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SHERIFF'S PREFACE

The Nevada County Sheriff's Office serves the people of Nevada County by performing our public
service and corrections functions in a professional manner. We are responsible to the people we
serve. To provide quality service to the community, we must rely on sound leadership, guidance,
and support. To this end, this Policy and Procedure Manual is adopted for all staff.

Each member of our Office must be familiar with the contents of the Manual. Additions or changes
will be made from time to time. Violations of any portion of the Policy and Procedure Manual may
result in disciplinary action.

Shannan Moon, Sheriff
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LAW ENFORCEMENT CODE OF ETHICS

As a law enforcement officer, my fundamental duty is to serve the community; to safeguard
lives and property; to protect the innocent against deception, the weak against oppression or
intimidation and the peaceful against violence or disorder; and to respect the constitutional rights
of all to liberty, equality and justice.

I will keep my private life unsullied as an example to all and will behave in a manner that does
not bring discredit to me or to my agency. | will maintain courageous calm in the face of danger,
scorn or ridicule; develop self-restraint; and be constantly mindful of the welfare of others. Honest
in thought and deed both in my personal and official life, | will be exemplary in obeying the law and
the regulations of my agency. Whatever | see or hear of a confidential nature or that is confided to
me in my official capacity will be kept ever secret unless revelation is necessary in the performance
of my duty.

I will never act officiously or permit personal feelings, prejudices, political beliefs, aspirations,
animosities or friendships to influence my decisions. With no compromise for crime and with
relentless prosecution of criminals, | will enforce the law courteously and appropriately without
fear or favor, malice or ill will, never employing unnecessary force or violence and never accepting
gratuities.

| recognize the badge of my office as a symbol of public faith, and | accept it as a public trust to be
held so long as | am true to the ethics of police service. | will never engage in acts of corruption
or bribery, nor will I condone such acts by other police officers. | will cooperate with all legally
authorized agencies and their representatives in the pursuit of justice.

I know that | alone am responsible for my own standard of professional performance and will take
every reasonable opportunity to enhance and improve my level of knowledge and competence.

I will constantly strive to achieve these objectives and ideals, dedicating myself before God to my
chosen profession . . . law enforcement.
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NEVADA COUNTY SHERIFF'S OFFICE - MISSION STATEMENT
We are committed to providing excellence in public service in partnership with our community.
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100.1 PURPOSE AND SCOPE
The purpose of this policy is to affirm the authority of the members of the Nevada County Sheriff's
Office to perform their functions based on established legal authority.

100.2 POLICY
It is the policy of the Nevada County Sheriff's Office to limit its members to only exercise the
authority granted to them by law.

While this office recognizes the power of peace officers to make arrests and take other
enforcement action, deputies are encouraged to use sound discretion in the enforcement of the
law. This office does not tolerate the abuse of law enforcement authority.

100.3 PEACE OFFICER POWERS
Sworn members of this office are authorized to exercise peace officer powers pursuant to
applicable state law (Penal Code § 830.1 et seq.).

100.3.1 ARREST AUTHORITY INSIDE THE JURISDICTION OF THE NEVADA COUNTY
SHERIFF'S OFFICE

The arrest authority within the jurisdiction of the Nevada County Sheriff's Office includes (Penal
Code § 830.1; Penal Code § 836):

(@) When the deputy has probable cause to believe the person has committed a felony,
whether or not committed in the presence of the deputy.

(b) When the deputy has probable cause to believe the person has committed a
misdemeanor in this jurisdiction and in the presence of the deputy.

(c) When the deputy has probable cause to believe the person has committed a public
offense outside this jurisdiction, in the presence of the deputy and the deputy
reasonably believes there is an immediate danger to person or property, or of escape.

(d) When the deputy has probable cause to believe the person has committed a
misdemeanor for which an arrest is authorized or required by statute even though
the offense has not been committed in the presence of the deputy such as certain
domestic violence offenses.

(e) In compliance with an arrest warrant.
100.3.2 ARREST AUTHORITY OUTSIDE THE JURISDICTION OF THE NEVADA COUNTY
SHERIFF'S OFFICE

The arrest authority outside the jurisdiction of the Nevada County Sheriff's Office includes (Penal
Code § 830.1; Penal Code § 836):

(@) When the deputy has probable cause to believe the person committed a felony.
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(b)  When the deputy has probable cause to believe the person has committed a
misdemeanor in the presence of the deputy and the deputy reasonably believes there
is immediate danger to person or property or of escape.

(c) When the deputy has probable cause to believe the person has committed a
misdemeanor for which an arrest is authorized even if not committed in the presence of
the deputy such as certain domestic violence offenses and there is immediate danger
to person or property or of escape or the arrest is mandated by statute.

(d)  When authorized by a cross jurisdictional agreement with the jurisdiction in which the
arrest is made.

(e) In compliance with an arrest warrant.

On-duty arrests will not generally be made outside the jurisdiction of this office except in cases of
hot or fresh pursuit, while following up on crimes committed within the County, or while assisting
another agency.

On-duty deputies who discover criminal activity outside the jurisdiction of the County should
when circumstances permit, consider contacting the agency having primary jurisdiction before
attempting an arrest.

100.3.3 DELIVERY TO NEAREST MAGISTRATE

When a deputy makes an arrest pursuant to a warrant with bail set, and the warrant was issued in
a county other than where the person was arrested, the deputy shall inform the person in writing
of the right to be taken before a magistrate in the county where the arrest occurred (Penal Code
§ 821; Penal Code § 822).

100.3.4 TIME OF MISDEMEANOR ARRESTS
Deputies shall not arrest a person for a misdemeanor between the hours of 10:00 p.m. of any day
and 6:00 a.m. of the next day unless (Penal Code § 840):

(@) The arrest is made without a warrant pursuant to Penal Code § 836 which includes:
1. A misdemeanor committed in the presence of the deputy.
2. Misdemeanor domestic violence offenses (See the Domestic Violence Policy).
(b) The arrest is made in a public place.
(c) The arrest is made with the person in custody pursuant to another lawful arrest.
(d) The arrest is made pursuant to a warrant which, for good cause shown, directs that it

may be served at any time of the day or night.

100.3.5 OREGON AUTHORITY

Sworn members of this office who enter the state of Oregon in order to provide or attempt to
provide law enforcement assistance have Oregon peace officer authority within 50 miles from
the California-Oregon border (ORS 133.405). Such authority shall only apply when deputies are
acting:
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(@) Inresponse to arequest for law enforcement assistance initiated by an Oregon sheriff,
constable, marshal, municipal police officer or member of the Oregon State Police.

(b) In response to a reasonable belief that emergency law enforcement assistance is
necessary to preserve life, and circumstances make it impractical for Oregon law
enforcement officials to formally request assistance.

(c) For the purpose of assisting Oregon law enforcement officials with emergency
assistance in response to criminal activity, traffic accidents, emergency incidents
or other similar public safety situations, regardless of whether an Oregon law
enforcement official is present at the scene of the incident.

Nevada County Sheriff's Office deputies have no authority to enforce Oregon traffic or motor
vehicle laws.

Whenever practicable, deputies should seek permission from a office supervisor before entering
Oregon to provide law enforcement services. As soon as practicable, deputies exercising law
enforcement authority in Oregon shall submit any appropriate written reports concerning the
incident to the Oregon agency having primary jurisdiction over the area in which the incident
occurred.

100.4 INTERSTATE PEACE OFFICER POWERS
Peace officer powers may be extended to other states:

(@) As applicable under interstate compacts, memorandums of understanding or mutual
aid agreements in compliance with the laws of each state.

(b)  When a deputy enters an adjoining state in close or fresh pursuit of a person believed
to have committed a felony (ARS § 13-3832; NRS 171.158; ORS 133.430).

The person arrested out of state must be taken without unnecessary delay before a magistrate of
the county in which the arrest was made (ARS § 13-3833; NRS 171.158; ORS 133.440).

100.5 CONSTITUTIONAL REQUIREMENTS
All members shall observe and comply with every person’s clearly established rights under the
United States and California Constitutions.
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101.1 PURPOSE AND SCOPE
The California Commission on Peace Officer Standards and Training (POST) has mandated that

all sworn officers and dispatchers employed within the State of California shall receive certification
by POST within prescribed time periods.

101.1.1 SHERIFF CANDIDATEREQUIREMENTS
Prior to filing for the office of Sheriff, any candidate shall at minimum meet the requirements of
Government Code § 24004.3.
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102.1 PURPOSE AND SCOPE
The purpose of this policy is to ensure that oaths, when appropriate, are administered to office

members.

102.2 POLICY

It is the policy of the Nevada County Sheriff's Office that, when appropriate, office members affirm
the oath of their office as an expression of commitment to the constitutional rights of those served
by the Office and the dedication of its members to their duties.

102.3 OATH OF OFFICE

All office members, when appropriate, shall take and subscribe to the oaths or affirmations
applicable to their positions. All sworn members shall be required to affirm the oath of office
expressing commitment and intent to respect constitutional rights in discharging the duties of a
law enforcement officer (Cal. Const. Art. 20, 8§ 3; Government Code § 3102). The oath shall be
as follows:

“I, (employee name), do solemnly swear (or affirm) that | will support and defend the Constitution
of the United States and the Constitution of the State of California against all enemies, foreign
and domestic; that | will bear true faith and allegiance to the Constitution of the United States
and the Constitution of the State of California; that | take this obligation freely, without any mental
reservation or purpose of evasion; and that | will well and faithfully discharge the duties upon
which | am about to enter.”

102.4 MAINTENANCE OF RECORDS
The oath of office shall be filed as prescribed by law (Government Code § 3105).
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103.1 PURPOSE AND SCOPE

The manual of the Nevada County Sheriff's Office is hereby established and shall be referred to
as the Policy Manual or the manual. The manual is a statement of the current policies, rules and
guidelines of this office. All members are to conform to the provisions of this manual.

All prior and existing manuals, orders and regulations that are in conflict with this manual are
rescinded, except to the extent that portions of existing manuals, procedures, orders and other
regulations that have not been included herein shall remain in effect, provided that they do not
conflict with the provisions of this manual.

103.2 POLICY

Except where otherwise expressly stated, the provisions of this manual shall be considered
as guidelines. It is recognized that the work of law enforcement is not always predictable and
circumstances may arise which warrant departure from these guidelines. It is the intent of this
manual to be viewed from an objective standard, taking into consideration the sound discretion
entrusted to members of this office under the circumstances reasonably available at the time of
any incident.

103.2.1 DISCLAIMER

The provisions contained in the Policy Manual are not intended to create an employment contract
nor any employment rights or entittements. The policies contained within this manual are for the
internal use of the Nevada County Sheriff's Office and shall not be construed to create a higher
standard or duty of care for civil or criminal liability against the County, its officials or members.
Violations of any provision of any policy contained within this manual shall only form the basis for
office administrative action, training or discipline. The Nevada County Sheriff's Office reserves the
right to revise any policy content, in whole or in part.

103.3 AUTHORITY

The Sheriff shall be considered the ultimate authority for the content and adoption of the provisions
of this manual and shall ensure compliance with all applicable federal, state and local laws. The
Sheriff or the authorized designee is authorized to issue General Orders, which shall modify those
provisions of the manual to which they pertain. General Orders shall remain in effect until such
time as they may be permanently incorporated into the manual.

103.4 DEFINITIONS
The following words and terms shall have these assigned meanings throughout the Policy Manual,
unless it is apparent from the content that they have a different meaning:

Adult - Any person 18 years of age or older.
CCR - California Code of Regulations (Example: 15 CCR 1151).
CHP- The California Highway Patrol.
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CFR - Code of Federal Regulations.

County - The County of Nevada County.

Non-sworn - Employees and volunteers who are not sworn peace officers.
Office/NCSO - The Nevada County Sheriff's Office.

DMV - The Department of Motor Vehicles.

Employee - Any person employed by the Office.

Juvenile - Any person under the age of 18 years.

Manual - The Nevada County Sheriff's Office Policy Manual.

May - Indicates a permissive, discretionary or conditional action.

Member - Any person employed or appointed by the Nevada County Sheriff's Office, including:

. Full- and part-time employees
. Sworn peace officers

. Reserve, auxiliary deputies

. Non-sworn employees

. Volunteers.

Deputy - Those employees, regardless of rank, who are sworn peace officers of the Nevada
County Sheriff's Office.

On-duty - A member’s status during the period when he/she is actually engaged in the
performance of his/her assigned duties.

Order - A written or verbal instruction issued by a superior.

POST - The California Commission on Peace Officer Standards and Training.
Rank - The title of the classification held by a deputy.

Shall or will - Indicates a mandatory action.

Should - Indicates a generally required or expected action, absent a rational basis for failing to
conform.

Supervisor - A person in a position of authority that may include responsibility for hiring, transfer,
suspension, promotion, discharge, assignment, reward or discipline of other office members,
directing the work of other members or having the authority to adjust grievances. The supervisory
exercise of authority may not be merely routine or clerical in nature but requires the use of
independent judgment.

The term "supervisor" may also include any person (e.g., deputy-in-charge, lead or senior worker)
given responsibility for the direction of the work of others without regard to a formal job title, rank
or compensation.
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When there is only one office member on-duty, that person may also be the supervisor, except
when circumstances reasonably require the notification or involvement of the member’s off-duty
supervisor or an on-call supervisor.

USC - United States Code.

103.5 ISSUING THE POLICY MANUAL

An electronic version of the Policy Manual will be made available to all members on the office
network for viewing and printing. No changes shall be made to the manual without authorization
from the Sheriff or the authorized designee.

Each member shall acknowledge that he/she has been provided access to, and has had the
opportunity to review the Policy Manual and General Orders. Members shall seek clarification as
needed from an appropriate supervisor for any provisions that they do not fully understand.

103.6 PERIODIC REVIEW OF THE POLICY MANUAL
The Sheriff will ensure that the Policy Manual is periodically reviewed and updated as necessary.

103.7 REVISIONS TO POLICIES

All revisions to the Policy Manual will be provided to each member on or before the date the policy
becomes effective. Each member will be required to acknowledge that he/she has reviewed the
revisions and shall seek clarification from an appropriate supervisor as needed.

Members are responsible for keeping abreast of all Policy Manual revisions.

Each Division Commander will ensure that members under his/lher command are aware of any
Policy Manual revision.

All office members suggesting revision of the contents of the Policy Manual shall forward their
written suggestions to their Division Commanders, who will consider the recommendations and
forward them to the command staff as appropriate.
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104.1 PURPOSE AND SCOPE
The purpose of this policy is to ensure that all peace officers are aware of their individual
responsibilities to maintain their integrity and that of their office at all times.

104.2 POLICY
The Law Enforcement Code of Ethics shall be administered to all peace officer trainees during
the Basic Academy course and to all other persons at the time of appointment (11 CCR 1013).

104.3 LAW ENFORCEMENT CODE OF ETHICS

AS A LAW ENFORCEMENT OFFICER, my fundamental duty is to serve; to safeguard lives and
property; to protect the innocent against deception, the weak against oppression or intimidation,
and the peaceful against abuse or disorder; and to respect the constitutional rights of all to liberty,
equality and justice.

| WILL keep my private life unsullied as an example to all; maintain courageous calm in the face of
danger, scorn, or ridicule; develop self-restraint; and be constantly mindful of the welfare of others.
Honest in thought and deed in both my personal and official life, | will be exemplary in obeying the
laws of the land and the regulations of my office. Whatever | see or hear of a confidential nature or
that is confided to me in my official capacity will be kept ever secret unless revelation is necessary
in the performance of my duty.

I WILL never act officiously or permit personal feelings, prejudices, animosities or friendships to
influence my decisions. With no compromise for crime and with relentless prosecution of criminals,
I will enforce the law courteously and appropriately without fear or favor, malice or ill will, never
employing unnecessary force or violence and never accepting gratuities.

I RECOGNIZE the badge of my office as a symbol of public faith, and | accept it as a public
trust to be held so long as | am true to the ethics of the police service. | will constantly strive to
achieve these objectives and ideals, dedicating myself before god to my chosen profession... law
enforcement.

104.3.1 OBJECTION TO RELIGIOUS AFFIRMATION
Reference to religious affirmation in the Law Enforcement Code of Ethics may be omitted where

objected to by the deputy.
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Organizational Structure and Responsibility

200.1 PURPOSE AND SCOPE

The organizational structure of this office is designed to create an efficient means to accomplish
our mission and goals and to provide for the best possible service to the public.

200.2 SHERIFF

The Sheriff is the County's Coroner and Public Administrator. The Sheriff is also responsible for
keeping the peace (e.g., making arrests, responding to calls); attending the courts (e.g., superior
court bailiffs); and operating the county jails.

200.2 DIVISIONS
The Sheriff is responsible for administering and managing the Nevada County Sheriff's Office.
There are three divisions in the Sheriff's Office as follows:

. Administration Division
. Operations Division

o Corrections Division

200.2.1 ADMINISTRATION DIVISION

The Administration Division is commanded by a Captain, whose primary responsibility is to provide
general management direction and control for the Administration Division. The Administration
Division consists of Records, Civil, Coroner, the Regional Dispatch Center, the Professional
Standards Unit and the Sheriff's Property Unit.

200.2.2 OPERATIONS DIVISION

The Operations Division is commanded by a Captain, whose primary responsibility is to provide
general management direction and control for the Operations Division. The Operations Division
consists of Uniformed Patrol, Investigations, Animal Control, and Volunteers.

200.2.3 CORRECTIONS DIVISION

The Corrections Division is commanded by a Captain, whose primary responsibility is to provide
general management direction and control for the Corrections Division. The Corrections Division
consists of the Wayne Brown Correctional Facility, Nevada City Court Holding Facility, Court
Security, Truckee Jail, and Truckee Court Holding.

200.3 UNDERSHERIFF
The Undersheriff is responsible for overseeing the administering and managing the divisions of
the Sheriff's Office. In addition, the Undersheriff directly manages the Sheriff's Finance Unit.

200.5 COMMAND PROTOCOL
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200.5.1 SUCCESSION OF COMMAND

The Sheriff exercises command over all personnel in the Office. During planned absences the
Sheriff will designate the Undersheriff or, in the Undersheriff's absence, a Division Commander
to serve as the acting Sheriff.

200.5.2 UNITY OF COMMAND

The principles of unity of command ensure efficient supervision and control within the Office.
Generally, each employee shall be accountable to one supervisor at any time for a given
assignment or responsibility. Except where specifically delegated authority may exist by policy or
special assignment (e.g., K-9, SED, Dive, CINT, FTO), any supervisor may temporarily direct any
subordinate if an operational necessity exists.

200.5.3 ORDERS
Members shall respond to and make a good faith and reasonable effort to comply with the lawful

order of superior officers and other proper authority.
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General Orders

201.1 PURPOSE AND SCOPE

General Orders establish an interdepartmental communication that may be used by the Sheriff
to make immediate changes to policy and procedure consistent with the current Memorandum
of Understanding and as permitted by Government Code 8 3500 et seq. General Orders will
immediately modify or change and supersede sections of this manual to which they pertain.

201.1.1 GENERAL ORDER PROTOCOL

General Orders will be incorporated into the manual as required upon approval of Command Staff.
General Orders will modify existing policies or create a new policy as appropriate and will be
rescinded upon incorporation into the manual.

All existing General Orders have now been incorporated in the updated Policy Manual as of the
below revision date.

Any General Orders issued after publication of the manual shall be numbered consecutively
starting with the last two digits of the year, followed by the number 01. For example, 12-01 signifies
the first General Order for the year 2012.

201.2 RESPONSIBILITIES

201.2.1 COMMAND STAFF
The Command Staff shall review and approve revisions of the Policy Manual, which will

incorporate changes originally made by a General Order.

201.2.2 SHERIFF
The Sheriff shall issue all General Orders.

201.3 ACCEPTANCE OF GENERAL ORDERS

All employees are required to read and obtain any necessary clarification of all General Orders.
All employees are required to acknowledge in writing the receipt and review of any new
General Order. Signed acknowledgement forms and/or e-mail receipts showing an employee’s
acknowledgement will be maintained by the Training Manager.
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Training

203.1 PURPOSE AND SCOPE

It is the policy of this office to administer a training program that will provide for the professional
growth and continued development of its personnel. By doing so, the Office will ensure its
personnel possess the knowledge and skills necessary to provide a professional level of service
that meets the needs of the community.

203.2 PHILOSOPHY

The Sheriff's Office seeks to provide ongoing training and encourages all personnel to participate
in advanced training and formal education on a continual basis. Training is provided within the
confines of funding, requirements of a given assignment, staffing levels, and legal mandates.
Whenever possible, the Sheriff's Office will use courses certified by the California Commission on
Peace Officer Standards and Training (POST).

203.3 OBJECTIVES
The objectives of the Training Program are to:

(@) Enhance the level of law enforcement service to the public.

(b) Increase the technical expertise and overall effectiveness of our personnel.

(c) Provide for continued professional development of office personnel.

(d) Ensure compliance with POST rules and regulations concerning law enforcement
training.

203.4 TRAINING PLAN

A training plan will be developed and maintained by the Training Manager. It is the responsibility
of the Training Manager to maintain, review, and update the training plan on an annual basis. The
plan will address the following areas:

Firearms qualifications.
POST mandated training.
Legal updates.

Any other training deemed necessary by the Sheriff.

203.5 TRAINING NEEDS ASSESSMENT

The Professional Standards Unit will conduct an annual training-needs assessment of the Office.
The needs assessment will be reviewed by command staff. Upon approval by command staff, the
needs assessment will form the basis for the training plan for the fiscal year.
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203.6 TRAINING PROCEDURES

(@) Allemployees assigned to attend training shall attend as scheduled unless previously
excused by their immediate supervisor. Excused absences from mandatory training
should be limited to the following:

Court appearances
Approved Leave
Sick leave

Physical limitations preventing the employee's participation.

a r w Do

Emergency situations
(b)  When an employee is unable to attend mandatory training, that employee shall:

1.  Notify his/her supervisor as soon as possible but no later than one hour prior
to the start of training.

Document his/her absence in a memorandum to his/her supervisor.

3. Make arrangements through his/her supervisor and the Training Manager to
attend the required training on an alternate date.

203.7 DAILY TRAINING BULLETINS

The Lexipol Daily Training Bulletins (DTBSs) is a web-accessed system that provides training on the
Nevada County Sheriff's Office Policy Manual and other important topics. Generally, one training
bulletin is available for each day of the month. However, the number of DTBs may be adjusted
by the Training Manager.

Personnel assigned to participate in DTBs should only use the password and login name assigned
to them by the Training Manager. Personnel should not share their password with others and
should frequently change their password to protect the security of the system. After each session,
employees should log off the system to prevent unauthorized access. The content of the DTBs is
copyrighted material and shall not be shared with others outside of the Office.

Employees who are assigned to participate in the DTB program should complete each DTB at the
beginning of their shift or as otherwise directed by their supervisor. Employees should not allow
uncompleted DTBs to build up over time. Personnel may be required to complete DTBs missed
during extended absences (e.g., vacation, medical leave) upon returning to duty. Although the
DTB system can be accessed from any Internet active computer, employees shall only take DTBs
as part of their on-duty assignment unless directed otherwise by a supervisor.

Supervisors will be responsible for monitoring the progress of personnel under their command to
ensure compliance with this policy.

203.8 POLICY

The Office shall administer a training program that will meet the standards of federal, state, local,
and POST training requirements. It is a priority of this office to provide continuing education and
training for the professional growth and development of its members.
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203.9 TRAINING MANAGER

The Sheriff shall designate a Training Manager who is responsible for developing, reviewing,
updating, and maintaining the office training plan so that required training is completed. The
Training Manager should review the training plan annually.

203.9.1 TRAINING RESTRICTION

The Training Manager is responsible for establishing a process to identify deputies who are
restricted from training other deputies for the time period specified by law because of a sustained
use of force complaint (Government Code § 7286(b)).
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204.1 PURPOSE AND SCOPE

The purpose of this policy is to establish guidelines for the proper use and application of the
Office's electronic mail (email) system by employees of this office. Email is a communication
tool available to employees to enhance efficiency in the performance of job duties and is to be
used in accordance with generally accepted business practices and current law (e.g., California
Public Records Act). Messages transmitted over the email system must only be those that involve
official business activities or contain information essential to employees for the accomplishment
of business-related tasks and/or communication directly related to the business, administration,
or practices of the Office.

204.2 EMAIL RIGHT OF PRIVACY

All email messages, including any attachments, that are transmitted over office networks are
considered Sheriff's office records and therefore are Sheriff's office property. The Office reserves
the right to access, audit or disclose, for any lawful reason, any message including any attachment
that is transmitted over its email system or that is stored on any office system.

The email system is not a confidential system since all communications transmitted on, to or
from the system are the property of the Office. Therefore, the email system is not appropriate
for confidential communications. If a communication must be private, an alternative m