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 All officers will read and be familiar with this manual. The contents of this 

manual are intended as a guideline for the actions of each officer. Every officer is 

expected to remain current in all required training, which may reveal certain aspects of 

this policy that have become outdated or obsolete because of court rulings or precedent, 

legislative action, or other rulings that will influence the guidelines listed. If any portion 

of the policy is affected by ruling or law, the remaining policy will remain valid and in 

force. Nothing in this policy will affect an officer’s ability to use “officer discretion” as 

determined by the courts. All court or legislative rulings which affect this policy will 

have precedent over this policy, until such time that changes are made in the policy to 

bring it in compliance with all new laws or court rulings. 

 

 

 

Paris ISD Department of Safety and Security – Mission 

Statement 
 

 The Mission of the Paris ISD Department of Safety and 

Security is to provide the administration, students, and staff of the 

district with the highest level of professional police services 

possible. The education of our youth being paramount, and a safe 

learning environment being conducive with the goals and 

objectives of the district, it is therefore the responsibility of the 

Department of Safety and Security to provide all lawful means of 

safety and security to the district while respecting the rights of all 

individuals. In achieving this mission, the men and women of the 

Department of Safety and Security will conduct themselves in an 

ethical manner by respecting and protecting the rights of citizens 

as determined by law and being examples of honesty and integrity 

in their professional and personal lives, thereby earning the public 

trust. 
 

 

 

 

_________________________   ________________________ 

 

Brad Ruthart      Paul Jones 

Director       Superintendent of Schools 
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Section 1 - Administration of Standard Operating Procedure 
 

I. Policy 
 Both professional law enforcement administration and the management of liability require a 

manual that governs the activities of a Department of Safety and Security. A manual of rules and 

procedures guides the day-to-day legal and ethical functioning of a Department of Safety and Security. 

 

II. Purpose 
A. The purpose of this Standard Operating Procedure is to provide guidelines for the operation of the 

Paris ISD Department of Safety and Security. This manual has been written to inform not only 

employees, but also the public, of the principles to be adhered to in the performance of the law 

enforcement function. 

B. Command and supervisory personnel are charged with the responsibility to assure that input is 

gathered from all responsible sources and are accountable for the proper dissemination and 

implementation of all adopted policies and procedures. 

C. Due to the frequent changes in the law and the needs of the school district, this manual will require 

frequent review and revision. Each employee is charged with the responsibility to present his ideas 

for revisions, additions, and deletions to the procedures. Each employee is requires to remain 

current with all laws and applicable court precedents. 

D. As with any system of written directives, situations will undoubtedly arise which are not 

specifically addressed by directives within this manual. In those instances the employee should rely 

on the principles outlined by the “Law Enforcement Code of Ethics”. 

 

III. Definitions 
     The terms used in this Standard Operating Procedure Manual shall be defined as follows unless 

otherwise indicated. 

A. Arrest. To deprive a person of his liberty in order to answer for an alleged criminal offense. 

B. Chain of Command. The unbroken line of authority extending from the School Board and 

Superintendent to the Director and through a single subordinate at each level of command, down to 

the level of execution, and return. In the absence of the Director for whatever reason, the next 

ranking supervisor or senior officer will assume command of all police operations. 

C. Civilian Employee. Any Department of Safety and Security employee other than a sworn peace 

officer. 

D. Competent Authority. That authority possessed by superiors, supervisors, commanding officers, 

Federal, State or County Sheriff’s Office Officers or the courts. 

E. Delegated Authority. At every level, within the Department of Safety and Security, those who 

have been granted positions of authority will be authorized to make decisions necessary for the 

effective execution of their responsibilities. 

F. Department. The Paris Independent School District Department of Safety and Security. 

G. Directive. Any written or verbal order issued by competent authority. 

H. District. The entity and components that comprise the Paris Independent School District. 

I. Employee. Any person employed by the Paris Independent School District Department of Safety 

and Security. 

J. Insubordination. The willful disobedience of any order lawfully issued by a supervisor, senior 

officer, or filed training officer to any other employee under their immediate direction or control, or 

any disrespectful, insolent, or abusive language toward a supervisor, senior officer, or field training 

officer. 

K. Memorandum. A memorandum either provides useful, specific information to employees not 

amounting to a formal order, or constitutes a directive affecting specific behavior for a specific 

event or period of time, and is usually self canceling. Memoranda are not a part of this manual. 

Memoranda may be issued by the Director or by other employees or District divisions. 
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L. Off-Duty. The state of an employee at times when he is not actively engaged in the performance of 

law enforcement duties and/or other Departmental tasks and when he is not scheduled to work on a 

paid status with the Department. 

M. Officer.  A sworn member of the Department, commissioned in accordance to the provisions of 

Section 37.081 of the Texas Education Code.  

N. On-Duty. The state of an employee during any period in which he is actively engaged in the 

performance of law enforcement duties or other Departmental tasks and is on a paid status. 

O. Policy. A Statement of the Department’s philosophy on a given issue. Policy consists of principles 

and values that guide the performance of Department employees. Further, policy is based upon 

ethics, experience, the law, and the interests and desires of the District. The Director determines 

policy for the Department, with approval from the School Board and Superintendent. 

P. Procedure. Defines a method of performing an operation or a manner of proceeding on a course of 

action. It differs from policy in that it directs action in a particular situation to perform a specific 

task within the guidelines of policy. 

Q. Pronouns. The personal pronoun of either gender shall apply equally to male and female employees 

of the Department and the District. 

R. Regulation. May contain one or more rules and is an administrative order governing organizational 

matters, e.g., leave policy, promotions, etc. Similar to rules, regulations permit little if any deviation 

there from. Violations of regulations normally result in administrative discipline. Only the Director 

proposes regulations for approval by the District. 

S. Staff Supervision. The supervision by a supervisor of an employee not normally under his direct 

command. 

T. Supervisor. An employee with delegated authority to oversee and/or direct others in the 

accomplishment of their assigned tasks. 

U. Suspension. The period, either with or without pay, during which an employee is denied the 

privilege or performing his duties. 

V. Unity of Command. Each employee is accountable to only one supervisor at any given time unless 

notice is specifically communicated by another supervisor. 

 

IV. Issuing Authority 
A. General Orders are issued by the Director with the approval of the District. 

B. Special Orders are issued by the Director or any Department of Safety and Security Supervisor with 

the approval of the Director. 

C. Memoranda Announcing Directives are issued by any competent authority. 

D. The Director authorizes any rule, regulation, or general order. No rule, regulation, or general order 

is valid unless signed by the Director. 

E. Within the context of any rule or directive, the use of the word “shall” connotes an action or 

behavior that is mandatory and unequivocal. The word “may” or “can” connotes an action or 

behavior that is optional. 

 

V. Effective Date 
 A.   Any previous directive, rule, order, or regulation that pertains to this subject matter and its              

amendments shall remain in full force and effect for any violations which occur prior to the effective 

date of this Order. 

  B.  If any section, sentence, clause, or phrase of this Order is, for any reason held to be invalid, such 

decision shall not affect the validity of the remaining portions of this Order. 

     C. The effective date is stated in each general Order.  

 

 

Section 2 – Code of Conduct 

 
I. Authority and Purpose 
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           The Code of Conduct of the Paris ISD Department of Safety and Security is promulgated by the 

Director by authority of Paris ISD Board policy. This directive is for departmental use only and does not 

apply in any criminal or civil proceeding. The Departmental policy should not be construed as a creation of 

higher legal standard of safety or care in an evidentiary sense with respect to third party claims. Violations 

of this directive will only form the basis for departmental administrative sanctions. Violations of law will 

form the basis for civil and criminal sanctions in a recognized judicial setting. 

          The Department of Safety and Security expects its personnel to maintain high standards of 

appearance and conduct. The public similarly expects such high standards. Police officers wield 

considerable power over the citizenry, power that is carefully circumscribed by state and federal law and, 

ultimately by the Constitution and the Bill of Rights. Our powers to arrest, seize property, and interfere, at 

times, with the lives of citizens constitute a public trust. A police officer can help to ensure that this trust is 

regarded as vital by performing his duties in an exemplary manner. Performance however, is not enough; 

we must always conduct ourselves in an exemplary fashion. 

          The Code of Conduct of the Department of Safety and Security is designed to promote efficiency, 

discipline, and good public relations by setting forth guidelines governing the conduct of every member of 

the Department of Safety and Security, both sworn and non-sworn, on or off-duty. The Department of 

Safety and Security’s Code of Conduct and General Orders are founded on well recognized standards of 

behavior and ethics. Police officers are held to higher standards than others employed in public service 

because they alone have the power to limit individual freedom. 

 

II. Enforcement of Code of Conduct and General Orders 
A. The provisions of the Code of Conduct, District personnel policies, and Department regulations 

shall be observed by all members of the Department of Safety and Security in order to maintain the 

confidence, respect, and support of the public. 

B. Violations of the Code of Conduct, District personnel rules, administrative regulations, the laws of 

the State of Texas, the laws of The United States, or these Departmental regulations shall subject 

the offender to disciplinary action. These actions may take the form of: a verbal or written warning, 

written reprimand, reduction in rank, suspension or termination of employment. Action taken will 

depend on the degree of severity of the offense, the record of the offender, and the seriousness of 

the consequences of the violation. 

C. Disciplinary action under the Code of Conduct will be in accordance with District personnel rules 

and procedures as well as any and all state laws and applicable departmental regulations. All 

disciplinary actions will be based on substantial evidence. 

D. Pursuant to the authority granted by the District, the Director shall have the right to suspend or 

discharge any employee who may be under his jurisdiction and control for incompetence, neglect of 

duty, immorality, drunkenness, the improper use of any substance that modifies behavior, violation 

of this Code of Conduct or these General Orders, or failure to obey orders given by proper authority 

or the orders, rules, and regulations promulgated by the Director or officials of the District. The 

officer or employee suspended or discharged may appeal according to standards established by 

District policy. 

E. Employees are required to establish and maintain a working knowledge of the Code of Conduct, of 

all policies and procedures of the District, and the written rules and policies of the Department. In 

the event of improper action or the breach of discipline, it will be presumed that the employee was 

familiar with the law, rule, or policy in question. 

 

III. General Responsibilities  
A. No employee shall procure or attempt to procure appointment or promotion in the Department by 

means of willful misrepresentation or omission of any fact concerning his personal history, 

qualifications, or physical condition. 

B. Police employees must present a “neutral image” to effectively relate to all segments of the 

population they serve. Societal interest demands highly trained officers who demonstrate 

disciplined conduct, regimentation, and strict adherence to regulation and authorized detail. 

Therefore, officers shall be subject to, and must comply with the uniform and appearance 

standards prescribed by the Department. 
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C. All officers shall at all times carry their Department issued identification card. 

D. No employee shall wear the uniform, be armed, or carry a badge or identification card while under 

suspension. 

E. Employees shall not willfully damage any property or equipment belonging to the District, any 

citizen or other entity unless lawfully required to do so in the performance of their duty. 

F. Employees will not cause damage to any property or equipment belonging to the District, any 

citizen, or other entity by improper handling or negligence. 

G. No officer shall alter, repair, or in any way change, add to, or remove any parts or accessories of 

any District owned property without the permission of the Director. This includes buildings, office 

equipment, machines, clothing, firearms, communication equipment, and motor vehicles. 

 

IV. Professional Conduct and Personal Bearing  
A. Dereliction of duty on the part of any employee, detrimental to the proper performance of the 

functions of the Department, is cause for corrective action. Dereliction of duty includes, but is not 

limited to, the following: 

1. Failure of a supervisor or commander to immediately take action when a violation of 

rules or regulations comes to his attention, regardless of the supervisor’s or violator’s 

assignment or rank within the Department. 

2. Failure to observe and give effect to the policies of the Department. 

3. Failure to place evidence in its officially designated place for preservation and storage. 

4. Failure to give the employee’s badge number and name to any person upon request. 

5. Failure to provide identification when requested. 

6. Failure to take appropriate police action to aid any fellow Department, City, County, 

State or Federal law enforcement officer exposed to danger or in a situation where danger 

might be impending. 

7. Cowardice or failure to perform police duties because of danger. 

8. Any action which places any person in greater danger than is necessary for the proper 

performance of the employee’s duties. 

9. To offer, agree to accept, deliver, or solicit a bribe. (A bribe shall be defined as a gift, 

emolument, money, thing of value, testimonial, appointment, personal advantage, the 

promise or solicitation of same for the purpose of obtaining special privileges or personal 

gain by the donor or other person.) 

10. Within the District’s geographical boundaries, officers shall at all times take the 

appropriate action to: protect life and property, preserve the peace, prevent crime, detect 

and arrest violators of the law, enforce all federal, state, and local laws and ordinances 

coming within Departmental jurisdiction 

B. No employee shall be convicted of, nor commit any act or omission defined as a criminal offense. 

C. No employee shall engage in any conduct which adversely affects the morale or efficiency of the 

Department or which has a tendency to adversely affect, lower, or destroy the public respect and 

confidence in the Department or employee. 

D. No employee, when acting outside the course and scope of his duties, shall precipitate, cause, or 

escalate a disturbance or police incident to his discredit. 

E. No employee shall fail or deliberately refuse to obey a lawful order given by a supervisor. 

F. Employees shall treat supervisors, subordinates, and associates with respect. They shall be 

courteous and civil at all times in their relationships with one another. 

G. Employees shall not publicly criticize or ridicule the Department, the District, its policies or other 

employees by talking, writing, or expressing in a manner which: 

1. is defamatory 

2. is obscene 

3. is unlawful 

4. tends to impair the operation of the Department by interfering with its efficiency, by 

interfering with the ability of supervisors to maintain discipline, or by a reckless 

disregard for the truth, or 
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5. reflects negatively upon the Department or the District in a manner which hinders the 

ability to render service to the public. 

H. No employee shall be under the influence of drugs or be a user of drugs, when such drugs are not 

prescribed by a physician or other health services provider, or take drugs in a manner contrary to 

their prescription. 

I. Employees shall notify a supervisor when they are taking any drug prescribed by a physician or 

other health services provider which might affect their judgment or which might impair their 

ability to operate a motor vehicle. 

J. Officers will not use any unnecessary, unreasonable, or inappropriate force against any person. 

Officers will engage in searches, arrests, and detentions only in a manner which is consistent with 

the preservation of the constitutional and other legal rights of persons whom they encounter. 

K. No employee shall at any time ridicule, mock, deride, taunt, or belittle any person. 

L. No employee shall willfully embarrass, humiliate, or shame any person. 

M. No employee shall willfully harass any person nor take any action in a manner which might incite 

a person to violence. 

N. No employee shall use loud or harsh language in performance of official duties except as 

necessary to gain control of an escalating situation or when appropriate in training. 

O. No employee shall use indecent or profane language in the performance of official duties or in the 

presence of the public. 

P. Officers shall not engage in any conduct which constitutes conduct unbecoming an officer or 

neglect of duty. 

Q. No employee will make any comment or expression, either written or oral, which would deride, 

demean, condemn, or ridicule any person based upon their race, ethnicity, sex, religion, or sexual 

orientation. This order is obligatory on or off duty, if such comment or expression will tend to 

generate controversy and disruption within or outside of the Department, impedes upon the 

Department’s general operation and performance and affect working relationships necessary to the 

Department’s proper functioning. 

R. Employees will be courteous and civil to the greatest extent possible when dealing with members 

of the public or other members of the Department or other District employees. 

S. No employee shall solicit any funds for the purpose of buying a gift for any member of the 

Department. However, employees may solicit nominal amounts from members of their section or 

division for gifts for retiring fellow members or other social circumstances with the permission of 

the Director. 

T. Officers shall not buy anything from or sell anything to any complainant, suspect, witness, 

defendant, prisoner, or other person involved in any case which has come to their attention 

through their employment with the Department. Officers cannot act as an intermediary in the 

payment of a reward for stolen property without prior authorization from the Director. This does 

not prohibit officers from dealing with legitimate places of business. 

U. No employee shall conduct himself in a manner which would discredit the police service. 

V. No employee shall engage in any form of gambling in any police or District facility. 

W. No employee shall engage in any “horseplay” or the playing of pranks while on duty or in District 

facilities. 

X. Employees shall be compensated by the District only as specifically authorized by District policies 

and the procedures of District employee regulations, and no other compensation shall be expected 

or requested by any employee of the Department. 

Y. Employees shall, at all times, respond to the lawful orders of supervisors and other proper 

authorities as well as requests for police assistance from citizens and District personnel. 

Z. Officers shall respond without delay to all calls or requests for police assistance from citizens or 

other members. 

AA. Officers will investigate those incidents assigned or which come to their attention to the fullest 

extent within their assigned responsibilities. 

BB. Failure or deliberate refusal of any officer to obey a lawful order given by a superior member shall 

be considered insubordination. 

CC. No employee shall be absent without leave. 
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DD. The hours of all officers shall be regulated by the Director or his designee, who has the authority 

to call any employee back to duty, regardless of the hours assigned to that employee. 

EE. It shall be the responsibility of employees who cannot report for duty, due to illness or other 

circumstance, to notify their supervisor as soon as practically possible of their absence and the 

reason for the absence. 

FF. Employees shall furnish the Department telephone number(s) and an address where they may be 

reached in the event of an emergency. 

GG. Employees shall report any change in address or telephone number(s) to the Director within 

twenty-four (24) hours. 

HH. Employees are prohibited from following any other vocation that might conflict or interfere with 

their responsibility with the Department.  

II. Employees must receive permission from the Director to engage in off duty employment or 

business activities. 

JJ. Employees shall remain alert, observant, and occupied with police business during their tour of 

duty. When on duty, officers shall devote their entire time and attention to the business of the 

Department. 

KK. Employees are prohibited from engaging in the following activities while on duty: 

1. Sleeping, loafing, or idling 

2. Recreational reading 

3. Conducting private business (excluding minor personal errands which do not interfere 

with the provision of police services) 

4. Carrying any articles that distract from the proper performance of police duty 

5. Drinking intoxicating beverages (except in the performance of a police duty and then 

only with the specific consent of a supervisor and never in uniform) 

6. Legal or illegal gambling (except in the performance of a police duty) 

7. Any sexual conduct. 

LL. Employees shall promptly submit reports that are required by the performance of their duties or by 

competent authority. Any required report shall be completed as soon as practical. 

MM. Officers shall have prior approval of the Director before initiating any undercover or non-

standard investigation. When an officer is so engaged, the investigation will be conducted under 

the sole direction of the Director. 

NN. Employees shall not consume intoxicants, while off duty, to the extent that evidence of such 

consumption is apparent when reporting for duty or to the extent their job performance is 

impaired. 

OO.  Employees shall not be intoxicated while on duty. They shall not at any time, on or off duty, be 

intoxicated in public view, to the degree that it brings discredit to the Department. 

PP. No employee, while in uniform, shall purchase, possess, be under the influence of, or drink 

intoxicants, or on off duty. 

QQ. Employees shall not bring or keep any intoxicating liquor on District premises, except in the 

official performance of their duties or for the furtherance of a police task. 

RR. No expenditure of money shall be made or liability incurred in the name of the Department or 

District unless authorized by the Director and in accordance with District financial policy. 

SS. Employees are prohibited from using any District equipment for any purpose other than 

Departmental or District business. 

 

 

 

V. Protection of Prisoners: Their Rights and Property 
A. No employee shall arrest any person or search any premises or person except with a warrant of 

arrest, a search warrant, or where such arrest or search is authorized without a warrant under the 

laws of the State of Texas, the Unites States, or the search follows established District policies. 

B. All employees shall protect the legal rights of any person held in custody. 

C. All employees shall protect, to the extent reasonably possible, any person being taken into custody 

from physical injury. 
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D. No employee shall knowingly cause a false arrest or imprisonment or knowingly cause any 

malicious prosecution against any person. 

E. No employee shall willfully mistreat or give inhumane treatment to any person. 

F. Employees shall use only such force as is necessary and allowed by applicable law in effecting an 

arrest and maintaining the custody of prisoners. 

G. Officers shall use deadly force only as authorized by the Fourth Amendment and valid Court 

decisions under that law and under acceptable practices as defined within the Departmental 

guidelines on use of force. 

 

VI. Ethical Standards of Conduct 
A. While in uniform or in a duty status, no employee shall take part in any partisan political activity, 

or deny or influence another engaged in the lawful engagement of partisan political activity. 

Nothing prohibits an employee from engaging in partisan political activity while not in uniform or 

in an off duty status and employees should never attempt to use their position or authority to 

further any partisan political activity, regardless of the duty status of the employee. 

B. No employee shall become a member of any organization, association, movement or group which 

advocates or approves the commission of acts of force or violence to deny others their rights under 

the Constitution of the United States or which seeks to alter the form of government of the United 

States by unconstitutional means. 

C. No employee shall participate in any type of disruptive protest demonstration nor shall any 

employee act as a spokesman, representative, or agent for any group engaged in or planning to 

engage in any type of disruptive protest demonstration. 

D. Except for official police duties, no employee of this department shall associate with persons of 

immoral character, convicted felons, gamblers, or other persons who habitually commit violations 

of the law. This does not exclude an employee of this Department from associating with members 

of his immediate family if they fall within the aforementioned category. 

E. Employees shall not permit their name or photograph to be used to endorse any product or service 

which is in any way connected with law enforcement without permission of the District. Officers 

shall not allow their name or photograph to be used in any commercial testimonial which alludes 

to their position or employment with the Department without the permission of the District. 

F. Employees shall be truthful at all times when conducting any official police related business. 

G. No employee shall willfully misrepresent any matter, sign any false statement or report, commit 

perjury or give false testimony before any court, grand jury, board, commission, official or 

Department hearing. 

H. No employee shall knowingly falsify any report, document or record or cause to be entered any 

inaccurate, false or improper information on records, documents or reports of the Department or of 

any court, or alter any record, document or report, except by supplemental record, document or 

report. No employee shall remove or destroy or cause the removal or destruction of any report, 

document, or record without authorization. 

I. No employee shall accept a fee as a witness in any criminal or civil case if the matter relates to the 

exercise of the employee’s official duties. 

J. All employees will avoid situations which give rise to an actual or apparent conflict between their 

professional responsibilities and their relationships with other employees. 

K. Employees shall not furnish bail or act as a principal or surety on any bail bond or bail bond 

application for any person charged with any type of criminal offense except members of their 

immediate family. 

L. Employees shall pay all just debts and legal liabilities incurred by them. 

 

Section 3 – Uniforms, Appearance and Equipment 
 

I. Policy and Purpose 
 To effectively serve the students, staff, and citizens of the Paris Independent School District, it is 

necessary to promulgate standards to maintain a disciplined and efficient department. These standards must 
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include rules governing the appearance and grooming of Department of Safety and Security employees to 

ensure that a neutral and uniform appearance is maintained. An extreme or shabby appearance may lead to 

loss of confidence by the public, and erosion of the respect needed by the police to be effective in their 

work. Police Officers and other employees of the Department must present a neutral and uniform image to 

effectively relate to all segments of the population they serve. Certain regulations are necessary to promote 

the personal safety of members of the Department, and to maintain the professional image of the 

Department. 

 

II. Uniforms 
   

A. The uniform consists of a blue in color shirt, with the officer’s last name embroidered in block 

lettering on the right breast, and an embroidered replica of the Department badge on the left breast. 

The pants are khaki in color “5.11 Tactical” brand pants.  

B. Footwear worn by the officer with either uniform will be plain black and must be blackened or 

shined on a regular basis. Acceptable footwear does not include squared toe and styles with 

buckles showing. Boots and shoes must have a smooth grain appearance and if the footwear 

allows the sock to be visible while in uniform socks must be black in color. 

C. Undershirts worn with the uniform shirt must be black or blue if exposed. 

D. Headgear may be worn with the uniform at the officer’s discretion. The only approved headgear is 

the uniform, a plain blue baseball style cap with a clearly visible DSS logo or “Police” imprint or 

embroidery, or in cold weather situations a plain, DSS logo or police  black or navy blue 

“toboggan” style or uniform style “trooper” hat. In inclement weather, a rain cover of clear or high 

visibility coloring is permitted on the uniform hat. 

E. With the Class B uniform, officers are required to wear a belt of their choosing in a black color, 

presenting a uniform type appearance, the DSS badge, a minimum of a duty weapon and one pair 

of handcuffs on the belt. Additional equipment may be attached to the belt at the officer’s 

discretion dependent upon the situation, but all equipment must still maintain a professional and 

uniform appearance.  

F. All firearms and ammunition carried in uniform shall conform to the requirements of 

Departmental regulations and policies.  

G. The Director will have the authority to authorize exceptions and additions to the uniform standards 

based upon the needs of the Department and situations and circumstances which may require 

deviation from the normal standards. 

 
VI. Personal Grooming Standards 

A. Officer’s hair shall be clean, neat, and combed. Hair shall not be worn longer than the top of the 

shirt collar at the back of the neck when standing with the head in a normal posture. Hair may be 

worn over the ears provided that it does not extend below the bottom of the ear and the style has 

an overall even appearance. Sideburns for males shall always be neatly trimmed and shall not 

extend beyond the lowest part of the ear. Sideburns shall not be wider at any point than their 

natural width at the top. Exotic or unusual hair styles or cuts are not permitted. 

B. Hair pieces are permitted if they conform to the above standards for natural hair. 

C. In no case shall hair interfere with the normal wearing of authorized headgear. 

D. Full beards, goatees, or other growth of hair below the lower lip are not permitted. 

E. Employees in uniform may wear a wrist watch or identification bracelet. Rings may also be worn, 

but only one on each hand is permitted (a wedding set is considered as one ring). Necklaces and 

other decorative jewelry are prohibited. Earrings and ear studs will not be worn with the uniform 

by male employees, and female employees will be limited to one ear stud per ear in a plain, solid 

gold or silver color with no stones, and will not extend below the bottom of the ear lobe and will 

not have loose or dangling parts. 

F. The use of makeup by female employees, both uniform and plain clothes, will be conservative. 

This does not imply a plain look, but is meant to eliminate gaudiness. 

G. Fingernails will be kept clean, neatly trimmed and will not extend more than ¼ inch from the tip 

of the finger. Female employees are permitted to wear fingernail polish, but it must be of a 
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conservative shade without decals or ornamentation and will not detract from a uniform 

appearance. The wearing of fluorescent or multi-colored nails is prohibited.  

H. Officers and employees shall at all times present a professional and socially acceptable personal 

appearance in all aspects. 

I. The Director will have the authority to authorize exceptions and additions to the Personal 

Grooming Standards based upon the needs of the Department and situations and circumstances 

which may require deviation from the normal standards.  

 

Section 4 – Use of Force and Department Weapons 

 
I. Policy 
 The serious consequences which can result from the handling of weapons and the use of deadly 

force require that a Department of Safety and Security establish procedures governing their use. Increasing 

crime and the experience of recent years have made one point clear: every agency within the Criminal 

Justice System which arms its personnel must be prepared to handle the aftermath of a use of force 

incident. How well the individual officer and his Department understand the results of the use of force and 

deadly force beforehand, and what countermeasures are effective, will determine the capability for handling 

the problem. Anticipation and preparation are the key factors in reducing the loss of effectiveness of trained 

and experienced officers following a shooting, or even the total loss of an officer. This policy affects all 

commissioned personnel who have qualified with use of force and deadly force devices under the direction 

of this Department. 

 

II. Purpose 
 To establish guidelines governing the use of force and its limitations, to clearly describe prohibited 

activities, and to determine the approved weapons and use of force devices carried by officers of this 

Department.  

 

III. Definitions 
A. Reasonable Belief. When facts or circumstances the officer knows, or should know, are such as to 

cause an ordinary and prudent person to act or think in a similar way under similar circumstances. 

B. Force. That amount of “active power, strength or energy” which is necessary to overcome an 

actor’s physical resistance.         

  Texas Code of Criminal Procedure, Article 15.24. What force may be used. In 

making an arrest, all reasonable means are permitted to be used in effecting that arrest. No greater 

force, however, shall be resorted to than is reasonable and necessary to secure the arrest and 

detention of the suspect. 

C. Non-Deadly Force. Force employed which is neither likely nor intended to cause serious bodily 

injury or death. 

D. Excessive Force. Force is excessive when its application is unreasonable and unnecessary under the 

circumstances, resulting in any injury, serious bodily injury, or death to an actor. The U.S. Supreme 

Court, in Graham v. Connor, 490 U.S. 386 (1989), set forth guidelines for determining whether 

force has been excessively applied: the primary concern being reasonableness in its application, as 

judged by the on-scene officer. In evaluating the reasonable application of force, officers must first 

consider their own age, size, strength, skill level with Department approved weapons, state of 

health, and the number of officers as opposed to the number of actors. Based on the reasonableness 

standard, the following considerations contribute to a determination of excessive force: 

1. the severity of the crime;  

2. the nature and extent of the threat posed by the suspect; 

3. the degree to which the suspect resists arrest or detention; and 

4. any attempts by the suspect to evade arrest by flight. 

E. Bodily Injury. Means physical pain, illness, or any impairment of physical condition. 
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F. Serious Bodily Injury. A physical injury which creates a substantial risk of death, or which causes 

death or serious and protracted disfigurement or impairment of the function of any bodily organ or 

limb. 

G. Deadly Force. That which is intended or known by the actor to cause or in the manner of its use or 

intended use is capable of causing death or serious bodily injury. 

H. Impact Weapon. Any object, regardless of its original manufactured purpose, which can be utilized 

to strike a person with sufficient force so as to cause bodily injury, serious bodily injury, or death. 

I. Firearm. Any weapon from which a projectile is forcibly ejected by an explosive. 

J. Extreme Circumstance. The need for the immediate protection of life, when circumstances do not 

allow for any other option(s). 

 

IV. Training 
A. In the course of official duty, it is imperative that a police officer act within the boundaries of law, 

professional ethics, good judgment, and accepted practices. It is equally important that an officer 

be prepared by training, leadership, and direction to act wisely when using a firearm or any other 

prescribed use of force. For these reasons, each commissioned employee must be given a copy of 

this General Order and be properly trained in this Department’s policy on the Use of Force before 

being authorized to carry a firearm or be placed in any situation that may result in the use of force 

by an officer. 

B. Except under extreme circumstances, no officer shall use or attempt to use any technique, tactic, or 

weapon for which he has not been fully trained. Said training must have been accomplished in a 

manner approved by the Department. 

1. Weapons 

a. While on and off duty, officers shall carry only weapons and ammunition 

authorized by and registered with the Department. 

b. Authorized weapons are those with which the officer has qualified and 

received Departmental training on proper and safe usage and that are 

registered and comply with Department specifications. 

c. The Department shall schedule regular training and qualification sessions for 

duty, off-duty, and specialized weapons. These sessions will be graded on the 

basis of officer skill and judgment. 

d. Officers who fail to receive a passing score with their duty weapons, in 

accordance with Department qualifications procedures, shall be relieved of 

their police powers and immediately assigned to non-enforcement duties. 

e. An officer who has taken extended leave or suffered an illness or injury that 

could affect his use of firearms ability will be required to re-qualify before 

returning to enforcement duties. 

2. Non-Deadly Force 

a. Officers are not permitted to use a non-deadly weapon unless qualified in its 

proficient use as determined by training procedures. 

b. The Following non-deadly weapons are authorized: 

1. Oleoresin Capsicum aerosol subject restraint(s) (OC spray); 

2. ASP expandable baton or PR-24 baton; 

3. Other non-deadly weapons may be utilized by specialized personnel 

if trained and authorized by the Director. 

3. Certificates of training, for each level utilized, must be on file with the Department before 

the use of that particular level of force is employed. 

4. It shall be the responsibility of the officer receiving the training to ensure that a copy of all 

training certificates received are forwarded to the Director or his designee immediately 

following the completion of any school, particularly those where training in the use of force is 

concerned. 

 

V. Continuum of Force 
A. When an individual is arrested he may: 
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1. Submit; 

2. Flee; or 

3. Fight. 

a. Passive Resistance. Actor Pulls away from the officer, but does not present a 

threat or actively resist. 

b. Active Resistance. Actor actively attacks officer or, through his own actions, 

aggressively resists arrest. 

B. Officers may escalate to the levels of force prescribed within this policy to overcome either 

increasing resistance or an increasingly dangerous threat to public safety. 

C. The escalation in the use of force typically follows a pattern: officer’s presence, verbal 

command, compliance techniques such as chemical agents, soft-hand control and restraint, 

defensive tactics (e.g. striking techniques/impact weapons) and finally, deadly force. Officers 

must understand how to recognize increasing and decreasing levels of threat and respond 

appropriately. 

D. In response to the above situations, officer(s) shall proceed within the following guidelines: 

Level 1: Officer Presence – Best illustrated when the officer arrives at the scene. The 

person sees the officer and does not alter his illegal behavior. The person knows 

that the individual who just arrived at the scene is a police officer because of the 

marked patrol vehicle, the uniform or the visible badge. 

Level 2: Verbal Commands – Best illustrated when: 

1. The officer advises the person to keep quiet, move along, etc. The person      

can clearly hear the officer’s directions. 

2. The severity of the situation has increased to the point that the person may be 

a suspect or actor in a crime or a complaint. The officer is now giving direct 

orders to the person such as get on the ground, get back, leave the premises, 

cease his actions, etc. 

3. Escalation of voice tone or severity of language may, under appropriate 

circumstances, constitute an additional step in the verbal commands stage of 

the force continuum. 

 

Level 3: Chemical Agents – Creates a low level of incapacitation with minimal chance  

of injury. The person may be attempting to physically attack the officer or 

blatantly refusing to comply with verbal commands as described in Subsection 2 

of Level 2 above. Only chemical agents that are approved by the Department 

will be utilized by Department personnel.  

Level 4: Control and Restraint (Empty or Soft Hand) – Best illustrated when the  

officer applies handcuffs, a wrist lock, take down, pressure point techniques, etc. 

Most police officer defensive tactics techniques will fall in this category since 

they are designed for gaining control of the person and do not have a high 

potential for injury. 

Level 4b: Striking Techniques (Empty or Hard Hand) – An increase in the level of  

resistance by the person, punching or increased struggle, may cause the arresting 

officer to respond by striking the suspect. These blows shall be directed towards 

areas which are not likely to cause great bodily harm (i.e. motor points, muscle 

groups, navel area, etc.) 

Level 5: Impact Weapons – Only impact weapons that are approved by the Department  

will be utilized by Department personnel. Best illustrated when the officer is 

forced to strike a person with an impact weapon. These strikes should be 

directed toward approved striking points. Any blows to the head, neck, throat or 

spine shall be avoided. Should the person produce a deadly weapon or otherwise 

attempt to kill or seriously injure the officer or a third party, the officer may 

escalate to Level 6. Under emergency conditions, emergency impact weapons 

may be deployed. 

  Level 6: Deadly Force – Best illustrated when the officer must discharge his firearm at a  
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person, apply a choke hold or carotid restraint and/or strike him with an 

instrument in a manner that is likely to cause death or serious bodily injury. 

 

 

VI. Policy 
A. Police officers shall not unreasonably or unnecessarily endanger themselves or the public when 

applying the guidelines in this general order. 

B. Non-Deadly Force 

1. Except for deadly force, the application of any degree of force is only justified when 

the officer reasonably believes that it is necessary: 

a. To prevent escape from custody, make an arrest or an investigative detention 

of a person the officer believes has committed a crime; 

b. To defend himself or another person from what the officer believes is the use 

of force while trying to arrest another, prevent his or her escape, or otherwise 

lawfully take the person into custody; or 

c. To bring an unlawful situation safely and effectively under control. 

2. When using non-deadly force, all personnel shall adhere to applicable law and 

standards governing the use of force under the Fourth Amendment to the U.S. 

Constitution, applicable judicial interpretations and to the guidelines set forth in the 

continuum of force. 

3. At all times, when practical, an officer should be issuing verbal commands in an 

attempt to gain voluntary compliance by the actor. It is important to note that sometimes, 

because of the actor’s actions, it may be necessary to alleviate or skip certain levels in the 

force continuum. Also, the continuum of force works in both directions. Any time the 

level of resistance by the person is increased or decreased, the officer must adjust his 

level of response accordingly. 

C.  Deadly Force 

1. The policy of this Department shall be in accordance with the Fourth Amendment to 

the U.S. Constitution and judicial decisions applying those standards. 
Police Officers are authorized to use deadly force in order to: 

a. Protect the police officer or others from what is reasonably believed (applying 

the standard or probable cause) to be an immediate threat of death or serious 

bodily harm or; 

b. Prevent the escape of a person whom the officer has probable cause to believe 

has committed a crime involving the infliction or threatened infliction of serious 

bodily harm upon another and the use of  deadly force is necessary to prevent 

escape; if some warning, where feasible, has been given prior to the use of 

deadly force. 

c. Whenever reasonably possible, an officer shall give a verbal warning prior to 

the use of deadly force. 

d. Warning shots shall not be discharged.  

D. Investigations: Deadly Force 

1. The procedures, defined herein, regarding the investigation of deadly force incidents 

shall be used under the following circumstances: 

a. Anytime an employee discharges a firearm in the performance of duty which 

results in the death or injury of any person; or 

b. Anytime an employee discharges a firearm, in the performance of duty, in a 

manner that is intended to cause the death or injury of any person; or 

c. Anytime an employee uses force, other than with a firearm, which results in the 

death or serious bodily injury to any person. 

2. Involved Employee 

a. The involved employee shall:   

1) When appropriate, render first aid and request an ambulance; 

2) Notify the Director of the incident and location; 
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3) Remain at the scene until directed to another location by competent 

authority; 

4) If possible, protect all evidence, including any weapon(s) used. 

b. At the direction of the Director, the employee may be placed on administrative 

leave until: 

1) The completion of the criminal investigation; 

2) The completion of the internal investigation; 

3) The receipt of findings by the Grand Jury; 

4) The receipt of findings by the Department designated psychologist, if 

used; and 

5) The participation, of the employee(s) involved, in any type of post-

traumatic counseling or therapy sessions as deemed appropriate by the 

Director. 

c. This leave shall be without loss of pay or benefits and shall not be interpreted to 

imply or indicate that the officer has acted improperly.  

d. Immediately following the incident, while on administrative leave, the employee 

shall remain available at all times. The employee shall not discuss the incident 

with anyone except: 

1) The District Attorney or his assistant and departmental personnel 

assigned to the investigation; and 

2) The employee’s private attorney, psychologist, chosen spiritual 

counselor and immediate family. 

e. Upon return from administrative leave, the employee may be assigned to 

“administrative duty” for a period of time as deemed appropriate by the 

departmental psychologist or the Director. 

3. Communications Procedure 

a. Upon receiving communication that an employee has been involved in a deadly 

force incident, as detailed herein, department employees are responsible for 

insuring that the Director is informed of the incident as soon as practical. 

4. The Director and/or his designee (which may include agencies or personnel outside the 

Department and District) shall conduct a thorough investigation to: 

a. Determine if the use of force was within policy; 

b. Evaluate the quality of supervision prior to, during and after the incident; 

c. Evaluate training related to the drawing of the weapon, firing the weapon, 

tactics; and 

d. Ensure that the criminal investigation is conducted thoroughly and objectively. 

5. Criminal Investigation 

a. In the event that any Use of Force results in the serious bodily injury or death to 

an actor, the criminal investigation may be conducted by another law 

enforcement agency, at the discretion of the Director. 

 

E. Any previous directive, rule, order or regulation that pertains to this subject matter and its  

amendments shall remain in full force and effect for any violations that occur prior to the 

effective date of this Order. 

F. If any section, sentence, clause or phrase of this Order is, for any reason, held to be invalid, 

such decision shall not affect the validity of the remaining portions of this Order. 

 

 

VII. Approved Weapons and Firearms 
A. All sworn personnel may be issued weapons by the Department. If the employee, at the    

discretion of the Director, does not utilize the issued Department weapon, the officer’s weapon 

must be authorized on a case by case basis and conform to the following standards: 

 

 1. Duty Weapon – that handgun which an officer normally carries when in uniform 
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a. Caliber must be .38 special, .357 SIG, .45 ACP, 9mm, 10mm, or .40 S&W. 

b. Barrel length must be no less than 3 ½ inches nor more than 6 inches in length 

for personnel in uniform. 

c. May be either a semi-automatic pistol or double action revolver. 

2. Off-Duty weapon – a handgun which an officer carries when off duty and out of uniform. 

a. Barrel length must be no less than 2 inches nor more than six inches for 

personnel not in uniform. The handgun may be of any caliber, single or double 

action, but must be concealed. 

3. Back-up handgun of any caliber, single or double action, but which must be concealed, may be 

carried while in uniform. 

 

4. Shotguns may be carried in police vehicles. The shotgun may be either the Department issued 

Remington 870 express or an individual officer’s. Personal shotguns must be a 12 gauge pump or 

semi-automatic. The weapon must have an operational safety mechanism and a barrel that is at 

least 18 inches in length, with either a 2 ¾ inches or 3 inch chambering. The security, 

serviceability, and cleanliness of both issued and personally owned shotguns are the responsibility 

of the officer concerned. When carried in vehicles, the weapon will be secured in a manner that 

conceals it from view. No vehicle containing a shotgun will be left unlocked and unattended. 

 

5. Rifles may be carried in police vehicles. Rifles may be an individual officer’s. Privately owned 

weapons will be limited to the AR-15 rifle, M-16 rifle, or carbine in caliber .223 Remington. 
Security, serviceability, and cleanliness of the patrol rifle are the responsibility of officer 

concerned.  As a minimum, patrol rifles will be cleaned after firing or after exposure to inclement 

weather. While in the vehicle, the weapon, ammunition and all ancillary equipment will be stored 

in the trunk. No vehicle containing weapons will be left unlocked and unattended.   

 

6. Each officer is required to qualify annually with any weapon used in connection with his service 

as a police officer. 

 

7. Officers shall carry only Department approved ammunition for all weapons while on duty. 

Reloads are not authorized except for training, practice and certain qualification courses.  

a. Ammunition for shotguns must be factory loaded in either 00 buckshot or rifled 

slugs. 

b. Ammunition for rifles must be factory loaded. 

 

B. Any exceptions to the Approved Weapons and Firearms must be determined individually by the  

Director, and he retains the ultimate discretion to grant exceptions to this Order. 

 

VIII. Rifle Policy 
A. Purpose and Scope -  In order to more effectively and accurately address the increasing level 

of fire power and body armor utilized by criminal suspects, the Department  may make rifles 

available to qualified patrol officers as an additional and more immediate tactical resource. 

B. Definition - A rifle is an authorized weapon which maybe owned by the Department or 

personally owned by a sworn member of the Department and which is made available to 

properly trained and qualified officers as a supplemental resource to their duty handgun or 

shotgun. No personally owned rifles may be carried for patrol duty unless pre-approved in 

writing by the Director. 

C. Deployment of the Rifle - Officers may deploy the rifle in any circumstance where the officer 

can articulate a reasonable expectation that the rifle may be needed. Examples of some 

general guidelines for deploying the patrol rifle may include, but are not limited to: 

(a) Situations where the officer reasonably anticipates an armed encounter 

(b) When an officer is faced with a situation that may require the delivery of accurate and 

effective fire at long range 

(c) Situations where an officer reasonably expects the need to meet or exceed a suspect’s 
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firepower 

(d) When an officer reasonably believes that there may be a need to deliver fire on a 

barricaded suspect or a suspect with a hostage 

(e) When an officer reasonably believes that a suspect may be wearing body armor  

(f) When authorized or requested by a supervisor. 

D. Discharge of the Rifle - The discharge of the rifle shall be governed by the  

     Department’s Deadly Force Policy   

E. Normally, rifles will be deployed at a range of 100 yards or less. That range may be  

     extended, as appropriate, depending upon the tactical situation, the nature of the threat and 

                    the terrain involved.  

F. Until actually deployed, the rifle will be kept in a secure gun safe and  

    consist of the following: 

a) Chamber empty 

b) Bolt forward 

c) Hammer down 

d) Safety off 

e) Loaded magazine inserted into the magazine well 

G. A round may be chambered if required by the tactical situation. However, once a round has   

      been chambered, the safety shall be placed in the “on” position and kept there until a 

      conscious decision has been made to fire the weapon. 

H. Security, serviceability, and cleanliness of the patrol rifle are the responsibility of the officer. 

 

Section 5 – Operations 

 
I. Policy and Purpose 
 The mission and purpose of the Paris ISD Department of Safety and Security is to operate within 

the legal requirements for school district peace officers as defined in Chapter 37.081 of the Texas 

Education Code, which states “A school district peace officer shall perform administrative and law 

enforcement duties for the school district as determined by the board of trustees of the school district. 

Those duties must include protecting: (1) the safety and welfare of any person in the jurisdiction of the 

peace officer; and (2) the property of the school district”. In order to comply with this chapter, and to 

provide effective police services to the Paris ISD, the Department must organize its operations efficiently to 

provide maximum benefit to the students, staff, and faculty. 

 

II. Tours of Duty 
 The majority of officers will be assigned to shifts allowing them to be utilized and present during 

school hours when the majority of the school population is in session and when officers can have the 

greatest impact on providing police services and ensuring a safe learning environment. If circumstances 

dictate, an officer may, at the discretion of the Director, be assigned to an evening shift tour of duty to 

provide additional physical security for District properties or other needs of the District. Additionally, 

officers are required to work and operate other District events and functions that may or may not occur 

during regularly scheduled tours of duty that occur on District property and require the presence of one or 

more officers to ensure safety and security. The Director retains the ultimate authority to assign tours of 

duty and reschedule officers to meets the needs of the District. 

 

III. Campus Assignments 
 The Director shall have the authority, based upon the current and perceived needs of the District, 

to assign officers to specific campuses and offices to better serve the District. This determination and 

assignments will be based upon the levels of police services required and with the input and 

recommendations of District staff. 

 

IV. Truancy 
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 Officers have the responsibility to enforce the provisions of the Texas Education Code and the 

Texas Family Code in regards to truancy and compulsory school attendance for the District. Individual 

assignments regarding campuses of responsibility will be made by the Director. 

 

V. Authority 
 Officers shall, in compliance with the Texas Education Code and the Texas Code of Criminal 

Procedure, exercise all the rights, powers, and duties of peace officers within their jurisdiction, which has 

been determined by the Paris ISD Board of Trustees to be those geographical areas within the boundaries of 

the Paris Independent School District. 

 

VI. General Responsibilities 
 An officer, while working a standard tour of duty at an assigned campus, has the primary duty of 

maintaining a safe and secure learning environment for all persons at that campus. In doing so, the officer 

shall maintain a visible police presence as much as possible, in order to deter criminal activity and provide 

enforcement of District policies and the Student Code of Conduct. Officers shall maintain a professional 

and mutual working relationship with campus administrators, faculty and staff members.  

 

VII. Evidence 
1. Paris Police Department (PPD) will allow DSS to locate a suitable and secure locker for 

evidence they recover within the secured evidence room of the Paris police department.  

DSS personnel will be the only personnel to have any keys, codes or other information to 

access this locker. 

2. PPD evidence personnel will allow DSS personnel entrance to the secured area, sign in is 

required, to deposit any evidence in their secured locker, primarily Monday through 

Friday from 0800 to 1500 hours. 

3. If DSS personnel acquire evidence after regular business hours, the PPD department 

patrol supervisor on duty will allow DSS personnel access to one of the secured ‘slam 

lockers’ in the property / evidence room area. 

4. DSS will have control of the secured locker and all evidence therein. 

5. PPD personnel are prohibited from handling any evidence deposited in a slam locker or 

accessing the DSS evidence locker in any manner. 

 

 
 

Section 6 – Department Organization 
 

I. Policy and Purpose 
 A well organized and efficient department is crucial if the agency is to serve the law enforcement 

needs of the District. Additionally, a well established, clear and concise chain of command ensures that all 

personnel are familiar with the organization and structure of the Department, and allows for a unity of 

purpose in the issuance and following of orders and a clear understanding of the structure of the 

Department. 

 In accomplishing this mission, the Department may be structured, according to the needs of the 

District and the size of the Department, into a clear organizational hierarchy to allow daily operations to 

function. 

 

II. Positions 
A. Director 

1. The Director is the administrative and operational head of the Department. 

2. The Director reports directly to the Superintendent and the Board of Trustees 

through established District organizational standards. 

B. Supervisory Staff 
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1. The Director may designate, for promotion, a patrol officer or officers for 

advancement to supervisory status to assist the Director in supervising daily 

Department operations. 

2. Supervisory personnel will report directly to the Director through the chain of 

command. 

3. At his discretion, the Director may designate additional ranks of supervisors based 

upon the needs of the Department. 

4. These ranks may include, but are not limited to: Captain, Lieutenant, Sergeant, 

Corporal, Senior Officer, etc.  

C. Patrol Officers 

1. The patrol officer is the rank of the officers at the operational level of the 

Department. 

2. Patrol officers are responsible for the daily operations of Department policies and 

procedures, and will report to the Director through supervisory personnel. 

 

 

 Section 7 – Vehicular Operations 

 

I. Policy 
 All personnel operating Department vehicles shall exercise due regard for the safety of all persons. 

No task, call, or incident justifies disregard of public safety. Further, the public expects its police 

officers to demonstrate exemplary driving behavior. All department personnel who operate police vehicles 

will comply with safe driving procedures outlined herein with particular attention to responding to calls for 

service or engaging in pursuits. Emergency warning devices shall be minimally used consistent with both 

legal requirements and the safety of the public and police personnel. 

 

II. Purpose 
 To establish procedures governing the operation of police vehicles with special attention to 

emergencies and pursuits. 

 

III. Definitions 
A. Normal or Routine Driving. That driving which dictates vehicle speed consistent with the 

normal flow of traffic, obedience to vehicle laws and posted signs, adherence to commonly 

understood “rules of the road”, and courtesy. 

B. Pursuit Driving. That driving concerned with the pursuit and apprehension of a violator or 

violators in a motor vehicle. Pursuits are conducted using emergency equipment – both warning 

lights and siren. “No DSS officer shall engage in a vehicle pursuit except in a situation where 

pursuing would likely assist in preservation of human life.” 

C. Emergency Driving. That driving in response to a life-threatening or other serious incident (based 

on available information) which requires emergency equipment in operation. Sections 546.001; 

546.002 and 546.005 of the Texas Transportation Code. 

D. Emergency Equipment. Flickering, blinking, or alternating emergency lights and a siren, whistle 

or air horn designed to give intermittent signals automatically. 

 

IV. Procedures for all Responses 
A. General 

1. All Departmental vehicles shall be driven safely and properly in full compliance with all 

traffic laws and regulations. Police vehicles are conspicuous symbols of authority on the 

streets and the actions of police drivers are observed by many. Each police driver must 

set an example of good driving behavior and habits. 

2. Under certain emergencies as defined below, the Texas Transportation Code; Sections 

546.001, .002 and .005 authorizes disregard of traffic regulations; however, both the 

operator and the Department are not released from civil liability for failure to use 
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reasonable care in such operation. Improper driving can cost each police driver, 

personally, civil damages while inflicting harm or injury to the driver, other law 

enforcement personnel, other citizens or causing property damage, and damaging the 

image of the Department and law enforcement generally. 

B. Routine Operations 

In case of accident or damage to any police vehicle, the driver shall immediately request either his 

supervisor or a Texas State Trooper to conduct an investigation which shall be reported 

immediately on a state accident investigation form if appropriate under the circumstances of the 

accident. The Director shall review all such reports and take appropriate action, to include 

coordination with District legal staff. 

 

1. Vehicles used in routine or general patrol service shall be conspicuously marked. 

Conspicuous marking increases safety, serves as a warning to potential violators, and 

provides citizens with a feeling of security. 

2. Unmarked cars shall not normally be used for pursuit, but may be used for patrol. They 

may be used to stop vehicles provided they are equipped with appropriate emergency 

lighting. 

3. Standard lighting equipment on marked vehicles includes hazardous warning lights, 

spotlights and alley (side) lights on the rooftop light bar. Hazardous warning lights shall 

be used at any time the police vehicle is parked where other moving vehicles may be 

endangered. Alley lights and spotlights may be used when the vehicle is stationary or 

moving at low speeds and shall not be used in a manner which will blind or interfere with 

the vision of operators of other approaching vehicles. 

4. Seat belts and shoulder straps shall be worn by all police personnel and passengers 

during vehicle operation. Prisoners shall be strapped in with seat belts whenever 

possible. The only exception is: 

a. At approach to any scene of an incident or service call where the police 

officer believes a rapid departure from the vehicle may be required; the 

officer may release the seat belt. Seat belts shall, however, be worn any 

time the vehicle is being operated under emergency conditions. 

 

C. Inspection 

1. Officers are daily responsible to check the cleanliness, fluid levels (oil, brake fluid, gas), 

and general operability of equipment of their assigned vehicles. 

2. Officers shall examine their vehicles at the beginning and end of their shifts for damage, 

overall condition and maintenance needs. Officers shall report any damage immediately 

to the Director or to their immediate supervisor.  

3. Officers shall examine their vehicles at the beginning and end of their shifts to search for 

evidence, contraband, or property discarded by prisoners or others. 

4. Officers who discover a police vehicle in need of extensive repair shall immediately 

inform their immediate supervisor. 

5. Vehicle damage resulting from abuse or neglect caused by an officer may result in 

disciplinary action. 

 

D. Driving Rules 

1. Circumstances permitting, the driver must check the safety features of his vehicle before 

commencing operation. The check shall include (but not limited to) all lights, brakes, 

siren, horn and steering. 

2. No driver shall modify, remove, de-activate, or otherwise tamper with the vehicle safety 

belts, emission control device, in-car camera, or any other part of the vehicle which 

affects its operation. 

3. During periods of inclement weather, when police vehicles cannot be washed regularly, 

the driver must assure that headlight and tail-light lenses are kept clean, insofar as 

circumstances permit. 
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4. No officer or employee shall operate any police vehicle that he reasonably believes to be 

unsafe. 

5. The driver shall carefully observe the surrounding conditions before turning or backing 

any vehicle. 

6. A police vehicle shall not be left unattended unlocked. 

7. The driver must recognize the variable factors of weather, road surface conditions, road 

contour, and traffic congestion, all of which directly affect the safe operation of any 

motor vehicle, and shall govern the operation of the vehicle accordingly in both 

emergency and normal driving conditions. 

8. The nature of certain crimes-in-progress may call for the use of the siren to be 

discontinued upon close approach to the location of the occurrence, and although such 

action is permitted by authority of this order, police vehicle operations under these 

conditions require extreme caution. 

9. Emergency driving to the scene of a motor vehicle accident is permissible only when an 

emergency exists, or when specific information indicates that conditions at the scene 

require the immediate presence of an officer. 

10. Upon approaching a controlled intersection or other location where there is great 

possibility of collision, the driver who is responding under emergency conditions 

shall reduce the speed of his vehicle, and control it to avoid collision with another 

vehicle or pedestrian, stopping completely, if necessary, before entering and 

traversing the intersection.  
11. Regardless of the seriousness of the situation to which he is responding, and excepting 

circumstances that are clearly beyond his control, the operator of a police vehicle shall be 

held accountable for the manner in which he operates his vehicle. 

12. At the scene of a crime, a motor vehicle crash, or other police incident, a police vehicle 

shall be parked in such a manner so as to not create an obstacle or hazard to other traffic. 

The emergency lights shall always be used to warn other drivers approaching the 

location.  

13. If necessary and if circumstances safely allow, the driver may lower one front door 

window far enough to hear other sirens and traffic warning signals. 

14. Operators of police vehicles must bear in mind that traffic regulations requiring other 

vehicles to yield the right of way to any emergency vehicle do not relieve the emergency 

vehicle operator from the duty to drive with due regard for the safety of all persons using 

the highways, nor shall they protect the driver from the consequences of an arbitrary 

exercise of such right of way. Texas Transportation Code, Section 546.005. 

  

V. Procedures for Emergency Driving  
A. General 

1. No fixed rule can apply to every circumstance that may arise governing emergency 

driving. Although an officer may receive information that leads him to respond to a call 

with emergency lights and siren activated, in the majority of such cases an officer 

discovers, upon arrival, that an emergency response was not justified. 

2. Recognizing that protection of human life is paramount, the responding officer must 

remember that his objective is to get to the location of the occurrence as soon as possible 

– safely – without danger to himself or others. The Texas Transportation Code imposes 

a duty upon all drivers of emergency vehicles to operate the vehicle with appropriate 

regard for the safety of others – regardless of conditions. Texas Transportation Code 

546.005. 

B.  

1. Calls for service are classified as Code 1 or 3 depending on circumstances. The Codes are 

defined as follows: 

a. Code 1: Units responding to Code 1 calls shall respond to the location without 

delay by the most direct route, complying with all traffic regulations and shall 

not use emergency warning devices. 
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b. Code 2: Units responding to Code 2 calls shall respond rapidly to the location 

without delay, using emergency lights, and complying with most traffic 

regulations. 

c. Code 3: Units responding to Code 3 calls as the primary and back-up units shall 

respond rapidly to the location of the emergency by most direct means, using all 

emergency warning devices with a paramount consideration for the safety of the 

public and the assigned officers. 

2. Code 3 classification applies to those calls for police service which indicate a felony in 

progress or where the violator is armed, and all other requests alleging an implied or 

immediate threat to the safety of a person. Examples of Code 3 calls (not all inclusive) 

are: 

a. Police officer (or station) needs urgent help; 

b. Burglary in progress; 

c. Robbery in progress; 

d. Person with deadly weapon; 

e. Serious injury accident; 

f. Riot or disturbance with fighting or injuries or damages occurring; or 

g. Other circumstances presenting an immediate threat to public safety. 

3. All units responding to robbery- and burglary -in-progress calls, before coming within 

hearing distance, shall discontinue the use of the siren and at that time fully comply with 

all traffic laws. Before coming within sight of the location, officers shall discontinue the 

use of the emergency warning lights. 

a. In situations requiring silent response, e.g., alarm response and prowler calls, 

officers shall respond as rapidly as possible, obeying all traffic laws and signs. 

4. Officer-initiated Response: 

a. When, in the reasonable discretion of the officer, an emergency is imminent or 

exists, or that activation of emergency warning devices is necessary to protect 

life or render the necessary police service, the Department authorizes an 

emergency response. 

b. Examples include: 

i. At the scene of any incident where the use of emergency lights 

constitutes a necessary warning for the safety of life (such as scenes of 

fires, accidents or disasters). 

ii. As a visual signal to attract the attention of motorists stopped for traffic 

violations, or to warn motorists of imminent dangers. 

iii. Responding to a non-Code 3, where the officer has previous or 

additional information which would have resulted in the call being 

classified as Code 3. 

iv. Where because of location, distance to be traveled, or traffic conditions, 

the officer determines that emergency operating conditions are essential 

in order to provide an appropriate police response. 

v. In response to an officer’s emergency request for assistance. 

 

VII. Procedures for Pursuits 
       A.   No DSS officer shall engage in a vehicle pursuit except in a situation where pursuing would likely 

assist in preservation of human life. 

 

VIII. Transporting Citizens 
 During routine operations, it becomes necessary for officers of this Department to transport 

students and other District personnel due to law enforcement needs or other circumstances. During these 

occasions, the following guidelines shall be observed by officers: 

A. When transporting a juvenile that is in custody, the subject shall be transported in the rear of the 

patrol vehicle, secured by the partition and a seat belt. Additionally, the officer shall provide the 
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dispatcher with the vehicle’s beginning and ending mileage of the transport, and the vehicle’s in-

car video system shall remain activated during the entire transport. 

B. When transporting an adult that is in custody, the subject shall be transported in the rear of the 

patrol vehicle, secured by the partition and a seat belt. If the subject is of a different gender than 

the transporting officer, the officer shall provide the dispatcher with the vehicle’s beginning and 

ending mileage of the transport, and the vehicle’s in-car video system shall remain activated 

during the entire transport. 

C. When transporting a juvenile that is not in custody, (such as in the event of a student that has 

missed District transportation or other exigent circumstance that requires the Department to 

transport the juvenile), a staff or faculty member from the District campus that the student attends 

shall accompany the officer in the police vehicle for the entire transport. Additionally, if the 

student being transported is of a different gender than the officer, the faculty or staff member 

accompanying the officer shall be of the same gender as the student being transported, and the 

vehicle’s in-car video system shall remain activated during the entire transport. 

D.  When transporting an adult that is not in custody, the adult may be transported in the front or rear 

of the partition at the discretion of the officer, and the adult shall remain seat belted at all times.  

   

  

Section 8 – Personnel Complaint Procedures 
 

I. Policy 
  The Image of the Department depends on the personal integrity and discipline of all departmental 

employees. To a large degree, the public image of this Department is determined by the professional 

response of the Department to allegations of misconduct against it or its employees. The Department must 

competently and professionally investigate all allegations of misfeasance, malfeasance, nonfeasance by 

employees and complaints bearing on the Department’s response to District needs. 

 

II. Purpose 
 To establish procedures for the filing, investigating, and dispositions of internally and externally 

originated complaints against employees of the Department of Safety and Security. These complaints 

include all alleged or suspected violations of the Code of Conduct, Department General Orders, the Paris 

Independent School District personnel policy, or the laws of the State of Texas or the United States. 

 

III. Procedures 
A. The Department encourages citizens and staff to bring forward legitimate grievances regarding 

misconduct by employees. Department members shall receive complaints courteously and shall 

handle them efficiently. All officers are obligated to explain the complaint procedures to inquiring 

citizens. 

B. The Department recognizes that its personnel are often subject to intense pressures in the 

discharge of their duties. The employee must remain neutral under circumstances that are likely to 

generate tension, excitement, and emotion. In such situations, works, actions, and events 

frequently result in misunderstanding and confusion. It is to the advantage of all employees to 

have a procedure for the investigation of serious allegations and underlying circumstances so that 

complaints can be resolved in light of the complicated pressures of police work. 

 

IV. Definitions 
A. Discipline. A method of training or developing any employee by proper supervision and 

instruction. Discipline may be positive (awards) or negative (punishment). 

B. Disciplinary Action. Punitive measures taken against an employee as the result of a complaint(s) 

of one or more violations which have been sustained by administrative investigation. These 

measures include written reprimand, suspension, demotion, and termination. 

C. Discipline (Positive). Positive discipline is oriented towards seeking voluntary compliance with 

established policies, procedures, orders. Methods of positive discipline include: 
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1. Recognition of excellent job performance through rewards or awards. 

a. When positive feedback concerning an employee’s performance is received 

from people outside the Department, the person who receives the information 

shall make a record of the comments which will be passed to the employee and 

the employee’s supervisor. Normally, when the Director receives positive 

comments about an employee, he will write an acknowledgement thanking the 

citizen. Copies of the citizen’s statement and the Chief’s response are sent to the 

officer involved, the supervisor, and, if a significant action, a copy of all 

correspondence is placed in the employee’s personnel file. 

b. Truly exceptional acts should be clearly and promptly identified to the Director. 

Such acts may be the basis for Department awards or for special recognition by 

citizen-community groups or media coverage. 

2. Discussion and Counseling 

3. Training  

D. Complaint Defined. Any allegation of conduct by an employee which is: 

1. Unconstitutional; 

2. Unlawful; or 

3. In violation of Department policy or Paris ISD personnel rules. 

E. Non-Disciplinary Action. Oral or written counseling given to employee to bring attention to 

noted job performance deficiencies or chronic regulation infractions in an effort to induce 

voluntary compliance. 

F. Personnel Incident Form. Form, used by the supervisor who initially receives information, to 

report details of alleged employee misconduct or to report favorable actions of an employee. 

G. Level I Complaints. 

1. Crime. Complaint of involvement in criminal conduct. 

2. Excessive Force. Complaint that the use or threatened use of force against a person was 

unreasonable and unnecessary under the circumstances. 

3. Arrest/Detention. Complaint that the restraint of a person’s liberty occurred without 

probable cause, reasonable suspicion or other legally valid reasons. 

4. Entry. Complaint that entry into a building or other property was improper and/or that 

excessive damage was caused to the property to gain entry. 

5. Search. Complaint that the search of a person or property was illegal, improper or 

unjustified. 

6. Harassment. Complaint that taking, failing to take, or the method of police action was 

predicated upon factors that were irrelevant, such as race, attire, sex, age, etc. 

7. Serious Rule infractions. Complaint such as disrespect toward a supervisor, intoxication 

on duty, sleeping on duty, neglect or dereliction of duty, false statements, or malingering. 

 

H. Level II Complaints 

1. Demeanor. Complaint that an employee’s manner, gestures, language or other actions 

were offensive or inappropriate or gave the appearance of a conflict of interest or misuse 

of influence. 

2. Minor Rule Infraction. Complaint such as tardiness, faulty driving or failure to comply 

with established Department or District policies and procedures. 

 

V. Requirements for Making Formal Complaints 
 Personnel complaints shall comply with Section 614.022, Texas Government Code.  

A. Persons wishing to make formal complaints must do so by submitting a written statement of the 

complaint accompanied by their signature. A notarized affidavit is preferred but not required. 

B. A signed letter of complaint may be sufficient after verification that it is not fictitious or signed 

with a fictitious name. This determination shall be made by the Director. 

C. An internally originated complaint may be made by and Department supervisor or other employee 

by submitting a written statement with signature or by notarized affidavit. 
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D. The Director may serve as the complainant of an externally originated complaint that cannot or 

will not be made by the original complainant as outlined in paragraph A of this Section. This shall 

only be done upon substantial evidence that a verifiable infraction has occurred. 

 

VI. Time Limit on Accepting Complaints 
Personnel complaints shall not be accepted more than thirty days after the alleged incident except for 

the following exceptions: 

A. When the complaint involves a criminal violation, the criminal statute of limitations will prevail. 

However, such limitations shall not prevent the Director from taking disciplinary action deemed 

necessary to preserve the integrity of the Department. 

B. When the complainant can show good cause for not making the complaint within the specified 

time limit, the complaint may be accepted. This determination shall be made by the Director. 

C. When otherwise authorized by the Director. 

 

VII. Anonymous Complaints 
Anonymous complaints shall be investigated only at the specific direction of the Director. If a 

preliminary investigation identifies a violation, the formal complaint may be signed by the Director or his 

designee.  

 

VIII. Investigation Responsibility 
A. All Level I Complaints shall be formally investigated by personnel as assigned by the Director. 

B. Level II complaints shall be initiated by Personnel Incident Form and conducted at the line 

supervisor level with prior approval and staff supervision of the Director. Level II complaints 

which are conducted at the line supervisor level shall be subject to non-disciplinary action only 

unless urgent circumstances exist. Level II complaints which are investigated at the line supervisor 

level may be subject to disciplinary action only at the authorization of the Director. Level II 

complaints may be subject to a formal investigation with the approval of the Director. Level II 

complaints which are formally investigated shall be subject to the full range of disciplinary actions 

including termination. 

 

IX. Authority and Responsibility 
A. All Employees 

1. Non-supervisory personnel shall utilize their chain of command to report infractions. 

Non-supervisory personnel may report infractions directly to the Director if the 

infraction involves a person in their immediate chain of command or if the infraction is 

a Level I classification. 

2. Any employee who gains knowledge of a reported infraction shall immediately submit 

a memorandum outlining the details of the reported infraction to his supervisor as soon 

as practical. Each participating employee in a complaint investigation shall submit all 

affidavits and memoranda that are required by the investigator of the complaint. 

B. Supervisors 

1. Supervisory personnel shall initiate a Personnel Incident Form when they become 

aware of an infraction by any member of the Department. 

2. Violations designated as Level II infractions shall be investigated entirely at line 

supervisor level. Non-disciplinary action, unless forwarded to the Director for a formal 

investigation, will also be conducted at the line supervisor level. 

3. Violations designated as Level I infractions shall be forwarded directly to the Director 

in a detailed Personnel Incident Form. 

4. Any employee, who initially becomes aware of another employee’s involvement in a 

level I incident, shall inform the on-duty supervisor or his designee. If the violation is 

of a serious nature, the on-duty supervisor or his designee shall notify the Director. The 

Director or his designee will then determine whether to relieve the accused employee 

from duty. 

C. Traffic Citations/Arrests 
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Unless a citizen has a complaint of other than guilt or innocence of the alleged violation, no action 

will be taken other than by the appropriate court. 

 

X. Investigation of Externally Originated Complaints 
A. Level I Complaints 

1. Citizens  who telephone or appear in person during regular business hours on weekdays 

and wish to make a complaint against an employee shall be referred to the Director or his 

designee who shall: 

a. Interview the complainant in person or by telephone to obtain all pertinent 

information so that the complaint may be placed on a Personnel Incident Form; 

b. Advise the complainant that the complaint must be made in writing and signed 

by the complainant if it is to be formally investigated. If the complainant desires 

to sign the complaint, the supervisor shall advise him to appear in person so that 

an affidavit may be obtained. If the complainant cannot appear in person, advise 

the complainant to send a signed letter addressed to the Director; 

c. Send the original affidavit (if obtained at the time of the initial complaint) and 

the Personnel Incident Form, without employee response, directly to the 

Director and retain a copy. No copies of the affidavit shall be forwarded to any 

other individuals. 

2. The Director or his designee shall examine the context of the complaint to determine if it 

meets the requirements of a complaint, i.e. it alleges a violation of the law or the 

regulations of the Department and/or the District. 

3. The Director or his designee will assign a control number to the case and designate an 

investigator to examine the allegation. 

4. The accused employee shall be given a copy of the signed complaint. Tex. Gov’t Code § 

614.023. 

5. The accused employee may be required to respond orally and in writing to the complaint. 

B. Level II Complaints 

1. Citizens who telephone or appear in person during regular business hours on weekdays 

and wish to make a complaint against an employee shall be referred to the Director. 

2. When the Director is unavailable, complainants shall be referred to an on-duty 

supervisor. The supervisor shall: 

a. Interview the complainant in person or by telephone to obtain all pertinent 

information so that the complaint may be placed on a Personnel Incident Form; 

b. Send the original Personnel Incident From to the Director for further 

determination of complaint classification; 

3. When a Level II complaint is to be resolved at the line supervisor level, the investigative 

file will be set up and delivered to the appropriate supervisor, who shall investigate the 

allegation. The investigation will be properly documented and submitted to the Director 

for approval. 

4. The accused employee shall be given a copy of the signed complaint. Tex. Gov’t Code § 

614.023. 

C. The accused employee may be required to report to the office of the Director at the outset of an 

investigation, and may be instructed to respond orally and in writing to the complaint. 

 

XI. Investigation of Internally Originated Complaints 
A. The supervisor who initially becomes aware of an alleged or suspected Level I violation shall 

forward a Personnel Incident Form detailing the violation directly to the Director. 

B. The Director will examine the content of a Personnel Incident Form to determine if the 

requirements of a complaint (alleges a violation of the law or the regulations of the Department 

and/or the District are present). 

C. The Director or his designee will assign a control number to the case and designate an investigator 

to examine the allegation. 
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D. At the discretion of the Director, if the investigation is to be conducted at the line supervisor level, 

the investigative file shall be delivered to the appropriate supervisor. 

 

XII. Employee’s Rights during Internal Investigation 
A. Requirements to Answer Questions 

1. An employee shall be required to answer questions relating to his duties and may be 

disciplined for refusal to answer such questions. (refer to Garrity v. New Jersey, 385 U.S. 

483 and Gardner v. Broderick, 392 U.S. 273.) 

2. Any such required statements could be used against the employee in a disciplinary action 

or civil proceeding. The statements would not be admissible in subsequent criminal 

action. 

 

B. Supervisor’s Presence During Interview 

An accused employee may request that his immediate supervisor or other member of his chain of 

command be permitted to attend an interview regarding an investigation of non-criminal conduct. 

The supervisor may attend in an observation capacity only and shall not take an active part in the 

interview. An employee’s supervisor shall not be permitted to attend an interview regarding an 

investigation of criminal conduct. 

 

C. Counsel’s Presence During Interview 

1. The accused employee will not be permitted to have counsel present during an interview 

concerning an internal investigation. The Fifth Amendment right to counsel does not 

apply to administrative matters. (refer to Garrity v. New Jersey, 385 U.S. 483 and 

Gardner v. Broderick, 392 U.S. 273.) 

2. An accused employee is not entitled to receive the Miranda warning during an 

administrative investigation. The employee shall be directed to read and sign the Internal 

Investigation Warning and shall be provided with a copy. 

 

D. Search of Equipment 

Reasonable searches of Departmental equipment (lockers, desks, vehicles, etc.) and facilities for 

the purpose of identifying and securing evidence that may be utilized as part of an administrative 

investigation. The search must be approved in advance by the Director or his designee and the 

circumstances shall be documented by the supervisor in a memorandum to the Director. 

 

E. Special Examinations 

1. An accused employee may request, by memorandum, to undergo a behavioral cause 

investigation, blood test, or polygraph examination if he believes such would be 

beneficial to his defense. The Director shall authorize or deny all such requests. 

2. The Department may require an accused employee to submit to a behavioral cause 

investigation or polygraph examination. The results of such examination would be 

limited to administrative use except as provided by law. 

 

F. Polygraph Examinations 

1. In some cases, a complainant may undergo a polygraph test to substantiate his allegations 

made against an employee in an affidavit. When the test reveals no deception on the part 

of the complainant, the accused employee may be ordered to submit to a polygraph test. 

2. Should the accused employee refuse to take the test after being ordered by the Director, 

the accused employee may be subject to disciplinary action up to and including 

termination for refusal to obey a lawful order (insubordination). 

3. Should the investigation originate from an internal allegation, the involved employee(s) 

may be ordered to take the polygraph test when in the best interest of the Department. 

Section F (2) above shall apply. 

 

G. Medical and Laboratory Examination 
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The Director or his designee may, based on his observation, require a Department employee to 

submit to a test for alcohol or drug use while on duty. The results may be used in the disciplinary 

process. Refusal to submit to the examination will be grounds for disciplinary action and may 

result in the employee’s dismissal. 

1. If the employee is believed to be under the influence of alcohol, a licensed breathalyzer 

operator may administer the test. The Director or officer in authority shall witness the test 

and sign the report. (Portable breath testing instruments may not be used to perform this 

test.)  

2. If the employee has a reading of .05 or higher or there is other competent evidence of 

impaired abilities to perform duties, the officer shall be relieved of duty by the Director 

or officer in authority. 

3. If the employee is believed to be under the influence of self administered drugs, he may 

be compelled to submit to a blood and/or urine test. The test shall be administered under 

medical supervision where hygienic safeguards are met. The sample will be handled 

using the same safeguards as evidence in a criminal process. 

4. If the test shows positive results, or there is other competent evidence of impaired 

abilities to perform duties, the officer shall be relieved of duty as soon as possible by the 

Director or other officers in authority. 

5. If an employee refuses to submit to a test, (alcohol or drugs) then the supervisor may 

relieve the employee from duty for failure to cooperate in an administrative investigation. 

 

H. Photograph and Lineup Identification Procedures 

Officers may be required to stand in a lineup for viewing by citizens for the purpose of identifying 

an employee accused of misconduct. Refusal to stand in a properly conducted lineup is grounds 

for disciplinary action and may result in dismissal. 

1. A photo identification book of Department employees may be maintained for the purpose 

of identification by citizens of an employee accused of misconduct. Photographs of 

employees for the identification book are required by the Department and shall be used 

when narrowly related to the employee’s job. 

2. Photographs or videotape pictures of employees, with or without an employee’s consent, 

may be taken for the purpose of internal investigations as related to the employee’s job 

when the employee is suspected of misconduct. 

 

XIII. Completion of Complaint Investigation 
A. Upon conclusion  of an administrative investigation, the complaint will be classified as one of the 

following: 

1. Unfounded – Allegation is false or not supported factually. 

2.  Exonerated – Incident complained of did occur but the officer’s actions were lawful and    

proper. 

3. Not Sustained – Insufficient evidence either to prove or disprove the allegation. 

4.  Sustained – Allegation is supported by sufficient evidence. 

5.   VNR – Violation not related to initial complaint  

B. Upon completion of the investigation, the Director shall forward the file to the appropriate 

office/attorney for review. 

C. The Director or his designee will notify the complainant of the final disposition except when a 

pending criminal case might be compromised by disclosure of this information. 

D. The Director may forward the investigation to the appropriate supervisor so that preventative 

measures can be taken to avoid similar complaints in the future. 

 

XIV. Confidentiality of Investigations 
A. All complaint investigations shall be considered confidential and, except as provided below, no 

portion of the investigations may be reproduced without the authority of the Director. 
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B. Any employee or external complainant, upon written request, shall be provided with a copy of his 

own work product. All copies, when the original has become part of the investigative file, must be 

stamped as “confidential”. 

C. Investigative reports shall not be released except when required by law or authorized by the 

employee in writing. 

 

XV. Types of Disciplinary Actions. 
A. All disciplinary action will be based on substantial evidence. “Proof beyond a reasonable doubt” 

or “a preponderance of the evidence” is not required. (refer to Edmonds v. McNeal, 596 S.W. 2d 

403.) 

1. Substantial evidence is defined as such evidence that a reasonable mind might accept as 

adequate to support a conclusion. It is that quality of evidence necessary for a court to 

affirm a decision of an administrative board. 

2. Proof beyond a reasonable doubt is defined as such proof which precludes every 

reasonable hypothesis except that which it tends to support and which is wholly 

consistent with the defendant’s guilt and inconsistent with any other rational conclusion. 

3. Preponderance of evidence is defined as evidence that is of greater weight or more 

convincing that the evidence which is offered in opposition to it. 

 

B. Level II Infractions 

Level II Infractions that are classified as sustained following an administrative investigation shall 

be subject to the following non-disciplinary actions only unless formally investigated or urgent 

circumstances exist and other disciplinary actions are authorized by the Director. 

1. Verbal Warning – The purpose of a verbal warning is to allow a supervisor to 

bring to the employee’s attention the need to improve his work performance, 

work habits, behavior, or attitude, and to serve as a warning against further 

unsatisfactory conduct. 

2. Written Warning – the purpose of a written warning is to bring to the 

employee’s attention the need to improve his performance, work habits, 

behavior, or attitude where a verbal warning has not resulted in expected 

improvement, or when action more serious than a verbal warning is 

warranted. The supervisor shall document the violation and forward it to the 

Director through the chain of command with a recommendation for a written 

warning. Upon approval, the memorandum and the written warning issued by 

the supervisor shall be placed in the employee’s Departmental file. 

3. Training – When additional training is warranted and approved by the 

Director. 

 

C. Level I Infractions 

Level I infractions which are classified as sustained are subject to the following types of 

disciplinary action which can only be assessed by the Director and District officials. 

1. Written Reprimand 

2. Suspension; 

3. Demotion; 

4. Termination. 

Disciplinary action involving potential monetary loss by the employee, including suspension, 

demotion and termination shall only be assessed subsequent to a formal internal investigation. 

The Director may solicit recommendations for disciplinary action as he deems necessary. 

Sustained Level I infractions are also subject to the non-disciplinary actions that are described in 

paragraph B of this Section if so ordered by the Director. 

 

XVI. Special Procedures 
A. Complaints Involving Alleged Criminal Violations 
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1. All criminal investigations involving Department employees shall be conducted by the 

appropriate law enforcement agency. If the investigation is completed by the Department, 

the results will be turned over to the District or County Attorney for final disposition. 

2. Any time that an employee of the Department learns that a law enforcement agency other 

than the Department has arrested or issued an arrest warrant for another employee of the 

Department of Safety and Security, the employee shall immediately report the 

information concerning the arrest and/or the warrant to the Director. 

 

B. Complaints Against the Director 

When a valid complaint is made against the Director, the complaint shall be handled in accordance 

with these General Orders except that the Superintendent or his designee shall, in that 

circumstance, act as the Director. 

 

C. Departmental Vehicle Accidents 

When the investigation of an accident involving a Departmental Vehicle reveals misconduct of a 

Department employee, the act shall be investigated in accordance with the provisions of this 

General Order. 

 

D. Emergency relief From Duty, Suspension, or Discharge 

1. Any supervisor has the authority to impose emergency relief from duty for an employee 

until the next business day when it appears that such action is in the best interest of the 

Department and/or the employee. Whenever an employee is relieved from duty, the 

Director shall be immediately notified. 

2. Only the Director has the authority to place an employee on administrative leave with 

pay. 

3. When an employee is temporarily relieved from duty, his supervisor shall collect the 

employee’s badge(s), Department issued weapon(s) and police identification card(s). 

When an employee is discharged, the supervisor shall ensure that all District-issued 

property and equipment used by the employee is turned in. In either case, the supervisor 

shall forward, through the chain of command, a written report detailing the items that he 

has collected. 

 

XVII. Appeals and Grievances 
 Appeals and grievances may be filed by any employee in accordance with Paris ISD Personnel 

Policies and Procedures. Employees may appeal disciplinary actions according to directives listed in 

District policy. 

 

XVIII. Attachment 
 A current copy of the Department Personnel Complaint/Commendation form is attached as a 

reference. 

 

Section 9 – Racial Profiling Policy 

 
I. PURPOSE 

The purpose of the policy is to reaffirm the Paris ISD Department of Safety and Security’s 

commitment to unbiased policing in all its encounters between officers and any person; to reinforce 

procedures that serve to ensure public confidence and mutual trust through the provision of services in a 

fair and equitable fashion; and to protect our officers from unwarranted accusations of misconduct when 

they act within the dictates of departmental policy and the law. This policy is adopted in compliance with 

the requirements of Articles 2.131 through 2.136, Texas Code of Criminal Procedure. 

 

II. POLICY 
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It is the policy of this department to police in a proactive manner and to aggressively investigate 

suspected violations of law. Officers shall actively enforce state and federal laws in a responsible and 

professional manner, without regard to race, ethnicity or national origin. Officers are strictly prohibited 

from engaging in racial profiling as defined in this policy. This policy shall be applicable to all persons, 

whether drivers, passengers or pedestrians. 

Officers shall conduct themselves in a dignified and respectful manner at all times when dealing 

with the public. Two of the fundamental rights guaranteed by both the United States and Texas 

constitutions are equal protection under the law and freedom from unreasonable searches and seizures by 

government agents. The right of all persons to be treated equally and to be free from unreasonable searches 

and seizures must be respected. Racial profiling is an unacceptable patrol tactic and will not be condoned. 

This policy shall not preclude officers from offering assistance, such as upon observing a 

substance leaking from a vehicle, a flat tire, or someone who appears to be ill, lost or confused. Nor does 

this policy prohibit stopping someone suspected of a crime based upon observed actions and/or information 

received about the person. 

 

III. DEFINITIONS 
               A.  Racial Profiling: means a law enforcement-initiated action based on an individual’s race, 

ethnicity, or national origin rather than on the individual’s behavior or on information identifying 

the individual as having engaged in criminal activity. Racial profiling pertains to persons who are 

viewed as suspects or potential suspects of criminal behavior. The term is not relevant as it 

pertains to witnesses, complainants, persons needing assistance, or other citizen contacts. 

              B.  Race or Ethnicity: means of a particular descent, including Caucasian, African, Hispanic, 

Asian, or Native American descent. 

C.  Acts Constituting Racial Profiling: are acts initiating law enforcement action, such as a traffic 

stop, a detention, a search, issuance of a citation, or an arrest based solely upon an individual’s 

race, ethnicity, or national origin or on the basis of racial or ethnic stereotypes, rather than upon 

the individual’s behavior, information identifying the individual as having possibly engaged in 

criminal activity, or other lawful reasons for the law enforcement action. 

D.  Pedestrian Stop: means an interaction between a peace officer and an individual who is being 

detained for the purposes of a criminal investigation in which the individual is not under arrest. 

E.  Traffic Stop: means the stopping of a motor vehicle by a peace officer for an alleged violation of 

law or ordinance regulating traffic. 

 

IV. TRAINING 
Officers are responsible to adhere to all Texas Commission on Law Enforcement  (TCOLE) training and 

the Law Enforcement Management Institute of Texas (LEMIT) requirements as mandated by law. 

All officers shall complete a TCOLE training and education program on racial profiling not later than the 

second anniversary of the date the officer is licensed under Chapter 1701 of the Texas Occupations Code or 

the date the officer applies for an intermediate proficiency certificate, whichever date is earlier. A person 

who on September 1, 2001, held a TCOLE intermediate proficiency certificate, or who had held a peace 

officer license issued by TCOLE for at least two years, shall complete a TCOLE training and education 

program on racial profiling not later than September 1, 2003. 

The Director, as part of the initial training and continued education for such appointment, will be required 

to attend the LEMIT program on racial profiling. An individual appointed or elected as a police chief 

before the effective date of this Act shall complete the program on racial profiling established under 

Subsection (k), Section 96.641, Education Code, as added by this Act, not later than September 1, 2003. 

 

V. COMPLAINT INVESTIGATION 
A.  Any person who believes that a peace officer employed by the Paris ISD has engaged in racial 

profiling with respect to that person may file a complaint with the Department. 

B.  No person shall be discouraged, intimidated, or coerced from filing such a complaint, nor shall 

they be discriminated against because he or she has filed such a complaint. 

C.  The Department shall accept and investigate citizen complaints alleging racial profiling by its 

peace officers. 



34 

 

D.  Complaints may be made to any peace officer employed by the Paris ISD Department 

of Safety and Security and shall be in writing and should include the time, place, and details of the 

incident of alleged racial profiling, the identity or description of the peace officer or officers 

involved, and the identity and manner of contacting the complainant. 

E.  Any peace officer who receives a citizen complaint alleging racial profiling shall forward the 

complaint to the Director as soon as is practicable, but in no event any later than 72 hours of 

receipt of the complaint. The officer investigating the complaint shall acknowledge his or her 

receipt of same to the complainant in writing. All such complaints shall be reviewed and 

investigated by the Department within a reasonable period of time, and the results of the review 

and investigation shall be filed with the Director. The findings of the investigation as well as any 

corrective action which is taken shall be provided in writing to the complainant and to the officer 

alleged to have engaged in racial profiling. 

F.  In investigating a complaint alleging racial profiling, the Department shall seek to determine if the 

officer who is subject of the complaint has engaged in a pattern of racial profiling that includes 

multiple acts constituting racial profiling for which there is no reasonable, credible explanation 

based on established police and law enforcement procedures. 

G.  The Director shall, upon commencement of the investigation of the complaint and upon written 

request of the officer who is the subject of the complaint, promptly provide a copy of the video or 

audio recording of the occurrence on which the complaint is based to that officer. 

 

VI. CORRECTIVE ACTION 
Any peace officer who is found, after investigation, to have engaged in racial profiling in violation 

of this policy shall be subject to corrective action, which may include reprimand; diversity, sensitivity or 

other appropriate training or counseling; paid or unpaid suspension; termination of employment; or other 

appropriate action as determined by the Director. 

 

VII. PUBLIC EDUCATION 
This department will inform the public of its policy against racial profiling and the complaint 

process. Methods that may be utilized to inform the public are the news media, radio, service or civic 

presentations, the Internet, as well as governing board meetings. Additionally, information will be made 

available as appropriate in languages other than English. 

 

 

Section 10 – Eyewitness Identification Policy 

 
I. PURPOSE 

The purpose of this policy is to outline proper protocol for eyewitness identification procedures 

for photographic, show-up, and live lineup identifications which maximize the reliability of identifications, 

protect innocent persons, and establish evidence that is reliable and conforms to established legal 

requirements.  

 

II. POLICY 

Eyewitness identifications are a significant component of many criminal investigations. The 

identification process must be carefully administered to minimize the likelihood of misidentifications.  

Moreover, constitutional safeguards must be observed in the process.  The goal of reducing erroneous 

convictions can be furthered in many ways. Employing the most rigorous eyewitness identification 

methods is one way of doing this, but there are others. The eyewitness identification process is only one 

step in the criminal investigative process, albeit an important one. Corroborative evidence, for example, 

will lessen the impact of erroneous eyewitness identification. The more other evidence that is available, the 
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less risk there is of conviction based solely on erroneous eyewitness identification. There is no substitute 

for a competent and thorough criminal investigation.  

This policy was written to provide guidance on eyewitness identification procedures based on 

credible research on eyewitness memory and best practices designed not only to reduce erroneous 

eyewitness identification but also to enhance the reliability and objectivity of eyewitness identifications. 

Evidence-based and best practices surrounding the collection and preservation of eyewitness 

evidence are addressed as are procedures to be employed where witnesses or victims are unable to read or 

write, are non-English speaking, or possess limited English language proficiency.  

 

III. Procedural Guidelines 

A. Definitions 

1. Blind Procedure – A procedure wherein the person administering the live lineup or 

photo array does not know who the suspect is. 

2. Blinded Photo Array Procedure – A procedure wherein the person who administers the 

photo array knows who the suspect is, but each photo is presented so that the 

administrator cannot see or track which photograph is being presented to the witness.   

3. Folder Shuffle Method – A method of administering a photo array such that the 

administrator cannot see or track which photograph is being presented to the witness until 

after the procedure is completed.  This method is employed when a blind procedure is not 

possible. 

4. Fillers – Non-suspect photographs or persons.  Fillers are selected to both fit the 

description of the perpetrator provided by the witness and to ensure that no individual or 

photo stands out. 

5. Illiterate Person – An individual who speaks and understands English but cannot read 

and write in English.  

6. Interpreter – An interpreter is a person who is fluent in English and the language of the 

witness or victim and who facilitates communication between two parties in two different 

languages. The term includes persons who facilitate communication with persons who are 

deaf, hearing impaired, or speaking impaired.  

7. Live lineup – An identification procedure in which a group of persons is displayed to the 

witness or victim in order to identify or exclude the suspect. 

8. Person with Limited English Proficiency – An individual who is unable to 

communicate effectively in English with a level of fluency that is typical of native 

English speakers. Such a person may have difficulty speaking, reading, or writing in 

English and includes persons who can comprehend English, but are physically unable to 

talk or write.   

9. Photo Array – An identification procedure in which a series of photographs is displayed 

to the witness or victim in order to identify or exclude the suspect. 
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10. Sequential Live Lineup or Photo Array – An identification procedure in which the 

persons in the live lineup or the photographs in the photo array are displayed one by one 

(sequentially). 

11. Show-up – An identification procedure in which a single suspect is shown to a victim or 

witness soon after the commission of a crime for the purpose of identifying or eliminating 

the suspect as the perpetrator.  

12. Witness Certification Statement – A written statement that is read out loud to the 

witness or victim describing the procedures of the identification process.   

B. Selecting the Best Identification Method 

1. Photo arrays are preferred over other techniques because: (a) they can be controlled 

better, (b) nervousness can be minimized, and (c) they are easier to manage logistically.   

2. Because they involve multiple persons under relatively controlled circumstances, a 

properly conducted live lineup, like a properly conducted photo array, is preferable to a 

show-up. 

3. Because they are highly suggestive, show-ups are vulnerable to challenges to their 

validity. Consequently, a show-up should be employed only where other indicia of guilt 

are present (e.g., suspect located relatively close in time and place to the crime). 

4. Because witnesses may be influenced, however unintentionally, by cues from the person 

administering the procedure, a blind administrator should be used. This can be achieved 

through the use of a blind procedure or a blinded photo array procedure (e.g. the folder 

shuffle method). 

5. Because research shows the sequential presentation of live lineups and photo arrays is 

less likely to result in misidentification and carry very little risk of increasing the 

likelihood of failure to identify the suspect, a sequential presentation should be used. 

C. Selecting Fillers 

 

All persons in the photo array or live lineup should be of the same sex and race and should be 

reasonably similar in age, height, weight, and general appearance. Ideally, the characteristics 

of the filler should be consistent with the description of the perpetrator provided by the 

witness(es). Where there is a limited or inadequate description of the perpetrator provided by 

the witness(es), where the description of the perpetrator differs significantly from the 

appearance of the suspect, where a witness has provided a highly detailed description, or 

where the witness’s description of the perpetrator or the suspect has a highly distinctive 

feature, fillers should be chosen so that no person stands out in the live lineup or photo array.    

D. Explaining that the Perpetrator May or May Not Be Present 

Because witnesses may be under pressure to identify a suspect, they should be informed that 

the suspect may or may not be present in a live lineup or photo array and that the person 

presented in a show-up may or may not be the perpetrator.  
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E. Explaining that the Investigation will Continue 

The administrator should also explain to the witness that the investigation will continue, 

regardless of whether identification is made, as another way of alleviating pressure on the 

witness to identify a suspect. 

F. Witness Contamination 

Precautions must be taken to ensure that witnesses do not encounter suspects or fillers at any 

time before or after the identification procedure.  Avoid multiple identification procedures in 

which the same witness views the same suspect more than once.  When showing a different 

suspect to the same witness, do not reuse the same fillers from a previous live lineup or photo 

array shown to that witness.  Witnesses should not be allowed to confer with each other 

before, during, or after the identification procedure. Ensure that no one who knows the 

suspect’s identity is present during live lineup or photo array procedure. In some live lineups, 

exceptions must be made to allow for the presence of defense counsel.  

G. Documenting the Procedure 

In order to strengthen the evidentiary value of the identification procedure, it should be 

documented in full. Video documentation is the preferred method.  Audio recording is the 

preferred alternative. If neither method is employed, then the reason for not video or audio 

recording should be documented.  

 

IV. Standard Operating Procedures 

The procedures which follow have been designed to: (a) reduce erroneous eyewitness 

identifications, (b) enhance the reliability and objectivity of eyewitness identifications, (c)  collect 

and preserve eyewitness evidence properly, (d) respect the needs and wishes of victims and 

witnesses, and (d) address the needs of witnesses with limited English proficiency, where 

applicable.   

 

In order to choose among the various identification methods, a brief description of each method 

follows in order of most preferred method to least preferred. Once the appropriate method is 

selected, the administrator should go directly to the Sample Standard Operating Procedures for 

that particular method. In any given situation only set of Sample Standard Operating Procedures 

applies.  

A. Descriptions of Eyewitness Identification Methods 

1. Sequential, Blind Photo Array – photo arrays where the photographs are presented one at 

a time to the witness or victim by a person who does not know who the suspect is. This 

method requires a preparer who may be familiar with the case and an administrator who 

does not know the identity of the suspect. 

2. Sequential, Blinded Photo Array – photo arrays where the photographs are presented one 

at a time to the witness or victim by a person who knows who the suspect is, but who 

takes steps (putting the photographs in folders and shuffling them) to avoid knowledge of 

which person the witness or victim is looking at. This method typically involves an 

administrator who is familiar with the case and knows who the suspect is. 
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3. Sequential Live Lineup – live lineups where the persons in the live lineup are presented 

one at a time to the witness or victim. This method requires a preparer who may be 

familiar with the case and an administrator who does not know the identity of the suspect. 

4. Show-up – procedure where the witness or victim is presented with a single suspect and 

asked to identify whether that suspect is the perpetrator. This procedure can be carried 

out by any officer.  

B. Procedures for Sequential, Blind Photo Array Administrations 

1. Preparation 

a. Designating a Preparer 

Preparing the photo array should be undertaken by someone other than the person 

who will administer the photo array. Ideally, the investigating officer will prepare the 

photo array as this ensures that others who might be involved in the case are not used 

as fillers. Moreover, because the investigating officer knows who the suspect is, he 

or she should not be conducting the actual administration of the photo array. 

 

b. Selecting Suspect Photograph  

 

If multiple photos of the suspect are available, choose the photo that most resembles 

the suspect’s appearance at the time of the crime. Do not include more than one 

photograph of the same suspect. If you do not know what the suspect looked like at 

the time of the crime, choose the photo that most resembles the victim’s or witness’s 

description of the perpetrator. If there are multiple suspects, include only one 

suspect’s photo in the array.  

 

c. Selecting Fillers 

 

All persons in the photo array should be of the same sex and race and should be 

reasonably similar in age, height, weight, and general appearance. Ideally, the 

characteristics of the filler should be consistent with the description of the 

perpetrator provided by the witness(es). Where there is a limited or inadequate 

description of the perpetrator provided by the witness(es), where the description of 

the perpetrator differs significantly from the appearance of the suspect, fillers should 

be chosen so that no person stands out in the photo array. Do not mix color and black 

and white photos. Use photos of the same size and basic composition. Never mix 

mug shots with other types of photographs. 

 

d. Choosing Number of Fillers 

Wherever possible, include a minimum of five fillers.  Because increasing the 

number of fillers tends to increase the reliability of the procedure, one may have 

more than the minimum number of fillers. 

 

e. Ensuring Similarity 



39 

 

Assess the array to ensure that no person stands out from the rest. Cover any portions 

of the photographs that provide identifying information on the suspect and similarly 

cover other photographs used in the array. 

 

f. Placing Subject Photographs in Order 

1) Place a filler in the lead position. 

2) Place the remaining photographs which will comprise the photo array in random 

order. 

3) Place two blank photographs at the end (blanks on the same type of 

photographic paper as the actual photographs but which will not be shown to the 

witness; this is intended to cause the witness to think there may still be 

photographs to view in order to reduce pressure to choose what the witness may 

presume to be the last photograph). 

g. Presenting the Photo Array to the Independent Administrator 

 

Present the ordered photo array to the independent administrator.  Do not tell the 

independent administrator which position the suspect is in. 

2. Administration 

The administrator of the photo array presentation should be an independent administrator 

who does not know the identity of the suspect and the witness should be informed of this. 

In a blind procedure, no one should be present who knows the suspect’s identity. 

 

a. Blinded Administration 

If the blind procedure described above is not followed, then the photo array 

administrator should document the reason why and the administrator should be 

blinded. That is, he or she should conduct the photo array in a manner such that he or 

she does not know which person in the array the witness is looking at. There is a 

separate sample standard operating procedure for blinded photo array administration 

in this model policy immediately following this sample standard operating 

procedure.  

 

b. Instruct Witness  

Each witness should be instructed outside the presence of the other witnesses. The 

independent administrator should give the witness a written copy of the following 

Witness Certification Statement and should read the instruction statement aloud at 

the beginning of each identification procedure: 

In a moment, I am going to show you a series of photos.  The person who 

committed the crime may or may not be included.  I do not know whether 

the person being investigated is included.  

Even if you identify someone during this procedure, I will continue to show 

you all photos in the series. 

The investigation will continue whether or not you make an identification. 

Keep in mind that things like hair styles, beards, and mustaches can be 

easily changed and that complexion colors may look slightly different in 

photographs. 
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You should not feel you have to make an identification.  It is as important to 

exclude innocent persons as it is to identify the perpetrator. 

The photos will be shown to you one at a time. Take as much time as you 

need to look at each one. After each photo, I will ask you "Is this the person 

you saw [insert description of act here]?" Take your time answering the 

question.  If you answer "Yes," I will then ask you, "In your own words, 

can you describe how certain you are?" 

Because you are involved in an ongoing investigation, in order to prevent 

damaging the investigation, you should avoid discussing this identification 

procedure or its results. 

Do you understand the way the photo array procedure will be conducted 

and the other instructions I have given you? 

 

c. Document Consent to Participate 

Witnesses should then be asked to read the following additional paragraph and sign 

and date below.   

I have read these instructions, or they have been read to me, and I 

understand the instructions.  I am prepared to review the photographs, and 

I will follow the instructions provided on this form. 

a) Some witnesses may decline to sign. When a witness declines 

to sign, it is sufficient for the investigating officer to document 

that the witness was appropriately instructed. 

d. Presentation of Photographs 

Present each photo to the witness separately (one at a time), in order.  When the 

witness is finished viewing the photo, have the witness hand the photo back. 

 

e. Question Witness   

After the witness has looked at a photo and handed it back to you, ask: “Is this the 

person you saw [insert description of act here]?"  If the witness answers "Yes," 

ask the witness, “In your own words, can you describe how certain you are?” 

 

f. Document Witness’s Responses   

Document the witness’s response using the witness’s own words. Have the witness 

complete the appropriate section of the Witness Certification Statement to reflect the 

outcome of the procedure. 

g. Show All Photographs   

Even if the witness makes an identification, show the witness the next photo until 

you have gone through all the photographs. If a witness asks why he or she must 

view the rest of the photos, despite already making an identification, simply tell the 

witness that to assure objectivity and reliability, the witness is required to view all of 

the photographs. 

 

h. Avoid Feedback During the Procedure 

Do not give the witness any feedback regarding the individual selected or comment 

on the outcome of the identification procedure in any way.  Be aware that witnesses 

may perceive such things as unintentional voice inflection or prolonged eye contact, 

in addition to off-hand words or phrases, as messages regarding their selection. 
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Avoid casual conversation comments such as “very good.”  Be polite but purposeful 

when you speak. 

 

i. Additional Viewings 

Only upon request of the witness, the witness may view the photo array again after 

the first photo array procedure has been completed. If the witness requests an 

additional viewing, the photo array administrator should present the entire photo 

array in the same order as the original presentation, a second time.  If this occurs, it 

must be documented.  The photo array administrator should never suggest an 

additional viewing to the witness.  It is recommended that the witness not be allowed 

to view the photo array more than two times. 

 

j. Subsequent Use of Materials 

Ensure that if the witness writes on, marks, or in any way alters identification 

materials, those materials are not used in subsequent procedures. 

 

k. Multiple Identification Procedures With Same Witness 

Avoid multiple identification procedures in which the same witness views the same 

suspect more than once.   

 

l. Multiple Identification Procedures With Different Witness 

If you need to show the same suspect to a new witness, have the preparer remix the 

photo array and renumber them accordingly. 

 

m. Multiple Suspects 

When there are multiple suspects, a separate photo array should be conducted for 

each suspect.  There should not be more than one suspect per photo array. 

 

n. Reuse of Fillers 

When showing a different suspect to the same witness, do not reuse the same fillers 

from a previous array shown to that witness. 

 

o. Contact Among Witnesses 

To the extent possible, prevent witnesses from conferring with each other before, 

during, and after the photo array procedure. 

p. Identification of Special Features 

Only after identification is made, a follow-up interview should assess any relevant 

factors that support the identification, such as: special facial features, hair, marks, 

etc. 

 

3. Special Procedures are Required for Illiterate Persons or Persons Who Possess Limited 

English Proficiency  

a. Be Alert to People Who do not Speak English or Possess Limited English 

Proficiency 
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Given the diversity of communities, police officers may encounter persons who do 

not speak English or who possess limited English proficiency in the course of a 

criminal investigation. When presented with this situation, officers should carefully 

consider the ethical and legal ramifications of how to handle the case when there is a 

language barrier.  

 

b. Using an Interpreter 

Unless the administrator speaks the victim’s or witness’s language fluently, an 

interpreter should be used for persons who do not speak English. The interpreter 

shall sign the Witness Instruction Statement on obtaining consent of a non-English 

speaking person to assist in the eyewitness identification process.  Law enforcement 

personnel should consider arranging for an interpreter if a person interviewed: 

 

1) Is unable to communicate in English 

2) Has a limited understanding of English 

3) Is deaf, hearing impaired, or speaking impaired 

4) Is otherwise physically challenged to communicate in English 

c. Review and Explain Forms 

If the person is unable to read, the administrator, in the presence of the witness, will 

give the explanation, read any forms, and obtain consent and acknowledge the 

consent on the Witness Certification Statement, stating why the person was unable to 

sign the form.  

4. Documentation 

In order to strengthen the evidentiary value of the administration it should be documented 

in full.  Video documentation (with audio) is the preferred method.  Audio recording is 

the preferred alternative. If neither method is employed, then the reason for not video or 

audio recording should be documented. Preserve the photo array, together with all 

information about the identification process.  

 

C. Procedures for Sequential, Blinded Photo Array Administrations 

1. Preparation 

a. Select Suspect Photograph  

 

If multiple photos of the suspect are available, choose the photo that most resembles 

the suspect’s appearance at the time of the crime. Do not include more than one 

photograph of the same suspect. If you do not know what the suspect looked like at 

the time of the crime, choose the photo that most resembles the victim’s or witness’s 

description of the perpetrator. If there are multiple suspects, include only one 

suspect’s photo in the array.  

 

b. Selecting Fillers 
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All persons in the photo array should be of the same sex and race and should be 

reasonably similar in age, height, weight, and general appearance. Ideally, the 

characteristics of the filler should be consistent with the description of the 

perpetrator provided by the witness(es). Where there is a limited or inadequate 

description of the perpetrator provided by the witness(es), where the description of 

the perpetrator differs significantly from the appearance of the suspect, fillers should 

be chosen so that no person stands out in the photo array. Do not mix color and black 

and white photos. Use photos of the same size and basic composition. Never mix 

mug shots with other types of photographs. 

  

c. Choosing Number of Fillers 

Whenever possible, include a minimum of five fillers.  Because increasing the 

number of fillers tends to increase the reliability of the procedure, one may have 

more than the minimum number of fillers. 

 

d. Ensuring Similarity 

Assess the array to ensure that no person stands out from the rest. Cover any portions 

of the photographs that provide identifying information on the suspect and similarly 

cover other photographs used in the array.  

 

e. Placing Subject Photographs in Order 

1) Place a filler in a folder and set it aside for placement in the lead position. 

2) Place the remaining photographs which will comprise the photo array in 

separate folders and place them in random order (mix them up) so you do not 

know which photograph is in which folder. 

3) Take the folder you set aside in step 1), above and place it in the lead position. 

4) Place two empty folders at the end. 

5) Number the folders. 

2. Administration 

a. Blinded Administration 

The purpose of a blinded administration is to conduct the photo array in a manner 

such that the administrator does not know which person in the array the witness is 

looking at.  

 

b. Instruct Witness  

Each witness should be instructed outside the presence of the other witnesses. The 

blinded administrator should give the witness a written copy of the following 

Witness Instruction Statement and should read the instruction statement aloud at the 

beginning of each identification procedure: 

The folders in front of you contain photos.  In a moment, I am going to ask 

you to look at the photos.  The person who committed the crime may or 

may not be included in the photos.  I do not know whether the person being 

investigated is included.  
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 Although I placed the photos into the folders, I have shuffled the folders so 

that right now I do not know which folder contains a particular photo. 

Even if you identify someone during this procedure, I will continue to show 

you all photos in the series. 

The investigation will continue whether or not you make an identification. 

Keep in mind that things like hair styles, beards, and mustaches can be 

easily changed and that complexion colors may look slightly different in 

photographs. 

You should not feel you have to make an identification.  It is as important to 

exclude innocent persons as it is to identify the perpetrator. 

You will look at the photos one at a time.  When you open a folder, please 

open it in a manner that does not allow me to see the photo inside the 

folder. Take as much time as you need to look at each one.  

When you have finished looking at a photo, close the folder and hand it to 

me.  I will then ask you, “Is this the person you saw [insert description of 

act here]?" Take your time answering the question.  If you answer "Yes," I 

will then ask you, "In your own words, can you describe how certain you 

are?" 

Because you are involved in an ongoing investigation, in order to prevent 

compromising the investigation, you should avoid discussing this 

identification procedure or its  results. 

Do you understand the way the photo array procedure will be conducted 

and the other instructions I have given you? 

 

c. Document Consent to Participate 

Witnesses should then be asked to read the following additional paragraph and sign 

and date below.   

I have read these instructions, or they have been read to me, and I 

understand the instructions.  I am prepared to review the photographs, and 

I will follow the instructions provided on this form. 

1) Some witnesses may decline to sign.  When a witness declines to sign, it is 

sufficient for the investigating officer to document that the witness was 

appropriately instructed. 

d. Present Folders   

Present each folder to the witness separately (one at a time), in order.  The blinded 

administrator should not be in a position to view the photographs while the witness is 

viewing the photographs.  The eyewitness should be the only person viewing the 

photographs.  When the witness is finished viewing the photo, have the witness hand 

the folder back. 

 

e. Question Witness   

After the witness has looked at a photo and handed it back to you, ask: “Is this the 

person you saw [insert description of act here]?"  If the witness answers "Yes," 

ask the witness, “In your own words, can you describe how certain you are?” 

 

f. Document Witness’s Responses   

 

Document the witness’s response using the witness’s own words. Have the witness 

complete the appropriate section of the Witness Certification Statement to reflect the 

outcome of the procedure. 
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g. Show All Folders with Photos 

Show all folders containing photos to the witness.  Even if the witness makes an 

identification, show the witness the next photo until you have gone through all the 

photographs. If a witness asks why he or she must view the rest of the photos, 

despite already making an identification, simply tell the witness that to assure 

objectivity and reliability, the witness is required to view all of the photographs. 

 

h. Avoid Feedback During the Procedure 

Do not give the witness any feedback regarding the individual selected or comment 

on the outcome of the identification procedure.  Be aware that witnesses may 

perceive such things as unintentional voice inflection or prolonged eye contact, in 

addition to off-hand words or phrases, as messages regarding their selection. Avoid 

casual conversation comments such as “very good.”  Be polite but purposeful when 

you speak. 

 

i. Additional Viewings 

Only upon request of the witness, the witness may view the photo array again after 

the first photo array procedure has been completed. If the witness requests an 

additional viewing, the photo array administrator should present the entire photo 

array in the same order as the original presentation, a second time.  If this occurs, it 

must be documented.  The photo array administrator should never suggest an 

additional viewing to the witness.  It is recommended that the witness not be allowed 

to view the photo array more than two times. 

 

j. Subsequent Use of Materials 

Ensure that if the witness writes on, marks, or in any way alters identification 

materials, those materials are not used in subsequent procedures. 

 

k. Multiple Identification Procedures with Same Witness 

Avoid multiple identification procedures in which the same witness views the same 

suspect more than once. 

 

l. Multiple Identification Procedures with Different Witness 

If you need to show the same suspect to a new witness, remix the photo array as 

before and renumber them accordingly. 

 

m. Multiple Suspects 

When there are multiple suspects, a separate photo array should be conducted for 

each suspect.  There should not be more than one suspect per photo array.  

  

n. Reuse of Fillers 

When showing a different suspect to the same witness, do not reuse the same fillers 

from a previous array shown to that witness. 

 

o. Contact Among Witnesses 
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To the extent possible, prevent witnesses from conferring with each other before, 

during, and after the photo array procedure. 

 

p. Identification of Special Features 

Only after an identification is made, a follow-up interview should assess any relevant 

factors that support the identification, such as: special facial features, hair, marks, 

etc. 

 

3. Special Procedures are Required for Illiterate Persons or Persons Who Possess Limited 

English Proficiency  

 

a. Be Alert to People Who do not Speak English or Possess Limited English 

Proficiency 

Given the diversity of communities, police officers may encounter persons who do 

not speak English or who possess limited English proficiency in the course of a 

criminal investigation. Where presented with this situation, officers should carefully 

consider the ethical and legal ramifications of how to handle the case when there is a 

language barrier.  

 

b. Using an Interpreter 

Unless the administrator speaks the victim’s or witness’s language fluently, an 

interpreter should be used for persons who do not speak English. The interpreter 

shall sign the Witness Certification Statement on obtaining consent of a non-English 

speaking person to assist in the eyewitness identification process.  Law enforcement 

personnel should consider arranging for an interpreter if a person interviewed: 

 

1) Is unable to communicate in English 

2) Has a limited understanding of English 

3) Is deaf, hearing impaired, or speaking impaired 

4) Is otherwise physically challenged to communicate in English 

c. Review and Explain Forms 

If the person is unable to read, the administrator, in the presence of the witness, will 

give the explanation, read any forms, and obtain consent and acknowledge the 

consent on the Witness Instruction Statement, stating why the person was unable to 

sign the form.  

 

4. Documentation 

 

In order to strengthen the evidentiary value of the administration it should be documented 

in full.  Video documentation (with audio) is the preferred method.  Audio recording is 

the preferred alternative. If neither method is employed, then the reason for not video or 

audio recording should be documented. Preserve the photo array, together with all 

information about the identification process. 

D. Procedures for Sequential, Blind Live lineups 
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1. Preparation  

a. Designating a Preparer 

Preparing the live lineup should be undertaken by someone other than the person 

who will administer the live lineup.  Ideally, the investigating officer will prepare the 

live lineup as this ensures that others who might be involved in the case are not used 

as fillers. Moreover, because the investigating officer knows who the suspect is, he 

or she should not conduct the actual administration of the live lineup. 

 

b. Selecting Fillers 

All persons in the live lineup should be of the same sex and race and should be 

reasonably similar in age, height, weight, and general appearance. Ideally, the 

characteristics of the filler should be consistent with the description of the 

perpetrator provided by the witness(es). Where there is a limited or inadequate 

description of the perpetrator provided by the witness(es), where the description of 

the perpetrator differs significantly from the appearance of the suspect, fillers should 

be chosen so that no person stands out in the live lineup.  

 

c. Choosing Number of Fillers 

Whenever possible, include a minimum of five fillers.  Because increasing the 

number of fillers tends to increase the reliability of the procedure, one may have 

more than the minimum number of fillers. 

 

d. Ensuring Similarity 

Assess the lineup to ensure that no person stands out from the rest. 

 

e. Placing the Subjects in Order  

Place a filler in the lead position and place the remaining persons who will comprise 

the live lineup in random order.  

 

f. Presenting the Live lineup to Administrator 

 

Present the ordered live lineup to the administrator.  Do not tell the administrator 

which position the suspect is in. 

2. Administration 

The administrator of the live lineup should be an independent administrator who does not 

know the identity of the suspect and the witness should be informed of this.  In a blind 

procedure, no one should be present who knows the suspect’s identity. In some live lineups, 

exceptions must be made to allow for the presence of defense counsel. Once the live lineup 

commences, defense counsel’s role is limited to that of observer. 

 

a. Instruct Witness  

Each witness should be instructed outside the presence of the other witnesses. The 

live lineup administrator should give the witness a written copy of the following 

Witness Certification Statement and should read the instruction statement aloud at 

the beginning of each identification procedure: 
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In a moment, I am going to show you a series of individuals. The 

person who committed the crime may or may not be included.  I 

do not know whether the person being investigated is included.  

 

The investigation will continue whether or not you make an 

identification. 

 

Even if you identify someone during this procedure, I will 

continue to show you all individuals in the series. 

 

Keep in mind that things like hair styles, beards, and 

mustaches can be easily changed. 

 

You should not feel you have to make an identification.  It is as important 

to exclude innocent persons as it is to identify the perpetrator. 

 

The individuals will be shown to you one at a time.  Take as 

much time as you need to look at each one.  After each 

individual, I will ask you "Is this the person you saw [Insert 

description of act]?"  Take your time answering the question. If 

you answer "Yes," I will then ask you, "In your own words, can 

you describe how certain you are?" 

 

Because you are involved in an ongoing investigation, in 

order to prevent damaging the investigation, you should 

avoid discussing this identification procedure or its results. 

 

Do you understand the way the lineup procedure will be 

conducted and the other instructions I have given you? 

 

3. Document Consent to Participate 

Witnesses should then be asked to read the following additional 

paragraph and sign and date below.   

 

I have read these instructions, or they have been read to me, and I 

understand the instructions.  I am prepared to view the individuals 

who will be presented to me, and I will follow the instructions provided 

on this form. 

 

1) Some witnesses may decline to sign.  When a witness declines to 

sign, it is sufficient for the investigating officer to document that 

the witness was appropriately instructed. 

 

4. Presentation of Subjects 

 

Begin with all live lineup participants out of the view of the witness. Present 

each subject one at a time in the order presented to the administrator by the 

preparer. Present each individual to the witness separately, removing those 

previously shown from the field of view. 

 

5. Question Witness  

 

After each individual is shown, ask the witness: "Is this the person you saw 
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[insert description of act]?" If the witness answers "Yes," ask the witness, 

"In your own words, can you describe how certain you are?"  Document 

the witness’s response using the witness’s own words. 

 

6. Document Witness’s Responses   

Document the witness’s response using the witness’s own words. Have the witness 

complete the appropriate section of the Witness Certification Statement to reflect the 

outcome of the procedure. 

 

7. Show Every Subject 

 

Even if the witness makes an identification, show the witness the next subject 

until all subjects have been shown.  If a witness asks why he or she must view 

the rest of the subjects despite already making an identification, simply tell the 

witness that to assure objectivity and reliability, the witness is required to view 

all of the subjects. 

 

8. Consistency of Actions 

 

Ensure that any identification actions (e.g., speaking, moving) are performed by 

all members of the live lineup. 

 

9. Avoid Feedback During the Procedure 

 

Do not give the witness any feedback regarding the individual selected or 

comment on the outcome of the identification procedure in any way.  Be aware 

that witnesses may perceive such things as unintentional voice inflection or 

prolonged eye contact, in addition to off-hand words or phrases, as messages 

regarding their selection. Avoid casual comments such as “very good.”  Be 

polite but purposeful when you speak. 

 

10. Additional Viewings 

 

Only upon request of the witness, the witness may view the lineup again after 

the first live lineup has been completed.  If the witness requests an additional 

viewing, the independent administrator should present the entire live lineup a 

second time.  If this occurs, it must be documented.  The live lineup 

administrator should never suggest additional viewing.  It is recommended that 

the witness not be allowed to view the live lineup more than two times. 

 

11. Multiple Identification Procedures With Same Witness 

Avoid multiple identification procedures in which the same witness views the same 

suspect more than once.   

 

12. Multiple Identification Procedures With Different Witness 

 

If you need to show the same suspect to a new witness, have the preparer change the 

order of the subjects in the lineup.  

 

13. Multiple Suspects 
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When there are multiple suspects, a separate live lineup should be conducted for 

each suspect.  There should not be more than one suspect per lineup. 

 

14. Reuse of Fillers 

When showing a different suspect to the same witness, do not reuse the same fillers 

from a previous lineup shown to that witness. 

 

15. Contact Among Witnesses 

To the extent possible, prevent witnesses from conferring with each other before, 

during, and after the live lineup procedure. 

 

16. Contact between Witnesses, Suspects, and Fillers 

Take precautions to ensure that witnesses do not encounter suspects or fillers at any 

time before or after the identification procedure. 

 

17. Identification of Special Features 

 

Only after an identification is made, a follow-up interview should assess any 

relevant factors that support the identification, such as: special facial features, 

hair, marks, etc. 

 

18. Special Procedures are Required for Illiterate Persons or Persons Who Possess Limited 

English Proficiency 

  

a. Be Alert to People Who do not Speak English or Possess Limited English 

Proficiency 

Given the diversity of communities, police officers may encounter persons who do 

not speak English or who possess limited English proficiency in the course of a 

criminal investigation. Where presented with this situation, officers should carefully 

consider the ethical and legal ramifications of how to handle the case when there is a 

language barrier.  

 

b. Using an Interpreter 

Unless the administrator speaks the victim’s or witness’s language fluently, an 

interpreter should be used for persons who do not speak English. The interpreter 

shall sign the Witness Certification Statement on obtaining consent of a non-English 

speaking person to assist in the eyewitness identification process.  Law enforcement 

personnel should consider arranging for an interpreter if a person interviewed: 

 

1) Is unable to communicate in English 

 

2) Has a limited understanding of English 

 

3) Is deaf, hearing impaired or speaking impaired 

 

4) Is otherwise physically challenged to communicate in English 

 

c. Review and Explain Forms 



51 

 

 

If the person is unable to read or write, the administrator, in the presence of the 

witness, will give the explanation, read any forms, and obtain consent and 

acknowledge the consent on the Witness Certification Statement, stating why the 

person was unable to sign the form.  

19. Documentation 

In order to strengthen the evidentiary value of the administration, it should be 

documented in full.  Video documentation (with audio) is the preferred method.  Audio 

recording is the preferred alternative. If neither method is employed, then the reason for 

not video or audio recording should be documented. A still photograph of each individual 

in the live lineup should be taken and details of all persons present during the live lineup 

should be documented.  

E. Procedures for Show-ups 

Show-ups should be avoided whenever possible because of their suggestiveness. Photo arrays 

and live lineups are preferred. However, where circumstances require the prompt display of a 

suspect to a witness, the following procedures should be followed to minimize potential 

suggestiveness. 

 

1. Preparation 

a. Contact Among Witnesses 

Separate witnesses and do not allow communication between them before or after 

conducting a show-up. 

 

b. Document Witness’s Description of Perpetrator 

Document the witness’s description of the perpetrator prior to conducting the show-

up. 

 

c. Temporal and Spatial Proximity to the Offense 

Use show-ups only where the suspect is detained within a reasonably short time 

frame following the offense and is found in relatively close proximity to it. Although 

this is dependent on the individual circumstances of each case, courts have generally 

held that a two-hour time lapse is acceptable. 

 

d. Transport Witness to Suspect 

Transport the witness to the location of the suspect whenever practical, rather than 

bringing the suspect to the witness. The suspect may be taken to a location where the 

witness can view the suspect for possible identification. 

 

e. Do not Return Suspect to Crime Scene 

Suspects should not be taken to the scene of the crime.    

 

f. Disclosure of Location of Witness’s Home 

Consider carefully whether to take the suspect to the witness’s or victim’s home.  
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g. Avoid Appearance of Guilt 

 Do not conduct show-ups when the suspect is in a patrol car, handcuffed, or 

physically restrained by police officers unless such protective measures are 

necessary to ensure safety.   

 

h. Minimize Reliance on Show-ups 

If one witness identifies the suspect, you are strongly urged to use a photo array or a 

live lineup with any remaining witnesses.  

 

2. Administration 

a. Instruct Witness 

Each witness should be instructed outside the presence of the other witnesses. 

The show-up administrator should give the witness a written copy of the 

following Witness Certification Statement and should read the instruction 

statement aloud at the beginning of the show-up identification procedure: 

 

In a moment, I am going to show you a person who may or may not be the 

person who committed the crime.    

You should not feel you have to make an identification.  It is as important to 

exclude innocent persons as it is to identify the perpetrator. The 

investigation will continue whether or not you make an identification. 

Because you are involved in an ongoing investigation, in order to prevent 

damaging the investigation, you should avoid discussing this identification 

procedure or its results. 

Do you understand the procedure and the instructions I have given you? 

 

b. Presentation of Suspect and Questioning of Witness 

 

Present the suspect to the witness and ask the witness whether the person they are 

looking at is the person they saw commit the crime.  

 

If the witness answers "Yes," ask the witness to describe, in their 

own words, how certain they are.   

 

c. Document Witness’s Response   

Document the witness’s response using the witness’s own words.  

d. Multiple Identification Procedures With Same Witness 

Avoid multiple identification procedures in which the same witness views the same 

suspect more than once.    

 

e. Avoid Requirement of Performance by the Suspect 

Do not require show-up suspects to put on clothing worn by, speak words uttered by, 

or perform other actions of the perpetrator.  

 

f. Avoid Conduct Suggestive of the Suspect’s Guilt 
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Officers should avoid words or conduct that may suggest to the witness that the 

individual is or may be the perpetrator.  

 

g. Contact Among Witnesses 

Remind the witness not to talk about the show-up to other witnesses until police or 

prosecutors deem it permissible. 

 

3. Special Procedures are Required for Illiterate Persons or Persons Who Possess Limited 

English Proficiency  

a. Be Alert to People Who do not Speak English or Possess Limited English 

Proficiency 

Given the diversity of communities, police officers may encounter persons who do 

not speak English or who possess limited English proficiency in the course of a 

criminal investigation. Where presented with this situation, officers should carefully 

consider the ethical and legal ramifications of how to handle the case when there is a 

language barrier.  

b. Using an Interpreter 

Unless the show-up administrator speaks the victim’s or witness’s language fluently, 

an interpreter should be used for persons who do not speak English. Law 

enforcement personnel should consider arranging for an interpreter if a person 

interviewed: 

 

1) Is unable to communicate in English 

2) Has a limited understanding of English 

3) Is deaf, hearing impaired, or speaking impaired 

4) Is otherwise physically challenged to communicate in English 

 

4. Documentation 

In order to strengthen the evidentiary value of the administration it should be documented 

in full including the time, date, and location of the procedure, identities of persons 

present, and the outcome of the procedure.  Video documentation (with audio) is the 

preferred method.  Audio recording is the preferred alternative. If neither method is 

employed, then the reason for not video or audio recording should be documented.  

 

 

Appendix A 

Witness Certification Statement for Photo Array  

 

Reference No.:                       Offense:                                                  Date of Offense:                                   

Witness:  

Time, Date, and Place of Photo Array: 

Persons present:  

Instructions: 



54 

 

In a moment, I am going to show you a series of photos.  The person who committed the 

crime may or may not be included.  I do not know whether the person being investigated 

is included.  

The investigation will continue whether or not you make an identification. Even if you 

identify someone during this procedure, I will continue to show you all photos in the 

series. Keep in mind that things like hair styles, beards, and mustaches can be easily 

changed and that complexion colors may look slightly different in photographs. 

You should not feel you have to make an identification. It is as important to exclude 

innocent persons as it is to identify the perpetrator.  The photos will be shown to you one 

at a time. Take as much time as you need to look at each one. After each photo, I will ask 

you "Is this the person you saw [insert description of act here]?" Take your time 

answering the question.  If you answer "Yes," I will then ask you, "In your own words, 

can you describe how certain you are?" 

Because you are involved in an ongoing investigation, in order to prevent damaging the 

investigation, you should avoid discussing this identification procedure or its results. 

Do you understand the way the photo array procedure will be conducted and the other 

instructions I have given you? 

Consent to Participate: 

I have read these instructions, or they have been read to me, and I understand the 

instructions.  I am prepared to review the photographs and I will follow the 

instructions provided on this form. 

Signed: _________________________    

(Witness)                              

                    

I certify that I have translated and read the instructions to the witness. 

 

Signed:  ______________________________ 

(Translator, if applicable) 

 

 

Signed: ______________________________ 

(Photo Array Administrator) 

 

Identification Result:  

       I have picked photo number  ______                       Signed: 

_________________________    

            (Witness)                              

                    

       I did not pick anyone from the photo array              Signed: 

_________________________    

            (Witness)                              

                    

Witness Confidence Statement:  

________________________________________________________________________

________________________________________________________________________
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________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

_________________________________________________ 

 

Administrator Certification: 
The photo that was picked from the photo array by the above-named witness has been 

identified  

as ________________________________ 

 

Signed: _________________________  

(Photo Array Administrator)                              
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Appendix B 

Witness Certification Statement for Live Lineup  

 

Reference No.:                       Offense:                                                  Date of Offense:                                   

Witness:  

Time, Date, and Place of Live Lineup: 

Persons present: 

Instructions: 

In a moment, I am going to show you a series of individuals. The person who 

committed the crime may or may not be included.  I do not know whether the 

person being investigated is included.  

 

The investigation will continue whether or not you make an identification. Even 

if you identify someone during this procedure, I will continue to show you all 

individuals in the series.  Keep in mind that things like hair styles, beards, and 

mustaches can be easily changed. 

 

You should not feel you have to make an identification.  It is as important to exclude 

innocent persons as it is to identify the perpetrator. The individuals will be shown to 

you one at a time.  Take as much time as you need to look at each one. After each 

individual, I will ask you "Is this the person you saw [Insert description of act]?"  

Take your time answering the question.  If you answer "Yes," I will then ask you, "In 

your own words, can you describe how certain you are?" 

 

Because you are involved in an ongoing investigation, in order to prevent 

compromising the investigation, you should avoid discussing this 

identification procedure or its results. 

 

Do you understand the way the lineup procedure will be conducted and the 

other instructions I have given you? 

 

Consent to Participate: 

I have read these instructions, or they have been read to me, and I understand the 

instructions.  I am prepared to view the individuals, and I will follow the 

instructions provided on this form. 

Signed: _________________________    

(Witness)                              

                    

I certify that I have translated and read the instructions to the witness. 

 

Signed:  ______________________________ 

(Translator, if applicable) 

 

 

Signed: ______________________________ 
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(Lineup Administrator) 

 

Identification Result:  

       I have picked number  ______                   Signed: 

_________________________    

            (Witness)                              

                    

       I did not pick anyone _______                                 Signed: 

_________________________    

            (Witness)                              

                    

Witness Confidence Statement:  

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

_________________________________________________ 

 

Administrator Certification: 
The individual who was picked from the live lineup by the above-named witness has 

been identified  

as ________________________________ 

 

Signed: _________________________  

(Lineup Administrator)                              

 

Section 11 – Missing Person/Child 

Missing Person/Missing Children (TBP 7.33) 

 
1.  Reporting/Classification of Missing Person 

a. There is no waiting period for reporting a missing person.  Missing person reports shall 

be taken in-person or by telephone in conformance with the criteria of this policy and the 

criticality of the incident. 

b. A person may be declared “missing” when his whereabouts are unknown and 

unexplainable for a period of time that is regarded by knowledgeable parties as highly 

unusual or suspicious in consideration of the subject’s behavior patterns, plans or 

routines. 

c. An individual may be considered “missing-critical” who meets the foregoing criteria and 

who among other possible circumstances: 

1) A reasonable suspicion the individual may be the subject of foul play; 

2) Under 13 or over 65 and may be unable to properly safeguard or care 

for himself;  

3) Suffers from diminished mental capacity or medical conditions that are 

potentially life threatening if left untreated/unattended; 
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4) Is a patient of a mental institution and is considered potentially 

dangerous to himself or others; 

5) Has demonstrated the potential for suicide; or 

6) May have been involved in a boating, swimming or other sporting 

accident or natural disaster. 

d. On any “missing-critical” an officer will remain on Special Assignment attempting to locate the 

individual until the individual is found or until the Assignment is lifted by Director or his 

designee.  

 

e. Any report of juvenile who has voluntarily left home (i.e. “runaway”) should be classified as 

such only after thorough investigation. 

 

2. Initial Report Taking 
a. The responding officer must gather as much pertinent information as quickly as possible in 

order to properly classify a missing person report and initiate proper response.  This includes the 

following information: 

1)  Name, age and physical description of the subject and relationship of the reporting 

party to the missing person. 

2)  Time and place of last known location and the identity of anyone accompanying the 

subject. 

3)  The extent of any search for the subject. 

4)  Whether the subject has been missing on prior occasions and the degree to which the 

absence departs from established behavior patterns, habits or plans. 

5)  Whether the individual has been involved recently in domestic incidents; suffered 

emotional trauma or life crises; demonstrated unusual, uncharacteristic, or bizarre 

behavior; is dependent on drugs or alcohol; or has history of mental illness.   

6)  The current physical condition of the subject and whether the person is currently on 

prescription medication.  

  
 b. If the missing person is a child, inquiry should also determine if the child: 

  1)  is or may be with any adult who could cause him/her harm; 

  2)  may have been the subject of a parental abduction; or 

3)  has previously run away from home, has threatened to do so or has a history of 

explainable or unexplainable absences for extended periods of time. 

Additionally include the current custodial status of the child. 

 

 c. The Director shall also respond on all missing person cases. 

 d. Notify the Paris Police Dept. 

 

3.  Preliminary Investigation 
a.  The preliminary investigation is intended to gather information and to take those steps that will 

aid in the search for and location of a missing person. This includes gathering the following types 

of information and materials; 

 1) Complete description of the subject and a recent photograph. 

2) Officers will conduct a complete and thorough consensual search of the missing 

person’s home and surrounding property as soon as possible. Many children have been 

found hiding, trapped or asleep in their homes. On occasion, evidence of a crime 

involving the person has also been located. 

3) Identity of the last person(s) to have seen the subject as well as friends relatives, 

coworkers or associates who were or may have been in contact with the subject prior to 

disappearance. 

4) Plans, habits, routines, and personal interests of the subject including places frequented 

or locations of particular personal significance. 

5) Indications of missing personal belongings, particularly money and other valuables. 
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6) Any suggestions of foul play or accidents. 

b. In the case of missing children, officers shall be particularly cognizant of information that may 

suggest the potential for parental abduction or the possibility of stranger abduction, as well as: 

  1) the presence of behavioral problems; 

  2) past instances of running away; 

3) signs of an abusive home environment or dysfunctional family situation; 

4) whether the child is believed to be with adults who may pose a danger: and 

5) the name and location of the school attended by the child and any persons who may be 

responsible for private transportation to and from the location.  

c. When possible, officers should gain permission to search a missing child’s school locker, as   

appropriate. 

d.  Upon verification of a missing person, a missing person report shall be completed and 

appropriate entries made as soon as possible in state and national information databases in 

accordance with established NCIC/TCIC procedures (Suzannes’s Law (42 U.S.C. § 5779) 

requires immediate entry into NCIC for any missing person under 21 years of age. 

e. In the case of a person designated as “missing-critical,” a supervisory officer may direct:  

1) the agency would utilize the Amber Alert System, Silver Alert System, A Child is 

Missing System, or other local notification systems. 

2) the dispatcher broadcast to all persons on duty all information necessary to identify the 

missing person. 

3) regional and statewide missing persons reports will also be made as directed by a 

supervisor. 
4. Search Procedures 

a. The responding Supervisor will organize and direct the search for the person/child unless   

relieved by higher ranking personnel. 

b. Should significant search efforts be required, additional personnel will be requested and use of 

Incident Management System shall be employed. 

c. Canine search may be requested, however canines that are trained in find-and-bite shall not be 

used to search for missing persons/children unless in an extreme or life threatening emergency 

and when only on a controllable leash.  

 

5. Criminal Investigations will:  
 a. Request release of dental records and any fingerprints available. 

 b. Require school records to be flagged in certain cases. 

c. Contact hospitals and the coroner’s office as appropriate for injured or deceased persons fitting 

the description of the missing person. 

d. Thoroughly check the location at which the missing person was last seen and conduct 

interviews as appropriate with persons who were with the individual or who may work in or 

frequent the area.  

e.  Conduct interviews with any additional family, friends, work associates, school mates and 

teachers as well as school counselors and social case workers, as appropriate, to explore the 

potential for foul play, voluntary flight or, in the case of juveniles, parental kidnapping or running 

away. 

f. Provide identification and related information to all elements of this agency, the state police 

missing person authority, neighbor police agencies, and, if parental or stranger-to-stranger 

abduction is suspected, the FBI. 

g. Decisions to use local media to help located missing persons shall be made with the approval of 

the Director or his designee and the missing person’s family. 

h. The lead investigator shall maintain routine on-going contact with the missing person’s closest 

relative concerning progress of the investigation.  These and other relevant individuals shall 

be informed that they must notify the lead investigator as soon as any contact is 

made with the missing person.  
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6. Recovery of Missing Persons and Case Closure 
a. Competent adults, having left home for personal reasons, cannot be forced to return home.  

Officers locating such individuals shall: 

 1) advise them that they are the subject of a wanted-to-locate investigation; 

2) ask if they desire the reporting party or next–of-kin to be notified of their whereabouts; 

and 

3) make provisions to transmit this information to the reporting party or next–of–kin if 

permitted by the missing person. 

b. In all cases, reporting parties shall be informed of the well-being of located missing person.  

Unless criminal matters necessitate other action, desires of missing person not to reveal their 

whereabouts shall be honored.  

c. Missing person shall be questioned to establish the circumstances surrounding their 

disappearance and whether criminal activity was involved. 

d. In cases involving juveniles, officers shall ensure: 

 1) the juvenile receives medical attention in a timely manner if necessary, 

2) initial questioning of the youth identifies the circumstances surrounding the child’s 

disappearance, any individuals who may be criminally responsible and/or whether an 

abusive  or negligent home environment was contributory factor, and 

3) parents, guardians, and/or the person reporting the missing youth are notified in a 

timely manner.  

e. Upon location of a missing person, all agencies and information systems previously contacted 

for assistance will be notified or updated.  

 

Section 12 – Family Violence 
 

Policy:  It is the policy of this department to respond to calls of family violence.  When violence has 

occurred or been threatened, the primary responsibility of the responding officer is to investigate a crime.  

Officers shall conduct detailed investigation to establishe probable cause that the offense involving family 

violence has been committed, and then the offender, regardless of victims’ wishes, shall be arrested.  

 

Purpose:  Family violence is a serious crime against the individual and society.  Due to the emotional 

factors present, this crime presents a high potential for extreme danger to both the victim and responding 

officers.  This crime produces disharmony in families, leads to escalating violence which can culminate in 

intra-family homicide, and creates an unhealthy atmosphere for childhood development.  It is a complex 

social problem affecting families from all social and economic backgrounds. 

 

The procedures set forth in this policy are intended to afford victims and responding officers the greatest 

protection available, to deter future violence, and to prevent repeated calls to the same location.  

 

Procedures: 

 

1.  Definitions 
a. Family Violence/domestic Violence- means the intentional use or threat of physical force by a 

member of a family or household against another member of the family or household, but does not 

included the reasonable discipline of a child by a person having that duty.  

 

b. Family- includes individuals related by consanguinity or affinity, individuals who are a former 

spouses of each other, individuals who are the biological parents of the same child, without regard 

to marriage or legitimacy, and a foster child and foster parent, whether or not hose individuals 

reside together. 
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c. Household- means a unit composed of persons living together in the same dwelling whether or 

not they are related to each other. This definition also includes anyone who previously lived in the 

household. 

 

d. Court- means the district court, county court, court of domestic relations, juvenile court having 

the jurisdiction of a district court, or other expressly given jurisdiction of a suit under the 

provisions of the Texas Family Code.  

 

2. Protection of Victims 

 
a. Officers responding to calls involving family violence are required to protect any victims or 

potential victims from harm, without regard to the relationship between the alleged offender and 

victim. 

 

b. An officer is authorized to arrest a suspect if: 

1) There is probable cause to believe that the suspect has committed an offence involving 

family violence. 

2) There is probable cause to believe that the suspect has committed a violation of a 

Protective Order issued under the provisions of the Texas Family Code.  

 

c. An officer shall arrest, without warrant, any person he has probable cause to believe has 

committed an offences under Section 25.07 of the Penal code (violation of a protective order) if 

the offence is committed in the presence of the officer.  

 

3. On Scene Actions 
 a. Officers responding to the scene of family violence shall: 

1) Treat the scene as any other crime scene and conduct a proper investigation. 

2) Summon medical aid for any victim requiring medical treatment 

3) Interview the complainant and witnesses. 

4) Collect and preserve any evidence found at the scene. 

5) Obtain a photograph of the victim’s injuries when possible. 

6) Make a reasonable effort to locate suspect, if applicable. 

7) Leave a “Notice of Crime Victims” card with adult victims and advise them of their 

rights and remedies, and the availability of shelter or other community services for family 

violence victims.  

 

4. Reporting Procedures 
a. When an officer has reason to believe that an offense involving family violence has occurred, 

the officer shall submit an offense/incident report which shall include the following: 

 1) A narrative explanation of the incident. 

 2) A description of the injuries. 

 3) An indication of whether family violence has occurred or was alleged. 

 4) A description of the suspect or arrested person. 

 5) Witness information. 

 6) Victim information. 

7) Notations regarding other family violence reports if the reporting officer has personal 

knowledge of such reports. 

8) Notations regarding the issuance of notices to parties involved. 

9) Indicate how the incident was resolved.  (Arrest made, suspect allowed to go with a 

friend, etc.) 

 

5. Protective Order 
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a. Ex parte (without a hearing) Protective Order- a temporary protective order that is issued on 

probable cause.  This order sets a hearing date. 

1) Two copies are given to the petitioner, one copy to be kept by them and one copy to be 

served. 

2) A copy of this order is given to a constable to be served. 

3) There is no authority to arrest for a violation of this order. 

 

b. If an officer is called to an incident where the complainant has a temporary protective order and 

the person named in that order and serves it on the violator.  

1) The officer shall fill out the return portion of the order and send it to the county 

attorney’s office. 

2) Officer should read and study the order carefully, including dates. 

3) Officers should be aware that there is always the possibility that subsequent orders 

have been issued. 

4) The violators shall be given a criminal trespass warning in the presence of the 

complainant. 

 

c. Once the officer has served the violator, he could then be arrested on the charge of criminal 

trespass if he returns later. There is still no authority of arrest for violation of the order until it has 

been signed by a judge. 

 

d. A hearing is held with the petitioner and respondent both present.  If approved, a permanent 

order is signed and issued by a judge. 

 

6. Permanent Protective Order 
 1) A copy is given to the petitioner. 

 2) Copies are sent to local law enforcement agencies. 

 3) The order is valid for up to two years, or longer if the court makes the requisite 

findings. 

4) The violator of this order shall be arrested without a warrant based on probable cause 

that the terms of the order were violated in the officer’s presence.   

a. The civil counterparts to the protective orders are the temporary and permanent restraining 

orders which are often issued in divorce cases.  The same rules apply to these orders as to the 

protective orders.  Caution should be exercised with regard to studying all court orders.  If there is 

any question in the officer’s mind concerning the content of an order, the officer would seek 

assistance.  The officer should feel free to contact the court and/or the attorneys.  Attorneys are 

officers of the court and are required to indicate the true nature of a court order.  Questions 

concerning court orders can also be directed to the city and county attorney’s offices.  

 

b. If an officer encounters a situation in which he is not sure as to what action to take, he should 

make every effort to determine the requirements of the court order from someone with knowledge 

of the order.  He may contact either the county attorney or city attorney for assistance in this 

regard.  

 

Section 13 – Part-Time Officers 

 
A part time DSS Officer shall be held to the same standards as a full time DSS Officer.  The director will 

assign the part time officer’s duties on an as needed basis.  
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