
 

Tom Bean Police Department 
 

Standard Operating Procedure 
 
Number: 201.001 Effective Date: ??/??/???? 
Subject: Patrol Units Revision Date:  
Affected Personnel: Patrol Amends/Supersedes:  
Reference: N/A 
 
I. Policy 
 

It is the policy of this Department that vehicles assigned for routine or general patrol 
shall be stocked with the necessary equipment needed by patrol officers to handle 
emergencies and preliminary investigations effectively and be conspicuously marked in 
such a manner as to identify them as law enforcement vehicles. 

 
II. Patrol Vehicles 
 

A. A conspicuously marked patrol vehicle increases safety, serves as a warning to 
potential violators, and provides citizens with a feeling of security.  Therefore, all 
patrol vehicles, except for those used for tactical or covert assignments, will be 
conspicuously marked to be effectively visible and readily identified as law 
enforcement vehicles. Markings and equipment shall include, but are not limited 
to, the following:  

 
1. Emergency lights with red, blue, and white emergency lights or any 

combination thereof; 
 

2. A siren; 
 

3. An exterior spotlight; 
 

4. The words “Tom Bean Police” lettered on each side of the vehicle; 
 

5. Reflective striping, lettering, and decals placed on the sides and rear of 
the vehicle; and  

 
6. The “911” emergency number in reflective lettering on the rear of the 

vehicle. 
 

B. Vehicle discrepancies 
 

1. Officers are responsible for the inspection of their assigned patrol unit 
prior to beginning their duty shift.  Patrol units should be inspected for 
damage, cleanliness, malfunction, or evidence of misuse.  The patrol unit 
should also be inspected for shortage of required equipment. 
 

 
2. In the event that the patrol unit or equipment is damaged, has mechanical 

problems, or equipment and supplies are missing or inoperative, officers 



 
will requisition repairs or replacement by notifying their immediate 
supervisors. 

 
a) Discrepancies or damage that makes the vehicle unsafe to operate 

should be documented and the vehicle placed out of service. 
 

3. When discrepancies arise during vehicle operation, efforts should be 
made to correct the problem as soon as possible. 

 
4. Uncorrected minor discrepancies, not affecting the safe operation of the 

vehicle, shall be called to the attention of the supervisor. 
 

5. The Patrol Sergeant shall maintain files for reported damage and 
discrepancies for vehicles assigned to the Unit. 

 
6. Previously unreported discrepancies, including unauthorized articles and 

trash or damage, will be reported to the supervisor and appropriate reports 
made. 

 
a) If any of these conditions are found and have not been reported, 

the last person to use the vehicle will be the first person assumed 
responsible. 

 
C. Procedures for replenishing equipment 

 
1. Officers will inspect their assigned patrol unit before their duty tour to 

ensure that all items are functioning properly and are sufficiently stocked. 
 

2. The officers shall ensure that their assigned patrol unit is equipped with at 
least the following equipment: 

 
a) Equipment storage box; 

 
b) Reflective or fluorescent vests;  

 
c) Emergency blanket; 

 
d) Flares – minimum of three; 

 
e) Seat belt cutter; 

 
f) First aid kit; 

 
g) Fire extinguisher; and 

 
h) Latex gloves. 

 
3. Restocking of patrol unit of the above expendable items is the 

responsibility of the personnel who used them.  Items used should be 
restocked before the end of the tour of duty.  Officers shall contact the 
Patrol Sergeant and request the items that need to be restocked.  



 
 

4. It is the responsibility of each officer to ensure that the patrol vehicle has 
at least half of a tank of gas at the end of the shift so that the patrol vehicle 
is ready in the event of an emergency. 

 
D. Sergeant’s responsibilities  

 
1. Sergeant’s patrol unit: All supervisors will check the following equipment in 

their assigned patrol unit before their tour of duty to ensure that all items 
are functioning properly and are sufficiently stocked. 
 

2. Ensure that all reported unsafe patrol units are pulled out of service and 
reported for repair. 



 

Tom Bean Police Department 
 

Standard Operating Procedure 
 
Number: 201.002 Effective Date: ??/??/???? 
Subject: Traffic Enforcement Revision Date: 
Affected Personnel: Patrol Amends/Supersedes:  
Reference:  
 
I. Policy  
 

It is the intent of the Department to establish guidelines for the uniform enforcement of 
applicable traffic laws under all categories, after taking into account the degree and 
severity of the violation committed. 

 
II. Control and Management of Traffic Citations  
 

A. To ensure that traffic citations are accounted for from the point of issuance by 
individual officers through final adjudication by the court or administrative 
authority, the Municipal Court is required to provide an audit trail so that each 
citation may be traced. 

 
1. Citations booklets will be kept in the office of The Chief of Police.   

 
2. The Chief of Police or designee will issue citations booklets.  Only one 

citation booklet at a time may be issued to an officer.  Exceptions for 
special enforcement situations may be made if necessary. 

 
3. Citations are provided to officers in booklets of 25 consecutively numbered 

tickets. 
 

4. Officers will sign for citations with the first citation number and last citation 
number of the booklet documented in the citation log. 

 
5. The officer who was provided the citations will explain any citation lost, 

stolen, or otherwise invalidated, in memorandum form.  The citation will be 
attached to the memorandum if possible. 

 
6. Voided citations shall be forwarded to the Municipal Court Clerk. 

 
7. Copies of all citations shall be forwarded to the Municipal Court Clerk at 

the end of each shift. 
 

8. The Municipal Court shall maintain records regarding the final disposition 
of each citation issued. 

 
 
 
 
III. Selective Traffic Enforcement 



 
 

A. The Patrol Sergeant is responsible for the overall implementation and evaluation 
of selective traffic enforcement. 

 
B. The Patrol Sergeant is responsible for deploying personnel to conduct selective 

traffic enforcement. 
 
IV. Traffic Law Enforcement 
 

A. Enforcement methods 
 

1. Officers may use the following methods in traffic law enforcement: 
 

a) Line patrol – Patrol between two specific points on a given street.   
 

b) Area patrol – Moving patrol within a defined area. 
 

c) Directed patrol – Patrol in a specific area with a specific purpose.   
 

d) Stationary traffic observation 
 

(1) Visible stationary traffic observation; and 
 

(2) Concealed stationary traffic observation. 
 

2. In normal patrol operations, it is the policy of the Department to maintain a 
visible traffic patrol as a deterring presence for traffic violators. 

 
3. Units not equipped with lights and siren should not be used for regular 

traffic enforcement duties.   
 

4. This Department will not utilize roadside safety checks as a method of 
traffic enforcement.   

 
B. Enforcement Actions 

 
1. All sworn personnel shall take the appropriate action(s) in enforcing State 

and local traffic laws in accordance with the general guidelines established 
in this Directive.   

 
a) Warnings - warnings are utilized as substitutes for citations when 

circumstances warrant, especially in the case of inadvertent non-
hazardous violations.   

 
b) Traffic Citations – traffic citations should be issued to violators who 

jeopardize the safe and efficient flow of vehicular or pedestrian 
traffic with a hazardous moving violation or a violator who operates 
an unsafe or improperly equipped vehicle or when the officer has 
reason to believe that a warning will not gain compliance with the 
law. 

 



 
c) Arrest – Officers may make physical arrest in the following 

circumstances:  
 

(1) Violations of traffic laws pertaining to driving under the 
influence of alcohol or other intoxicants. 

 
(2) Whenever a felony has been committed involving a vehicle. 

 
(3) Whenever the operator has no valid operator license and 

cannot prove his/her identity, or is operating a motor vehicle 
with their operator license suspended. 

 
(4) When the officer has reason to believe and can articulate 

that belief, that the operator will represent a continued threat 
to the safety of vehicular or pedestrian traffic. 

 
 
V. Special Enforcement Considerations 
 

A. Nonresidents of the State 
 

1. Officers shall familiarize themselves with the appropriate State Law that 
describes the reciprocal provisions applicable to residents of states that 
are members of the Nonresident Violator Compact. 

  
2. Because of the fact that the list of member states is continually changing, 

officers are to assume that the nonresident offender is from a Compact 
member state, and will handle the offense accordingly. 

 
B. Juveniles 

 
1. Texas State Law establishes the procedure for handling traffic law 

violations committed by a juvenile. 
 

2. Officers should refrain from issuing citations to violators who are under 14 
years of age.  Officers should attempt to contact a parent or other 
responsible adult to take custody of the violator and the violator’s vehicle.  

 
3. Departmental policies directing the arrests of juveniles in incidents of 

public intoxication or DWI are found in the chapter on Intoxicated 
Juveniles in the Administrative Directives Manual. 

 
 
 
 
 
 

C. Legislators 
 

1. Officers are prohibited by law from citing or arresting State Legislators 
who are en route to or from the State Legislature, allowing one day for 
every twenty miles such member may reside from the place at which the 



 
Legislature is convened, or during the session of the Legislature.  This 
privilege applies except in cases of treason, felony, or breach of the 
peace. 

 
D. Military personnel 

 
1. Military Personnel are to be treated as residents of this state in matters of 

traffic enforcement.  It should be noted that any person on active duty in 
the armed forces who has in his or her immediate possession a valid 
license issued in a foreign country by the armed forces of the United 
States may operate a motor vehicle in this state for a period of not more 
than 90 days from the date of his or her return to the United States. 

 
E. Diplomatic immunity 

 
1. Legal restrictions also prohibit the citing or arresting of any foreign 

diplomats, consular officials, or other foreign government officials. In the 
event that these persons are physically unable to drive, the Officer may 
provide or arrange transportation.  Family members of diplomats and 
consular officials cannot claim immunity and should be dealt with 
courteously according to law and Department procedure. 

 
F. Witness immunity 

 
1. Legal restrictions also prohibit the arrest and service of process of certain 

witnesses.  If a person comes into this State or passes through this State 
while going to another State, in obedience to the summons directing the 
person to attend and testify in this State or another State, the person is 
exempt from arrest in connection with matters which arose before their 
entrance into this State.  

 
VI. Uniformity of Traffic Law Enforcement  
 

A. Uniform enforcement of traffic laws is essential in controlling unlawful acts and 
encouraging voluntary compliance. 

 
B. When an officer observes a traffic violation, unless otherwise directed, it is the 

officer’s discretion as to which of the following applicable levels of enforcement to 
take: 

 
1. Warning; 

 
2. Citations; or 

 
3. Custody arrest with supervisory approval. 

 
C. A uniform traffic enforcement policy does not preclude the exercise of officer 

discretion based upon the seriousness of the violation and the action which is 
most likely to result in future compliance with the law. 

 



 
D. Uniform enforcement measures support the ultimate aim of traffic law 

enforcement, that is, to achieve voluntary compliance with traffic laws and 
regulations.  The following discretionary levels of enforcement may be utilized: 

 
1. Speed violations 

 
a) Legally, there is no defense for exceeding the speed limit.  

Practically, however, there exists sufficient reason to believe that 
factors such as improperly calibrated speedometers, weather 
conditions, confusing speed restrictions, and other factors may give 
a driver cause to believe the speed was legal.  Officers should 
exercise discretion when deciding if a citation or warning is 
appropriate. 

 
b) Tolerances for speeding violations – Radar and vehicle pace 

 
(1) Over limit in a posted speed zone - officers should allow at 

least nine mph in excess of the specified speed and issue 
citation or warning at 10 mph or greater over the limit. 

 
(2) Over limit in a posted school zone - officers should allow 

three mph in excess of the specified speed and issue citation 
or warning at four mph or greater. 

 
(3) Over limit in a posted construction zone - officers should 

allow four mph in excess of the specified speed and issue 
citation or warning at five mph or greater. 

 
2. Hazardous violation other than speed 

 
a) Under normal circumstances it will be the practice to issue a 

citation, if appropriate, for hazardous moving violations, however, 
consideration should be given to the weather conditions, traffic 
volume, pedestrian traffic, and location. 

 
3. Equipment violations   

 
a) When a vehicle is found to be in violation of equipment 

requirements, a citation or warning may be issued. 
 

4. Public carrier and commercial vehicle violations   
 

a) Commercial carriers will be treated the same as the general public.  
Enforcement policies and procedure delineated in this directive are 
applicable to the commercial carrier.   

 
5. Off-road recreational vehicles 

 
a) Officers will take appropriate enforcement action for violations 

involving violations committed by operators of off-road recreational 
vehicles.  Officer should initiate enforcement action in an effort to 



 
reduce injury resultant of accidents as well as complaints of 
excessive noise, trespassing, and property damage. 

 
6. Other non-hazardous violations 

 
a) Non-hazardous violations may be resolved by warning or with the 

issuance of a citation.  If previous warning has failed to correct 
driving habits, officer should issue citation. 

 
7. Multiple violations   

a) Multiple non-hazardous violations may be resolved by warning or 
with the issuance of a citation.  Multiple hazardous violations may 
be resolved with the issuance of a citation or with a custody arrest if 
violations constituted reckless driving.  

 
8. Newly enacted laws and regulations   

 
a) Legally, there is no binding grace periods before a law or ordinance 

can be enforced other than that specifically stated in the law or 
ordinance itself.  However, officers of this Department shall allow a 
thirty-day grace period for newly enacted laws or ordinances during 
which time warnings will be issued. 

 
9. Driving While Intoxicated  

 
a) Incidents involving the enforcement of laws related to driving under 

the influence of alcohol/drugs will be handled in accordance with 
the Texas Laws relating to Driving While Intoxicated. 

 
10. Suspended or revoked driving privileges 

 
a) Upon confirmation that a subject is driving with a suspended or 

revoked license, the officer may arrest the violator or release the 
violator provided he or she does not continue to operate the vehicle 
and file the case at large. 

 
b) If the driver is from another state, the officer should cite for no 

operator’s license. 
 
 
 
 
 
 

11. Violations resulting in traffic collisions 
 

a) Usually, citations are not issued unless the accident is witnessed by 
the officer or upon a signed complaint.  Depending on the 
circumstances, enforcement for violations such as Fail to Maintain 
Financial Responsibility, may be taken. 

 
12. Pedestrian and bicycle 



 
 

a) Officers should take appropriate enforcement action when and 
where hazardous bicycle and pedestrian violations are observed.   

 
b) Use discretion in the application of such enforcement where the 

traffic flow is minimal, visibility clear, and related traffic accidents is 
few. 

 
c) When dealing with youthful offenders, take an instructive approach.  

Officers should consider contacting a parent or guardian when 
young children are involved in a hazardous situation.  

 
VII. Officer Conduct in Relation with Traffic Violators  
 

A. In order to ensure that officers take proper enforcement action and to attempt to 
favorably alter the violator’s future driving habits, officers should adhere to the 
following guidelines when conducting traffic enforcement: 

 
1. When a violation is observed, the officer should first obtain the vehicle 

registration number of the suspect vehicle and advise dispatch of the 
vehicle registration number and location of the stop. 

 
2. Stop the vehicle in such a manner and location so as not to create a 

hazardous situation. 
 

3. Place the patrol car safely behind the violator’s vehicle with emergency 
and strobe lights operating.  Positioning of the vehicles should allow 
protection of the officer from traffic approaching from behind and at night 
allow the police vehicle headlights to shine on the rear and left side of the 
vehicle.  During hours of darkness, the spotlight should be aimed at the 
rear window of the suspect’s vehicle so as not to interfere with the vision 
of oncoming vehicles. 

 
4. When approaching stopped vehicles, keep particular attention on the 

subjects in the vehicle for any sudden moves.   
 

5. Approach a stopped vehicle by walking along the driver’s side of the 
vehicle when safe and practical.  Do not stand alongside the door.  Force 
the driver to turn to talk with you. 

 
6. While talking with the driver, maintain a professional demeanor, be 

pleasant, but firm and businesslike.  Identify yourself and your Department 
to the violator.  Tell the driver why you have stopped him or her. 

 
7. Request the driver’s operator’s license and insurance information for the 

vehicle he or she is driving.  Do not accept the articles requested if left in 
the driver’s wallet or other card case. 

 
8. Be alert for any emergency that may arise, as well as emotional distress 

by the driver.  Do not make threats of violence. 
 



 
9. Before returning to your patrol vehicle, tell the driver what action you 

intend to take and advise the driver to remain in his or her vehicle unless 
circumstances dictate otherwise.  Back away from the violator’s vehicle, 
staying close to the left side of the vehicle, and watch the occupants for 
any sudden movements. 

 
10. Maintain expediency by having traffic manuals and ticket books at hand.  

Every effort consistent with accuracy shall be made to complete the traffic 
stop as quickly as possible.  When practical, check the driver’s license and 
wanted status of the driver. 

 
11. Beware of other vehicles, activities, and people in the immediate area. 

 
12. Return to the stopped vehicle with caution and request the driver to sign 

the citation.  After the driver signs the citation, provide the driver with a 
copy of the citation and the Municipal Court Information Sheet (A-040) 
which provides the driver with the following information: 

 
a) Court appearance date and time; 

 
b) Optional or mandatory court appearance; 

 
c) How to determine if a plea must be entered or a fine can be mailed 

or paid in person; and 
 

d) Address and phone number of the court. 
 

13. Allow the other vehicle to leave the scene of the stop before you, affording 
the vehicle protection from oncoming traffic. 

 
B. The officer will always ensure that his or her conduct and appearance are 

reflective of a professional police image. 
 
VIII. Use and Maintenance of Speed Measuring Devices 
 

A. In order to ensure that traffic safety goals and objectives are met, this 
Department will use speed measuring devices in traffic law enforcement. 

 
B. Equipment used as speed measuring devices include: 

 
1. Radar speed measuring devices that are determined to be in full 

compliance with standards of performance tested and established by the 
International Association of Chiefs of Police. 

 
2. Patrol vehicle speedometers that are certified as being calibrated and are 

checked by a moving radar test following the pace. 
 

C. Officers utilizing speed measuring devices are required to read the operator’s 
manual for each manufacturer of radar used within the Department.  The 
manuals will familiarize the officer with the unit’s use, capabilities, care, and 
maintenance.   

 



 
D. Officers will provide the proper care and upkeep for each radar unit as specified 

by the manufacturer. 
 

E. Radar units should be scheduled for maintenance and certification annually at a 
minimum. 

 
1. The Patrol Sergeant is responsible for documenting the annual 

maintenance and certification in addition to any other required 
maintenance. 

 
F. Each patrol officer shall receive training in the use of speed measuring devices.  

This training is required before an officer is authorized to use radar detection 
devices for traffic law enforcement. 

 
1. Officers are trained and tested on their knowledge of the radar. 

 
2. Officers are required to demonstrate their ability to operate a radar unit. 

 
G. Procedures for use of radar devices 

 
1. Prior to enforcement activity, the officer should ensure that the radar unit 

is in proper working order.  The radar unit is kept clean and free of 
obstructions, properly installed, and secured so as to prevent injury to the 
officer or damage to the radar unit in case of accident; 

 
2. Conduct radar in areas where speed related problems are present; 

 
3. Determine whether moving or stationary enforcement is appropriate; 

 
4. Ensure that the device is working properly by conducting the appropriate 

full system calibration at the beginning of the shift and an internal 
calibration check prior and subsequent to issuance of a citation; 

 
5. Identify the possible violator; 

 
6. Estimate the speed and range; 

 
7. Observe other traffic and environment; 

 
8. Observe the audio constant tone if available; 

 
9. Obtain a stable radar reading; 

 
10. Visually reconfirm target identity; and 

 
11. Take enforcement action. 

 
IX. Alcohol and Drug Enforcement Countermeasures 
 

A. One of the primary objectives of traffic enforcement is to reduce alcohol and 
drug- related traffic offenses. 

 



 
B. The Department encourages the apprehension and processing of alcohol and 

drug- impaired drivers through the following: 
 

1. Training to assist field officers in developing skills to detect and recognize 
those persons under the influence of alcohol or drugs. 

 
2. Selective assignment of personnel to high offense or problem areas;  

 
3. Selective enforcement of DWI laws through concentration on existing laws 

and the expeditious processing of violations.  Arrests and booking 
procedures for DWI arrests are outlined in this Directives manual. 

 
4. Education of the public in the area of alcohol and drug abuse. 

 
 
X. Referral of Drivers for Re-Examination by Licensing Authorities 
 

A. Routine enforcement, accident reporting, and investigation activities frequently 
lead to the discovery of drivers who have suspected incompetence, physical or 
mental disability, disease, or other conditions that might prevent the person from 
exercising reasonable and ordinary care over a motor vehicle.  When an officer 
becomes aware of such persons he or she should: 

 
1. Complete a copy of the DPS form entitled “Medical Evaluation Request” 

and obtain supervisory approval to forward the form to the address 
indicated. 

 
XI. Parking Enforcement 
 

A. Officers of the Tom Bean Police Department have the obligation to enforce all 
traffic laws including parking violations.  Officers are not responsible for enforcing 
any parking violations on private property other than that outlined for 
handicapped parking and fire lane violations. 

 
B. Vehicles that display disabled license, Disabled Veteran license, or disabled 

placard shall have unrestricted parking access to: 
 

1. Parking zones restricted to length of parking; and 
 

2. Areas designated for parking by handicapped persons only, including 
private parking lots. 

 
C. Vehicles which display either disabled license or placard do not have the 

authority to park: 
 

1. In zones prohibiting parking during certain hours; 
 

2. In zones where parking is prohibited to all vehicles; and 
 

3. Where parking would clearly present a traffic hazard. 
 



 
D. Officers who encounter a vehicle parked illegally in an area designated for only 

handicapped access shall: 
 

1. Make every effort to ensure the vehicle in question does not have a 
disabled license or placard; 

 
2. Confirm the license and VIN through a vehicle registration check; and 

 
3. Take enforcement action by attaching a standard traffic citation to the 

vehicle. 
 

E. Special attention is given to parking violations in the following circumstances:  
 

1. High traffic areas;  
 

2. Peak traffic times; and  
 

3. High citizen complaint areas.  
 

F. Enforcement activity is only undertaken in areas lawfully designated by official 
means as stipulated by State Law.   



 

Tom Bean Police Department 
 

Standard Operating Procedure 
 
Number: 201.003 Effective Date: ??/??/???? 
Subject: Towing and Inventory Revision Date:  
Affected Personnel: Patrol Personnel Amends/Supersedes:  
Reference: N/A 
 
I. Policy 
 

The intent of this Procedure is to establish guidelines for the towing and inventory of 
impounded vehicles. 

 
II. When Vehicles May be Towed 
 

A. Officers of the Tom Bean Police Department may remove or cause to be 
removed and impounded, if necessary, vehicles from any public highway, street, 
road, or private property when the vehicle is: 

 
1. A vehicle that has been used in a crime and/or has become evidence of a 

crime; 
 

2. A vehicle that is operated by a person taken into custody by the police 
department; 

 
3. A vehicle that is disabled by vehicle accident and the owner is unable to 

care for the vehicle; 
 

4. A vehicle that has been abandoned for 48 hours on public property; 
 

5. A vehicle found on private property that has remained on that property 
without the consent of the owner or person in control of property for more 
than 48 hours; 

 
6. A vehicle that has been classified as a junk vehicle; 

 
7. A vehicle that is blocking a public or private driveway; 

 
8. A vehicle, in the opinion of an officer, interferes with a normal function of a 

governmental agency, or because of a catastrophe, emergency, or 
unusual circumstance is imperiled; and 

 
9. Other situations that are approved by a supervisor prior to the removal. 

 
 
 
 
 
III. Abandoned and Junk Vehicles 



 
 

A. When an officer locates or receives a report of an abandoned vehicle, the officer 
should first determine if the vehicle is to be classified as abandoned or junk.  An 
officer should refer to Texas State Law for the definition of a junk vehicle.  If the 
vehicle is classified as junk, a report should be forwarded to the Chief of Police.  
If the vehicle is classified as abandoned, the following procedure shall apply: 

 
1. Abandoned vehicles on public property   

 
a) A Vehicle found left unattended creating a hazardous traffic 

situation should be removed immediately.  The 48-hour rule does 
not apply in this situation. 

 
b) An officer locating an abandoned vehicle on public property not 

creating a hazardous traffic situation should create a CAD call 
number and then place an Abandoned Vehicle Warning Tag on the 
rear window of the vehicle.  The 48-hour time limit will be counted 
from the time noted on the Warning Tag.   

 
c) The officer should place the tag on the rear window either on the 

lower left or right side and: 
 

(1) Place the tag in a position that will not obstruct the driver’s 
view; 

 
(2) Place the tag on non-painted surfaces only; 

 
(3) Place only one tag on the abandoned vehicle; and 

 
d) The officer locating an abandoned vehicle should make a 

reasonable attempt to notify the registered owner, by public service 
or in person, that the vehicle will be towed if not removed within 48 
hours. 

 
e) Any officer observing an abandoned vehicle with an Abandoned 

Vehicle Warning Tag that is past the 48-hour time limit may have 
that vehicle towed.  Officers having an abandoned vehicle towed 
should advise Communications of the make, model, color, and 
registration number of the towed vehicle.  The officer shall then 
request an OCA number and complete a report. 

 
2. Abandoned vehicles on private property 

 
a) Officers taking the initial report of an abandoned vehicle on private 

property should first determine if the vehicle is stolen, junk, or 
abandoned.  If the vehicle is abandoned the officers should place 
an Abandoned Vehicle Warning Tag on the rear window of the 
vehicle.  The 48-hour time limit will be counted from the time and 
date on the warning tag. 

b) The officer taking the initial report should attempt to contact the 
registered owner of the abandoned vehicle, by public service or in 



 
person, to notify the owner that the vehicle will be towed if not 
removed within 48 hours. 

 
c) Junk vehicles on private property 

 
(1) The Chief of Police or designee will be responsible for 

removal of junk vehicles on private or public property in 
accordance with applicable laws and city ordinances.   

 
(2) Patrol officers will assist the Chief of Police in enforcement 

when necessary to preserve the public peace. 
 
IV. Incidental to Arrest 
 

A. When the driver of a vehicle has been arrested, the officer has options in 
deciding what action to take concerning the vehicle.  The officer may: 

 
1. Allow the driver to drive the vehicle to the Tom Bean Police Department or 

the Grayson County Sheriff’s Office if the driver can immediately post 
bond for a Class C misdemeanor offense and the driver will not be a 
danger to himself or others; 

 
2. Allow a third party to take custody of the vehicle at the owner’s or 

operator’s request; 
 

3. Allow the vehicle to remain at the scene if it is legally parked and not a 
traffic hazard; or 

 
4. Impound the vehicle and inventory the contents if the previous three 

options have been explored.  Under no circumstances should an inventory 
be used to search a vehicle. 

 
V. Procedures for Towing 
 

A. Towing of impounded vehicles will normally be accomplished by towing services 
from the Department’s rotation list.   

 
B. If the vehicle is being towed due to an accident, the owner or person in control of 

the intended towed vehicle may, if capable, request a towing service of their 
choice.  Officers should ascertain from the owner or person in control of the 
vehicle which towing service they prefer.  If they have no preference, a towing 
service from the Department’s rotation list may be used. 

 
C. The dispatcher should notify the contact wrecker service and then document the 

purpose for towing the vehicle, location, time, make, model, color, and 
registration of the impounded vehicle. 

 
D. For security of the vehicle, the impounding officer or an assisting officer should 

keep the vehicle under constant observation until it has been released to the 
towing service. 

 



 
E. When releasing the intended vehicle to the tow service operator, the inventory 

officer shall have the tow driver sign for receipt of vehicle and provide the tow 
driver with a copy of the inventory report if one has been completed. 

 
VI. Inventory procedures 
 

A. Inventory searches are conducted in order to locate and identify items in a 
vehicle.  The search is completed in order to: 

 
1. Protect the owner’s property; 

 
2. Protect the police officer, the Department, and the wrecker service from 

subsequent claims of loss or of stolen property; 
 

3. Protect the police officer, the Department, and the wrecker service from 
dangerous instrumentalities such as weapons or explosives; and 

 
4. Inventories of vehicles will not be conducted for the purpose of discovering 

evidence. 
 

B. All vehicles impounded will have their contents inventoried.  Inventories will also 
be completed on vehicles involved in accidents where the driver or person 
responsible for the vehicle is incapacitated and the vehicle is towed at the 
officer’s request. 

 
1. A detailed list of all contents will be recorded on the Vehicle Impoundment 

Record. 
 

2. Inventory search of the intended impounded vehicle should be made at a 
safe location.  If the present site creates a hazard, the vehicle may be 
driven or towed to a safe location before conducting the inventory. 

 
3. Except in those cases where a search is conducted incidental to a lawful 

arrest, the examination of a vehicle for the purpose of inventorying 
personal property should be limited to places where a person would 
ordinarily store or leave items of personal property. 

 
4. Locked vehicle trunks, locked dash or console boxes, and locked 

containers will not be opened by force except in exigent or emergency 
circumstances, or with a warrant. 

 
5. Unlocked but closed containers will be opened and their contents 

inventoried if the officer cannot see the contents without opening the 
container and: 

 
a) The container by its size, markings, location, or other reasons 

reasonably indicate that it might contain items of value, or 
 

b) The container by its size, markings, location, or other reasons 
reasonably indicates that it might contain items that may spoil or be 
damaged without further action. 

 



 
C. Disposition of property removed from impound vehicle 

 
1. Sometimes it may be necessary to move closed containers to the 

Department for safekeeping.  For safety and security reasons, closed 
containers may not be placed in the property room without knowledge of 
the contents. 

 
2. Articles removed for safe keeping 

 
a) Articles of high value, such as guns, jewels, large sums of money, 

etc. discovered during the inventory of an impounded vehicle 
should be removed from that vehicle and placed in the 
Department’s property room. 

 
b) Articles from a crime discovered during an inventory of an 

impounded vehicle shall be removed from the vehicle and placed in 
the Department’s property room as evidence. 

 
c) When items are removed from a vehicle during inventory search, 

the officer conducting the inventory shall list all items removed on 
the Vehicle Impoundment Record. 

 
3. Reporting 

 
a) The officer conducting the vehicle search shall be responsible for 

the completion of the Vehicle Impoundment Record. 
 

b) The completed Vehicle Impoundment Record will be filed and 
maintained with the case report. 

 
4. Holds  

 
a) Officers should place a hold on an impounded vehicle when: 

 
(1) It has been used as an instrument in a criminal act and 

needs to be processed.  Vehicles that require processing 
must be stored in an enclosed secured area; 

 
(2) The ownership of impounded vehicle cannot be determined; 

or 
 

(3) When the vehicle is a recovered stolen vehicle. 



 

Tom Bean Police Department 
 

Standard Operating Procedure 
 
Number: 201.006 Effective Date: ??/??/???? 
Subject: Patrol Unit Administration Revision Date:  
Affected Personnel: Patrol Amends/Supersedes:  
Reference:  
 
I. Policy  
 

The Patrol Unit will provide the community with basic law enforcement service.  
Components of the Patrol Unit will actively work to detect, prevent, and control crime. 

 
II. Purpose of the Patrol Unit 
 

A. Personnel assigned to the Patrol Unit serve as line personnel in providing an 
immediate response to emergency situations and a reasonable response to all 
other calls for service. 

 
B. Police officers assigned to the Patrol Unit are expected to provide at a minimum 

the following police services: 
 

1. Preventive patrol, including inquiry and inspectional activity, oriented 
toward prevention of crimes and accidents, maintenance of public order; 

 
2. Crime prevention activities; 

 
3. Response to calls for service; 

 
4. Preliminary investigations of crimes, offenses, incidents, and conditions, 

including arresting offenders; 
 

5. Traffic direction and control; 
 

6. Regulation of certain businesses or activities as required by law; 
 

7. Maintenance of public order; 
 

8. Provision of emergency service; 
 

9. Development of relationships between citizens and the Department; 
 

10. Reporting of information to appropriate organizational components; 
 

11. Enforcement of a wide variety of state and local ordinances and 
regulations; and 

 
12. Serving arrest warrants when confirmation of a warrant is received during 

a traffic stop or an investigation. 



 
 
 
III. Organization of the Unit 
 

A. The Patrol Unit is supervised by a Sergeant.  The Sergeant is under the direct 
command of the Chief of Police. 

 
1. Sworn personnel within the Unit are assigned to one of the following 

specific rank status / functions: 
 

a) Police Sergeant; 
 

b) Police Corporal; 
 

c) Police Officer III; 
 

d) Police Officer II;  
 

e) Police Officer I; or  
 

f) Police Officer  
 
 

B. Self-Briefings 
 

1. At the beginning of each shift, all patrol shift personnel will familiarize 
themselves with the happenings of the previous shift.  The self-briefing is 
will, at a minimum, consist of: 

 
a) Reviewing information regarding daily patrol activity, unusual 

situations, and major investigations; 
 

b) Making note of any changes in schedule or assignments; 
 

c) Checking / reviewing new directives or changes in directives; 
 

d) Preparation to assume patrol duty; and 
 

e) Identifying any potential or known hazards that are within the city or 
that could affect Tom Bean Police operations. 

 
IV. Personnel Assignments 
 

A. Officers will be assigned to shifts according to manpower requirements, and/or 
specific needs of the department.  The Chief of Police or designee will determine 
the assignments. 

 
B. Weekly days off are based on shift assignment. 



 

Tom Bean Police Department 
 

Standard Operating Procedure 
 
Number: 201.007 Effective Date: ??/??/???? 
Subject: Towing of Uninsured Motor Vehicles Revision Date: N/A 
Affected Personnel: Patrol Unit Amends/Supersedes: N/A 
Reference: N/A 
 
I. Policy 
 

State law requires drivers to maintain financial responsibility. This policy will allow 
officers to tow uninsured vehicles on arrests and after accidents when drivers cannot 
provide proof of financial responsibility as required by law. 

 
II. Definitions 
 

Financial Responsibility – Liability insurance coverage on a specific motor vehicle that 
meets the minimum requirement as established by the State. 

 
Requirement – Liability insurance is required when the vehicle is operated on a public 
roadway. 

 
Proof – A policy card stating at least the name of the insured or authorized drivers, 
insured vehicle, insuring company, company phone number, policy number and 
beginning and expiration dates of coverage or as required. 

 
III. Investigation 
 

A. Arrests 
 

1. If the officer, through a driver’s license check or previous personal 
contacts with the driver, knows that the driver has previously received a 
citation for operating a motor vehicle without financial responsibility and is 
continuing to operate a vehicle without financial responsibility, and the 
driver is being arrested for any offense, the officer may impound the 
vehicle. 

 
B. Citations 
 

1. Whenever an officer comes into contact with a motorist who fails to 
provide proof of financial responsibility, a citation will be issued.  If the 
officer, through a driver’s license check or previous personal contacts with 
the driver, knows that the driver has previously received a citation for 
operating a motor vehicle without financial responsibility and is continuing 
to operate a vehicle without financial responsibility, the officer may 
impound the vehicle. 

 



 
2. In the event that it is late at night, officers should recommend the violator 

call a friend to pick up that person or transport them to the Police 
Department to wait on a ride. 

 
C. Accidents 
 

1. If during the investigation of a motor vehicle accident, an officer 
determines that one or more of the involved vehicles was operated without 
the required proof of financial responsibility, the officer may impound the 
vehicle(s). 

 
2. This practice should be restricted to those cases where the driver admits 

to not maintaining legally required financial responsibility or the officer is 
able to verify that no such coverage exists. 

 
3. If the vehicle is impounded, the officer shall issue a citation for the failure 

to maintain proof of financial responsibility. 
 

4. In the event that it is late at night, officers should recommend the violator 
call a friend to pick up that person or transport them to the Police 
Department to wait on a ride. 

 
5. Delayed Enforcement 

 
a) If an officer investigates an accident where the driver(s) show the 

required proof of financial responsibility and it is later determined 
that the proof was not valid, the original investigating officer should 
issue a citation. 

 
b) The officer will contact Records to amend the accident report to 

reflect the issuance of the citation. 
 

D. Impound Procedures 
 

1. Any officer impounding a vehicle under this procedure will make 
reasonable efforts to provide for the safety of the driver and any 
occupants. 

 
2. A vehicle impounded under this policy will be taken to the impound lot of 

the towing company. 
 

a) Tows to dealerships are not allowed if a vehicle is towed as a result 
of a driver operating a motor vehicle for which valid proof of 
financial responsibility cannot be proven. 

 
b) A driver may not release the vehicle to another driver. 

 
c) Officers will write the words “No Proof of Financial Responsibility” 

on the Vehicle Impoundment Record in the are labeled “Instructions 
for Storage Facility”. 

 



 
3. An incident report shall be completed with the driver’s information, the 

vehicle information, and a brief narrative at a minimum. 
 

4. The Chief of Police has the authority to suspend this procedure based on 
workload or weather conditions. 

 
E. Releasing Vehicles from Impound 

 
1. Proof of current financial responsibility, applicable to the impounded 

vehicle, will be required to be shown to a representative of the impound lot 
prior to the release of any vehicle being driven from the impound lot. 

 
2. A vehicle impounded under this procedure will not be released from the 

impound lot until proof of financial responsibility on the towed vehicle is 
provided. 



 

Tom Bean Police Department 
 

Standard Operating Procedure 
 
Number: 201.008 Effective Date: ??/??/???? 
Subject: First Responder Notification Revision Date: N/A 
Affected Personnel: Patrol Personnel Amends/Supersedes: N/A 
Reference: N/A 
 
I. Policy 
 

The following procedures are to be used as guidelines by first responders for the 
notification of agencies or people that are appropriate for the situation. 

 
II. Notification of supervisory personnel 
 

A. It shall be the responsibility of the Patrol Sergeant to oversee the operations and 
activities of patrol personnel.  A first responder shall request the dispatcher to 
contact a supervisor when responding to a complaint of a serious nature 
including, but not limited to the following: 

 
1. Investigation of a violent or an unattended death; 

 
2. Major investigations where further professional or technical assistance is 

required; 
 

3. Incidents which may be a threat to public safety; 
 

4. Incidents where public or media pressures require the presence of a 
supervisor; 

 
5. Complaints against department members or departmental actions; 

 
6. All accidents involving City of Tom Bean vehicles; 

 
7. When a citizen requests to speak with a supervisor; or, 

 
8. Unusual occurrences not described above. 

 
B. The patrol supervisor shall be responsible for obtaining further technical 

assistance or making further notification to the Chief of Police. 
 

1. If no supervisors are available to carry out this responsibility, it shall be left 
to the discretion of the patrol officer to make notifications. 
 
 
 
 
 
 



 
 
III. Notification of Justice of the Peace 
 

A. The Justice of the Peace shall be notified when any person dies within the city 
limits under the following circumstances: 

 
1. Violence by homicide, suicide, or accident; 

 
2. In police custody or in jail; 

 
3. Suddenly, when in apparent good health; 

 
4. When unattended by a physician; or 

 
5. In any unusual or suspicious manner. 

 
B. If the deceased was under Home Hospice care, the attending nurse has the 

authority to make the death declaration.  A Justice of the Peace does not need to 
be notified under these circumstances. 

 
IV. Public Works and Highway Department Personnel 
 

A. First responders will notify the appropriate public works or highway department 
personnel under the following conditions: 

 
1. Electrical signal malfunctions; 

 
2. Signs down; 

 
3. Placement of temporary traffic control devices; 

 
4. Removal of road hazards (debris in roadway); or, 

 
5. Specific locations where hazardous weather creates hazardous road 

conditions. 
 
V. Public Utilities 
 

A. First responders will notify the appropriate utilities when the following occurs: 
 

1. Gas leaks; 
 

2. Electrical power lines down; 
 

3. Electrical power outages; or, 
 

4. When conditions exist that utilities need to be disconnected. 
 

 
 
 



 
 

 
VI. Emergency Medical Services 
 

A. First responders will notify Whitewright Emergency Medical Services to attend to 
medical needs, including all traffic accidents involving injuries. 

 
VII. Tom Bean Fire Department 
 

A. First responders will notify the Tom Bean Fire Department for response to fires, 
explosions, bomb threats, chemical spills, rescues, and major traffic accidents. 

 
VIII. News Media 
 

A. If the news media is notified and arrive at a crime scene or an incident that police 
are present, it shall be the responsibility of the supervisor at the scene to make 
contact with the media. 

 
B. Media relations will be conducted in accordance with Departmental policy. 

 
IX. Referrals for Service 
 

A. In the course of their duties, patrol officers may encounter persons in need of a 
service that is best provided by another criminal justice or social service agency.  
Adult and juvenile referrals to criminal justice and social agencies shall be based 
on the following criteria: 

 
1. Nature of problems, such as: 

 
a) Civil or criminal; and, 

 
b) Age of suspect/complainant. 

 
2. Type of assistance required, such as: 

 
a) Court order; and, 

 
b) Counseling. 

 
3. Identification of agency able to provide the best service. 

 
B. Services available through public agencies in Grayson, Fannin, and Collin 

County may be obtained by calling the phone numbers listed in the appropriate 
directory. 



 

Tom Bean Police Department 
 

Standard Operating Procedure 
 
Number: 201.009 Effective Date: ??/??/???? 
Subject: Field Reporting Revision Date:  
Affected Personnel: Patrol Amends/Supersedes:  
Reference: N/A 
 
I. Policy 
 

The timely accurate documentation of police action taken and information accumulated 
is an integral responsibility of all employees.  Police reports, in their various forms, 
provide a future reference for past actions leading to arrests, prosecution, and 
convictions of violators, statistical analysis for deployment decisions, and information for 
citizens and victims, crime trend analysis, manpower justification and numerous other 
applications.  To meet these various needs, the following guidelines are to be followed. 

 
II. General Reporting Requirements 
 

A. All dispatched and field-initiated calls for service are documented in the 
computerized dispatch system.  Documentation is required under the following 
circumstances: 

 
1. A citizen reports a crime; 

 
2. An incident occurs resulting in an officer being dispatched or assigned; 

 
3. Criminal or non-criminal cases are initiated by law enforcement officers or 

a result of a citizen complaint; or, 
 

4. There is an incident involving arrests, citations, or summonses. 
 

B. Regardless of how minor the offense or incident appears to the officer, it is 
important to the citizen.  Officers should make every effort to obtain as much 
information as possible on any call. 

 
C. If there is any doubt in the officer’s mind as to the need for documentation, a 

report shall be made.  Officer discretion in this area shall not be abused.  The 
fact that a citizen does not wish to pursue prosecution, or any additional follow 
up, shall not in and of itself be a reason not to write a report. 

 
D. All forms and reports shall be completed in a clear and concise manner providing 

all available and pertinent information. 
 

 
 
 
 

 



 
E. Officers should make every effort to ensure that each report is useable on the 

first submission.  A useable report is one that does not require further work by 
the author and it accurately reflects the preliminary investigation conducted by 
the author.  Differences in style or minor errors may be tolerated if they do not 
impair prosecution, accurate record keeping, or bring discredit to the Department.  
Minor corrections may be tolerated if the reviewer chooses to correct them and 
can do so in the time normally taken to review the report.  If the reviewer or 
others have to do the work the author should have done, the report is not 
useable when first submitted. 

 
1. Data entry in CopSync shall conform to the established CopSync 

guidelines located on the shared drive of the network. 
 

F. All completed reports must be reviewed and approved by a first line supervisor. 
 
III. Report Processing and Management 
                          

A. All reports should be completed at the completion of the shift in which the report 
was taken.  Upon supervisory approval, reports may be held for completion on 
the following day with the exceptions of arrests, felonies, and missing persons.  
No report will be held for completion following a series of days off. 

 
B. Officers are to remain current in the completion and submission of 

supplementary report information.  Supplements to previous cases worked are 
expected to be completed on the day the new information is collected or action 
taken. 

 
IV. Report Forms 
 

A. The various field report forms used by the Tom Bean Police Department will be 
maintained in the computerized Records Management System. 

 
B. The user’s guide for the Records Management System contains procedures for 

the entry of data into each form. 
 
V. Follow up investigation 
 

A. Follow through is expected in report preparation.  For example, if witnesses are 
interviewed, witness information is to be included in the report. 
 

B. All action taken should be documented.  If action does not lead to desired results, 
there should be documentation to prevent follow-up investigators from attempting 
the same action. 

 
C. Whenever possible, reports should be followed through to their logical 

conclusion.  Officers are not simply report takers and shall pursue any obvious 
follow up, time permitting. 

 
 
 
 



 
 
VI. Supervisory Report Review 
 

A. Officers are expected to review and correct all reports prior to submitting them for 
supervisory review.   While some errors in reporting may be obvious, the officer 
with first-hand knowledge of the situation can only identify others. 

 
B. The Patrol Sergeant shall review each written report. 

 
C. The Patrol Sergeant shall evaluate and ensure: 

 
1. Completeness of report and investigation including, but not limited to: 

 
a) Elements of the crime; 

 
b) Probable cause; and, 

 
c) Witness/suspect statements and information. 

 
2. Clarity; 

 
3. Organization; 

 
4. Spelling; 

 
5. Grammar; 

 
6. Professional appearance; and, 

 
7. Accuracy. 

 
D. Upon completion of the review and evaluation of the report, the Patrol Sergeant 

shall document that he or she is satisfied with the content of the investigation 
presented, the level of service provided, and accepts the report as an accurate 
representation of both. 



 

Tom Bean Police Department 
 

Standard Operating Procedure 
 
Number: 301.001 Effective Date: ??/??/???? 
Subject: Organization and Case Management Revision Date:  
Affected Personnel: Designated Personnel Amends/Supersedes:  
Reference:  
 
I. Policy 
 

The guidelines as set out in this Procedure are designed to provide for the efficient and 
effective conduct of follow-up investigations and to ensure that personnel assigned to 
the Investigations Function of the Police Department remain accountable regarding their 
activity. 

 
II. Purpose of the Investigations Function 
 

A. Police officers assigned to the Investigations Function are expected to conduct 
follow-up investigations into criminal acts that are reported to the Department.  
Patrol officers will respond to and make preliminary investigation as far as is 
possible up to and including the arrest of the perpetrator.  However, in most 
instances, the follow through to the point of arrest will not be possible and it is at 
this stage of the investigation that the Investigations Function begins the follow-
up or continuation of activity that will hopefully result in the identification and 
ultimate prosecution of the perpetrator. 

 
III. Organization of the Investigations Function 
 

A. The Investigations Function is comprised of sworn officers whose specific 
functions include but are not limited to the following: 

 
1. Interviewing victims, witnesses, or informants – the recording of affidavits; 

 
2. Interrogating suspects and offenders – the legal recording of confessions; 

 
3. Conducting lineups for the purpose of identifying offenders in accordance 

with state law; 
 

4. Surveillance, undercover, or covert activities, including working with 
informants; 

 
5. Recovering stolen property; 

 
6. Preparing prosecution reports, the filing of criminal complaints, and 

arraignment of prisoners; 
 

7. Executing arrest and search warrants; 
 

8. Gathering of criminal intelligence; and, 



 
 

9. Testifying in court. 
 

B. Supervision of the Investigations Function 
 

1. Supervision is the responsibility of the Chief of Police.  The Chief of Police 
coordinates the general activities of the Investigations Function to ensure 
its effectiveness in investigative and prosecution efforts. 

 
2. In the event that a prosecuting attorney declines to prosecute a case or 

causes the case to be dismissed due to alleged Department mishandling, 
the Chief of Police or designee will review such cases.  The purpose of the 
review will be to ensure accountability and improvement in investigator 
case preparation and control.   

 
3. The Chief of Police will review criminal cases before they are submitted to 

the prosecutor’s office. 
 
IV. Case Management and Control  
 

A. Because of the extensive number and varied nature of offenses that are 
continually under investigation, it is necessary to establish a system of case 
management and control to ensure accountability for the offenses assigned to 
the Division and to each investigator. 

 
B. All felony cases will be assigned to an investigator with the exception of warrant 

arrests unless further investigation is warranted.  In order to assist in determining 
whether a follow-up investigation will be made, the Investigations Function shall 
use a system of case screening based upon solvability factors in order to apply 
available manpower to those offenses that are the most likely to be cleared.  The 
process will be based on the following procedures: 

 
1. The screening of cases will be done by the Chief of Police. 

 
2. The following will be used as solvability factors to be considered: 

 
a) Is the suspect listed by name, address, date of birth, phone 

number, description, work address? 
 

b) Can a known witness identify the suspect? 
 

c) Were serial numbers of stolen property recorded? 
 

d) Is the case serious enough to warrant the manpower and resources 
needed for further investigation? 

 
3. All homicides, other suspicious deaths, armed robberies, felony sex 

offenses and losses over $5,000.00 will be assigned to an investigator for 
investigation regardless of the solvability factors available. 

 



 
4. Any other offense may be assigned by the Chief of Police regardless of 

solvability factors present depending on the specific circumstances of the 
offense. 

 
5. Resources will be assigned as required by each case. 

 
C. Due to the size and composition of the Department, specialization is not feasible.  

All personnel assigned to the Investigations Function should be able to 
investigate any type of case.   

 
D. Investigation 

 
1. Preliminary Investigation – It is the policy of the Department to respond to 

all complaint calls and conduct preliminary investigations.   
 

a) The preliminary investigations are conducted in accordance with 
Department policy. 

 
2. Follow-up Investigations 

 
a) When practical, patrol officers shall conduct follow-up investigations 

on criminal cases; however, consideration shall be given to 
investigative skills, resources, manpower, and time limitations. 

 
b) In most circumstances, the patrol officer shall prepare a preliminary 

report on criminal complaints.  The responsibility for follow-up 
investigation usually shifts to the Investigations Function. 

 
E. Case file maintenance 

 
1. In addition to central records, which will store all original reports, 

Investigators shall maintain an effective system for active investigations.  
The system will be maintained, updated, and primarily accessed by 
assigned investigators. 

 
2. The case files should contain, at a minimum, the following information: 

 
a) Preliminary investigative reports; 

 
b) Records of statements; 

 
c) Results of examinations of physical evidence; 

 
d) Case status reports; and 

 
e) Other reports and records needed for investigative purposes. 

 
3. When an investigation is completed or suspended, the assigned 

investigating officer shall purge the file and consolidate it with the central 
records system file. 

 



 
F. Case status   

 
1. Investigators will determine the status or a change in status of each case.  

The decision will be based on information provided by periodic progress 
reports.  The designated categories are as follows: 

 
a) Investigator Assigned – Indicates a case is assigned to an officer 

and investigative efforts are active. 
 

b) Cleared by Arrest – The offender has been identified and held for 
prosecution. 

 
c) Cleared by Exception – When a case is cleared in accordance with 

the UCR exception criteria. 
 

d) Suspended – Indicates all available leads have been exhausted, 
but the case has not been brought to a satisfactory conclusion and 
investigative efforts may be resumed. 

 
e) Closed – Indicates all available leads have been exhausted, but the 

case has not been brought to a satisfactory conclusion and 
investigative efforts will not be resumed. 

 
f) Unfounded – Investigation has determined that an offense did not 

occur. 
 

G. Case status control system 
 

1. Information regarding the status of a specific case will be systematically 
recorded and updated.  This task is to be completed by the assigned 
investigator.  The following information is to be included: 

 
a) Case number; 

 
b) Investigator assigned; 

 
c) Date case assigned; and 

 
d) Status change date. 

 



 

Tom Bean Police Department 
 

Standard Operating Procedure 
 
Number: 301.002 Effective Date: ??/??/???? 
Subject: Criminal Investigations Revision Date:  
Affected Personnel: Supervisors Amends/Supersedes:  
Reference:  
 
I. Policy 
 

The Tom Bean Police Department strives to complete investigations in a timely and 
accurate fashion.  The following guidelines are designed to provide assistance to 
officers in performing investigative functions. 

 
II. Follow-up investigations  
 

A. This Procedure is intended to supply those given the responsibility of follow-up 
investigations a preliminary checklist by which to assure that basic investigative 
standards are met.  The information is to serve as an investigative tool and 
should not limit the talents or techniques of the individual officer.  The steps 
should include: 

 
1. Review and analyze previous reports prepared during preliminary phase;  

 
2. Conduct interviews and interrogations of victim, witnesses, and suspects;   

 
3. Plan, organize, and conduct searches; 

 
4. Collect physical evidence; 

 
5. Consider laboratory analysis such as fingerprints, chemistry, tool marks, 

handwriting; 
 

6. Review Departmental records; 
 

7. Use informants and/or all other information sources – take statement 
when possible; 

 
8. Utilize TCIC/NCIC computer network to disseminate and collect 

information: 
 

a) Criminal history background checks; and 
 

b) Outside agency information (federal, state, local). 
 

9. Check other civilian agencies such as banks, businesses, post offices, 
schools; 

 
10. Determine possible involvement of suspect in other crimes; 



 
 

11. Establish surveillance; 
 

12. Identify and apprehend offenders; 
 

13. Give Miranda Warnings when required; 
 

14. Prepare cases for court presentation; and 
 

15. Assist in prosecution. 
 

B. When necessary, officers of the Department shall use a waiver of rights form 
when questioning any suspect in any criminal offense.  The waiver of rights form 
specifically states that information is being given is of a voluntary nature and that 
all suspects have been apprised of their constitutional rights.  All interrogations or 
interviews will be conducted in compliance with existing laws and policies to 
assure the legal rights of a suspect. 

 
C. In the event of an arrest, state laws governing the time elements of when an 

arrested individual must appear before a magistrate will be adhered to. 
 

D. Each officer will comply with reasonable requirements from the appropriate 
prosecutor’s office, which may cover the preparation of criminal cases. 

 
E. In an effort to obtain additional information, each officer should make continued 

periodic contact with the victim of an offense and ensure that witnesses and the 
victim have a means to contact the officer. 

 
F. When a primary suspect exercises his or her right to a lawyer, questioning by 

officers will cease.  
 
III. Use of Technical Deception Aids 
 

A. During the course of an investigation it may prove necessary to use equipment of 
a technical nature in the detection of deception. 

 
B. It is imperative that the use of such equipment is properly authorized and 

administered.  These procedures will direct the use of a polygraph as an 
investigative tool. 

 
C. It is the individual officer’s responsibility to notify a supervisor when the 

deployment / use of a polygraph in the course of a criminal investigation is 
necessary. 

 
D. The Chief of Police is responsible for authorizing the use of a polygraph, and for 

ensuring the polygraph operator is licensed. 
 
 
 
 
 



 
 
 
 
IV. Background investigations 
 

A. Supervisors may be assigned the background investigation of an individual as 
required during the investigation of a criminal case or offense.  All information 
resulting from a background investigation is sensitive and, therefore, confidential.  
To discuss this information with any person who is not authorized is prohibited. 

 
B. This directive will serve as an aid in identifying sources of information that may 

aid in the background investigation of an individual.  Each supervisor involved in 
the investigation should first identify the need for the investigation. 

 
C. Information may be obtained in a criminal investigation without the persons 

authorization, however, probable cause must be shown as to why the information 
is needed and a court order or search warrant may be required for certain 
information. 

 
D. Sources in the community where background information on individual may be 

obtained include, but are not limited to the following: 
 

1. Schools or learning institutions where an individual attended; 
 

2. Public utilities, such as the telephone company, electric company, etc.; 
 

3. The Postal Service; 
 

4. The Better Business Bureau; 
 

5. The Credit Bureau; 
 

6. Past employers; 
 

7. Criminal justice agencies; or 
 

8. Friends, neighbors, and acquaintances of the individual. 
 

E. State law determines the distribution of any criminal history information.  Once 
background information is made a part of a criminal file, policy and procedures 
governing the Records Section will determine the dissemination of the 
information. 

 
F. Background records will be purged in accordance with current Departmental 

policy. 
 
V. Surveillance 
 

A. The Chief of Police shall approve all surveillance activity. 
 

 



 
 
 
 
 
 
VI. General warrant procedure 
 

A. The officer who obtains information which requires that a warrant be executed 
shall: 

 
1. Discuss the information with a supervisor; 

 
2. Prepare the warrant and sign the affidavit; 

 
3. Inform Communications that the warrant will be executed at a particular 

location and time.  For security purposes, these notifications are made just 
prior to execution of the warrant; 

 
4. Execute the warrant; and, 

 
5. After execution of the warrant, prepare the warrant return in accordance 

with time limits prescribed by state law.  Arrest, offense, and case reports 
are done at the time of the arrest. 

 
VII. Habitual offenders 
 

A. Those suspected offenders who meet the criteria established by Chapter 12 of 
the Texas Penal Code may be classified as habitual offenders. 

 
B. It shall be the responsibility of each officer to determine if a suspect can be 

identified as a habitual offender. 
 

C. The assigned officer will notify the prosecuting attorney of the fact that the 
defendant can be identified as a habitual offender.  The prosecuting attorney will 
make the final decision regarding the habitual offender classification  

 
VIII. Outside Agencies 

 
A. Any time an officer is conducting a joint investigation with an outside agency, the 

officer must notify a supervisor of the details and the expected duration of the 
investigation. 
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