Bslise-Vehicle es-in-Nesd-efRepairs

1. While on-duty, swesaDepartment personnel shall:

a—During reqular hours, sw

Depasin take the vehicle, along
with the keys, to the service bay at the E j

Pino Yard; =

Q)

b=When a police vehicle breaks down or is in need of repair, dusingthe-shift-—the

empleyee-shalltake the vehicle to the solise-gatage-Pino Yard if it is safe to
drive;-ane-

H I'UWF

4—Under no circumstances, s : park a vehicle requiring only
minor repairs be-patked-near the La nforcement Center or substations; and=

not be completed immediately,
leave the vehicle at the deeation}-Pino Yard

2. SwermDepartment personnel shall not be compensated for the time they spend#
waiting for their vehicle itf they have the petsennelhavetheirvehicle serviced while

-15 -
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off-duty=
vehicle.

a. Eorgfierhours-arepair-a work order A1
a clear, comprehensive description of the problem.

D. Inspections=s

1. Supervisors shall formally inspect each of their employee’s
vehicles eaeh-to ensure the vehicles arefet cleanliness and =complete the
scheduled preventative maintenance, PMsehedule-and to ensure the equipment
functions properly.

2. The Operations Review persennelFleet Manager or their designee -shall complete

a formal vehicle inspection when the employee is turning in a vehicle that will be
reissued.

A. Sworn personnel who require a reasonable accommodation for medical reasons or
other physical limitations based on the Americans with Disabilities Act should:

1. Contact the Department Safety Officer at (505) 850-4511 who coordinates with the

City of Albuguerque Risk Management Division to approve or deny the request;
and

2. Once the request is approved, the Safety Officer contacts the Operations Review
Fleet Manager.

-16 -
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B. The Fleet Manager shall approve the request based upon the availability of a police
vehicle that fits the accommodation.

o

2-5-108 —Take-Home Vehicle

A. While on-duty, sworn personnel shall:

1. Be aware that tThe tfake-home vehicle is a privilege that-ar€ is not to be abused; =

2. Be authorized to use their take-home vehicle for unofficial business at the
discretion of the Chief of Police and consistent with the CBA;

3. For sworn personnel who reside outside of the Albuguergue metropolitan area,
shallbe allowed to travel for unofficial business to and from the Albuquerque
metropolitan area in their assigned take-home vehicle;

4. Be in a non-restricted status (i.e., full duty) t=Fo be authorized to the-use efa
marked take-home vehicle; =

a. EmpleyeesSworn personnel who are on a restricted duty, including injury
leave, administrative leave, administrative assignment, FMLA, military leave,} or
otherwise not in an unrestricted duty capacity and will be out of service for more
than fourteen (14) days shall notify Operations Review.

for three (3) years, unless :

——Swera-personnelthey change assignments: or t

5. Fhe vehicle has been decommissioned:; and=

Maintain the vehicle

-17 -
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a—After three (3) years the Fleet Manager will make an assessment and based
upon Department seniority and vehicle availability an upgraded vehicle may be

issued.

b. Department personnel may turn down the upgraded vehicle for any reason but
they shall #zmustbe-document their decision throughed-by email, through their
chain of command,=an¢- to the Operations Review Fleet Manager.

responS|bIe for ensuring that the general malntenance and proper care of the
vehicle is performed.

a. The Cltv performs and pavs for the maintenance of take-home vehicles issued
fo sworn personnel.

B. Whlle off duty, sworn personnel shall:

1. PetsennelareBe permitted to use their take-home vehicle for unofficial business;
whileoff-duby and

2. Ensure that all firearms are removed from the vehicle, to include those that are
secured in the vehicle lock boxes and gun locks, white-eff=duty-unless theat vehicle
is parked inside of a secured structure (i.e., garage).

-18 -
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a. Sworn personnel may be reqwred to pav for arereminded-thatifany propertv

that is stolen or los
with the current CBA.

1. Altering the vehicle body, general design, appearance, markings, mechanical, or
electrical system-;
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2. Makeirg any repairs, or having any repairs made to the vehicle other than those
made at an authorized Ceity service facility garage;:

3. Add Fhe-additienofequipment; (i.e., headlight wig-wags, dash-mounted
emergency lights, rear deck mounted emergency lights, citizen band (CB) radios,
radio scanners); or other equipment; to a vehicle without -shawillreguite-prior
approval from the-DepartmentFleetManagere! the Operations Review Lieutenant;

DEESE -aApplyiag bBumper stickers and ad/placard
plates to the vehicle areprohibited-unless authorized by the Chief of Police:=

&5. Useing oil, lubricant, or other liquid additives in the vehicle other than those
supplied by autherized-City-eEAlbuguergue-authorized fRueling dBepots; orard-

—Installirg window tint without the expressed, written permission of the Operations
Review Lieutenant.
6.

D. While off-duty, sworn personnel shall not:

1. Permit an unauthorized person to drive the vehicle;

2. Park or use the vehicle to conduct business where it may appear unfavorable in
any manner to the reputation of the Department;

3. Park or use the vehicle at establishments whose primary means of business is the
sale of alcohol; =

4. Use the vehicle for conveyance to and from non-Department--approved
employment; or=

Presume any special privileges with thea-Bepastment vehicle

E. Sanctions for Violation of -efthe-Assigred-Take-Home Vehicle Privileges-Plaa

1. Sworn personnel shall:

a. Be subject to the A

these-sanctions %aﬁ%t@ﬁ%for V|olat|on of any Qart of theis tFake-home %aF
Planvehicle are-provisions contained in the current CBA and shaII be followed in

addltlon to p033|ble Department d|SC|pI|ne and
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