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MISSION, GOALS, AND OBJECTIVES
(Continuation)

H. To plan and arrange for the installation and moving of communications
equipment as needed.

[.  To troubleshoot telephone/radio hardware/software malfunections with
appropriate support personnel within 48 hours of notification.

J. To review information systems security on a monthly and annual basis to
maintain systems integrity.
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DUTIES AND RESPONSIBILITIES OF MEMBERS:

(Continuation)

POLICE OFFICER

L R

Completing work orders in a timely and accurate manner.
Performing all tasks as requested by unit supervisor.
Maintaining an accurate inventory of all radio, telephone, and networking

equipment.
Supporting the Communications Section with all E911, Dispatch, Radio, and

Telephony issues.
Assisting with the issuance and maintenance of all Communications Technical

Support equipment.
Attending monthly Radio Committee Meetings.
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STANDARD OPERATING PROCEDURES: S.0O.P. 1

{Continuation)

A.

Radios:
a. Assigned city radios:
Assigned city radios are maintained in the database via the
following categories: officer’s IBM number, officer’s
name, officer’s assigned section, serial number, city
inventory number, identification number and the radio
number.
b. Unassigned city radios:
Unassigned city radios are maintained in the database via
the serial number, city inventory number, identification
number and the radio number (0000).
C. Radios are also inventoried and may be searched in the
database via the Motorola Radio Model (e.g., ASTRO,
STX-3000, XTS-3000R, and STX-821.
1. Radio maintenance/repair:
a. During normal business hours:

Police personnel may exchange malfunctioning radios at
the Communications Technical Support Detail. These
malfunctioning radios are inventoried under General
Services Administration (G.S.A.) IBM. In turn, these
radios are then forwarded to G.S.A. for repairs.
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STANDARD OPERATING PROCEDURES: S5.0.P. 1

(Continuation)

A.

Radios:

b.

After hours:

Police personnel may exchange malfunctioning radios at
the Property Unit counter. The radios are then picked up
the following morning by a technical support staff member,
inventoried and forwarded to G.S.A. for repairs.

Lapel Mics;

Lapel Mics are recorded via the city inventory number and also engraved
by the technical support statt.

l.

[S]

Assigned lapel mics:

Assigned lapel mics are maintained in the database via the
following categories: officer’s [BM number, officer’s name,
officer’s assigned section, and city inventory number.

Unassigned lapel mics:

Unassigned lapel mics are maintained in the database via the city
inventory number (0000).

Lapel mics maintenance/repair:

Police personnel may exchange malfunctioning lapel mics at the
Communications Technical Support Detail during normal business
hours only.
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STANDARD OQPERATING PROCEDURES: §.0.P. 1

(Continuation)

C.

Radio Chargers:

Radio Chargers are recorded via the city inventory number and also
engraved by the technical support staff. There are two types of radio
chargers: The single unit charger is assigned to police officers and the
multi-charger is assigned to a section of the department.

1. Assigned radio chargers:

Assigned radio chargers are maintained in the database via the
following categories: officer’s IBM number, officer’s name,
officer’s assigned section, and city inventory number.

2. Unassigned radio chargers:
Unassigned radio chargers are maintained in the database via the
city inventory number (0000).

3. Radio chargers’ maintenance/repair:

Police personnel may exchange malfunctioning radio chargers at
the Communications Technical Suppost Detail during normal
business hours only. {The radio chargers are then inventoried and
forwarded to G.S.A. for repair).

Radio batteries:

Radio batteries are issued as needed by the technical support staff to an
officer or individual section within the Department during normal work
hours. After hours, batteries may be obtained via the Property Unit.
Radio batteries are engraved by the technical support staff with the month
and the day it is issued out for warranty purposes. Radio batteries
maintenance/repairs:
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STANDARD OPERATING PROCEDURES: S.O.P. 1

(Continuation)

A.

Radio batteries;

1. May be exchanged at the technical support unit during normal
business hours.

2. May be exchanged at the Property Unit counter twenty-four (24)
hours a day, seven (7) days a week.

3. Malfunctioning radio batteries are sent to G.S.A. for recycling.

Pagers:

Pagers are issued to sworn and civilian personnel by the technical support
staff on an individual basis and based on the unit they work out of.

Pagers are recorded and tracked in the computer database via the serial
number (cap code), employee’s 1BM number, employee number, and
department section.

l. Pager maintenance/repairs:

Police personnel may exchange malfunctioning pagers at the
Communications Technical Support Detail during normal business
hours only.

I1. Lost/damaged equipment:

A.

The employee must complete a “Request for Replacement of Lost or
Damaged Equipment” form (RF #66) when an item is lost or damaged.
A police report is required and the case number must be included in the
form. Once the form is forwarded and signed through the chain-of-
command, the item is then replaced by the Technical Support Staff.

When a police radio is reported lost or stolen, it is the responsibility of the
Technical Support Staff or Bridge personnel to inhibit the radio to prevent
usage by non-police personnel. (Once the radio is found, it may be
reactivated).
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