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3600 DEPARTMENT VEHICLES AND EQUIPMENT 
 
3610 GENERAL [CALEA 17.5.3; 53.1.1 a-e] 
 

Members of the Department shall be authorized use of a significant amount of varied equipment 
owned by the City of Tucson.  Members are responsible for the appropriate care of all issued 
equipment.  Members shall not use Department equipment without appropriate authorization and 
training.  Supervisors are responsible for conducting periodic inspections of their subordinates (at 
least quarterly).  Such inspections, including corrective action taken, if any, shall be documented 
in Personnel Performance Record entries.  Continuing violations shall be corrected as necessary. 

 
3620 DEPARTMENT VEHICLES 
 
3621 General [CALEA 17.5.3] 

 
Members authorized to drive Department vehicles must abide by all applicable state and local 
laws and regulations as well as City Administrative Directives and specific Department 
procedures.  All members shall be responsible for the care and security of vehicles and vehicle 
equipment assigned to them, including equipment carried in the vehicles.  Members who damage 
a Department vehicle or the associated equipment will immediately notify a supervisor. 

 
3621.1  Driver Licenses Required 

 
Members who operate any City or Department vehicle shall obtain and maintain a valid 
Arizona driver license of the appropriate class. Loss of such a required license to 
suspension or revocation renders the involved member subject to disciplinary action up to 
and including termination. 

 
Members, who are classified as primary or secondary drivers as defined by City 
Administrative Directive, who have their license suspended by the state for a period of 
less than 180 days may be reassigned by the Chief of Police to a position that does not 
involve driving. The Chief of Police may also reassign members who have had their 
driving privileges restored by MVD with restrictions. A primary or secondary driver whose 
license is suspended by the state for a period exceeding 180 days will be subject to 
termination.   

 
3622 Vehicle Assignment 
 

3622.1 Pool Vehicles 
 
Pool vehicles include the marked fleet assigned to patrol divisions as well as other 
vehicles not individually assigned. Individual Divisions may make their own policies 
regarding assignment of pool vehicles.  These policies, however must be in concert with 
Bureau policies and consistent with City and Department requirements. 
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Except for Detectives, all vehicles are assigned to units.  Vehicles must stay with the unit 
to which they are assigned unless approval is granted by the chain of command through 
an Assistant Chief and the information provided to the Administrative Support Division. 

 
3622.2 Detective Vehicles 

 
Each Detective will be assigned a vehicle.  This vehicle will remain with the detective 
unless they are assigned to a detail that utilizes leased vehicles.  Detectives leaving the 
detective assignment (i.e. promotion, retirement) will relinquish control of the vehicle to 
the Administrative Support Division.  Vehicles may not be reassigned from one member 
to another without the approval of the Administrative Support Division. 

 
3622.3 24-Hour Vehicles 

 
When approved for an assignment, a 24-hour take home vehicle is provided for use at 
the option of the employee, and its use by the employee is strictly voluntary.  Members 
will not take a City owned vehicle home unless they have 24-hour take home status 
granted through their chain of command including the Chief of Police or previously 
documented approval from their supervisor.  Members authorized a 24-hour vehicle shall 
complete a “Request for Assignment of 24-hour City Vehicle” form and submit it to the 
Administrative Support Division prior to receipt of a vehicle.  The forms shall be 
maintained by the Administrative Support Division. 

 
Those members with approved 24-hour take-home status shall comply with City 
Administrative Directives concerning vehicle use including completion of vehicle logs 
each month and the requirement that employees must live within 20 miles of their 
permanent work site, barring City Manager approval. Members are responsible for 
preparing and retaining the monthly vehicle logs, which shall be available for inspection 
by any supervisor or commander. 
 
Members assigned a 24-hour vehicle shall be responsible for ensuring that the vehicle is 
kept clean and that all required maintenance and emission testing is performed as 
required and/or appropriate.  

 
3623 Vehicle Equipment and Maintenance 

 
3623.1 Inspection and Security [CALEA 70.1.2]    

 
Each time a member begins a duty tour and they are the operator of a vehicle, they are 
required to inspect the vehicle for proper mechanical and electrical operation, 
serviceability, items of property not assigned to the vehicle (i.e. personal property, 
contraband, etc.), any required service or emissions inspection, and any unreported 
damage. 

 
Vehicles used for the transportation of prisoners shall have the interior searched before 
and after each tour of duty.  This shall include a thorough search of the area of the 
vehicle used for prisoner transport for contraband, dangerous instruments, weapons, etc.  
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At the conclusion of their tour of duty, vehicle operators shall again inspect the vehicle for 
damage or any property not assigned to the vehicle.  A supervisor shall be notified of any 
discrepancies.  The vehicle shall be left with not less than one-half tank of fuel.  
Operators are responsible for removing all trash from the interior and for keeping the 
vehicle as clean as reasonably possible. The vehicle keys shall be returned to the 
appropriate location. 

 
All vehicles shall be locked and fully secured when left unattended. Unmarked police 
vehicles will be additionally secured with a steering wheel locking device (if issued to the 
vehicle) when left unattended, unless parked in a secure police parking area or closed 
residential garage.  If a vehicle is found to be damaged, a supervisor will be notified, the 
vehicle damage locator updated, a photograph taken (if not wear-and-tear), and the 
appropriate reports will be completed. The supervisor will determine if the vehicle can still 
be driven or needs to be deadlined. 

 
3623.2 Standard Vehicle Equipment [CALEA 41.3.2] 

 
Every marked police vehicle will contain flares, a spare tire with a jack, a first aid kit, 
traffic cones, a blanket, a fire extinguisher, and a trauma shooting kit. If any of these 
items are not present, a Fleet Technician will be notified to replace the equipment. 

 
Every Department vehicle will have a trauma kit placed under or near the front passenger 
seat. Replacement kits are available through the Fleet Technicians should they be 
damaged or components used. 

 
3624 Vehicle Service and Deadlining 

 
In the event that a vehicle is not in serviceable condition or the condition is such that repair 
cannot immediately be completed, the vehicle shall be deadlined according to procedure. To 
maintain appropriate vehicle availability, marked police vehicles shall not be deadlined for minor 
problems that do not constitute a hazard to the operation of the vehicle. If the operator discovers 
a flat tire during the initial inspection, it will be the operator’s responsibility to change the tire 
unless a Fleet Technician is available to assist.  The vehicle operator shall change flat tires 
occurring in the field. 

 
When a member finds it necessary to deadline a vehicle for service or repairs, the member shall: 

 
 Park the marked unit in the designated area of one of the five field divisions. 
 Complete the Vehicle Discrepancy Report and note the location of the vehicle on the report.  

The immediate supervisor will review the report.  The original and first copies are to be left on 
the dashboard and the final copy shall be provided to the Division Fleet Technician. 

 Place a traffic cone on the hood of the vehicle. 
 Place the keys in the appropriate location for the Fleet Technician to acquire. 

 
Vehicles not assigned to one of the field divisions are the responsibility of the operator.  If they 
are to be deadlined, the operator is required to complete the discrepancy report and ensure the 
vehicle is taken to Fleet Services at Park and Ajo.  If the vehicle requires routine maintenance 
(including the annual emissions testing for vehicles three years or more in age), it is the 
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operator’s responsibility to schedule an appointment with Fleet Services.  Should the vehicle 
need to be deadlined for an extended period, the operator may contact the Administrative 
Support Division for temporary assignment of a pool vehicle.  It is the member’s responsibility to 
collect any personal or Department property not assigned to the vehicle. 

 
When a City vehicle breaks down in the field, the member shall notify Police Communications.  
Communications will notify City Fleet Control and a mechanic or City contract tow truck (not 
necessarily the Police contract tower) will be dispatched to the vehicle location.  It is the 
operator’s responsibility to stay with the vehicle until it is repaired or until it is towed to Fleet 
Services unless other arrangements are made with Fleet Services.  In any event, the operator 
needs to relay the vehicle number, the exact location and the general nature of the problem. 

 
3630 COLLISIONS INVOLVING CITY VEHICLES [CALEA 61.2.2 d] 

 
3631 General 

 
A City vehicle collision is any collision occurring between a City owned or leased vehicle (or 
private car when the employee is on official City business and has been formally authorized 
mileage) and another vehicle, pedestrian, animal or fixed object.  The Police Department shall 
investigate any collision involving a City vehicle, whether on a public roadway or private property.  
If the collision occurs on a public roadway, the investigator shall complete an Arizona Crash 
Report.  If the collision occurs on private property, the investigator shall complete a case report 
and a Supplemental Diagram.  If the collision occurs outside of the jurisdiction of the Department, 
the law enforcement agency having jurisdiction shall be summoned for a report. 

 
3632 Collisions Involving Department Vehicles 

 
When a Department vehicle is involved in a collision, the operator or investigating officer shall 
immediately request that a supervisor respond to the scene.  Documentation of vehicle collisions 
shall be made in accordance with the guidelines established on the current edition of the 
Collision/Industrial Injury CheckList Folder (TPD Form 942).  In incidents where no damage to 
either vehicle is apparent and no injury is alleged, documentation is still required.  At a minimum, 
the incident shall be documented on a Miscellaneous Incident Report. 

 
3632.1 Enforcement Action 

 
If the supervisor can determine responsibility for the collision, whether it lies with the 
member or other involved party, the supervisor will direct the investigator to take 
appropriate enforcement action, to include the issuance of traffic citations.    

 
If the supervisor cannot determine responsibility for the collision, the supervisor may 
request the response of a representative from the Traffic Enforcement Division.  If they 
are not available, the package may be referred to them for subsequent follow-up.   
 
An exception to this policy occurs when the accident falls into the category of an accident 
that will be referred to the Serious Accident Review Committee (SARC).  In SARC cases, 
any enforcement action will be coordinated through the Traffic Enforcement Division. 
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Enforcement action is completely independent of any corrective or disciplinary action that 
may be administered against an employee at a later time for actions in the collision. 

 
3632.2 Deadlining Department Vehicles 

 
Department vehicles that have been damaged as the result of collisions must be 
deadlined for damage estimates even if they are serviceable. 

 
3632.3 Documentation 

 
Incidents where Department vehicles sustain collision damage require, at a minimum, the 
following documentation: 

 
 Multi-Purpose Report 
 Personnel Report 
 City of Tucson Property Damage/Personal Injury Report (City Form 103) 

 
Any collisions involving Department vehicles will be reviewed by the member’s chain of 
command. 

 
3640 ACCIDENTS INVOLVING POLICE PERSONNEL AND EQUIPMENT[CALEA 61.2.2 d] 

 
When police equipment, on duty personnel, or Special Duty personnel performing a police 
function are involved in an accident resulting in injury or property damage, the on-scene 
supervisor will determine if negligence is a factor.  If negligence is a factor, the on-scene 
supervisor shall document who was negligent and make recommendations on disciplinary action 
to be taken. This documentation shall be on a Personnel Report sent through the chain of 
command. The recommendations submitted by the supervisor shall be based on cause 
established through witnesses, facts, and experience. 

 
3641 Documentation 

 
Documentation shall be made in accordance with guidelines established on the current edition of 
the Collision/Industrial Injury CheckList Folder. 

 
Incidents where Department vehicles sustain substantial non-collision damage, i.e., broken 
window, bent doorframe, serious acts of vandalism, etc. require, at a minimum, the following 
documentation: 

 
 Multi-Purpose Report 
 Personnel Report 
 City of Tucson Property Damage/Personal Injury Report 

 
Note:  When describing the damaged Department vehicle, include the unit number on all reports. 

 
Photographs shall be taken of any accident involving Department property. If adequate 
photographs can be obtained with a field camera, the Identification Section need not be utilized.  



TUCSON POLICE 
DEPARTMENT 

GENERAL ORDERS 

VOLUME 3 
ADMINISTRATIVE POLICIES 

Revised:  December 3, 2009 
3600 DEPARTMENT VEHICLES  

AND EQUIPMENT 
Issued May 2001 

 
 

 6

When measurements are taken, they shall be exact.  Diagrams need not be to scale except in 
cases involving a fatality.  Supplementary Reports shall be made when applicable. 

 
3642 Other Property Damage Procedures 

 
When other property (not belonging to the City) is damaged as a direct result of activity involving 
a Department member, whether intentional or accidental, appropriate documentation shall be 
forwarded through the chain of command with copies routed to the Legal Advisor.  Reports 
completed by the member will include a Multi-Purpose Report, Supplements, and City Property 
Damage/Personal Injury Report (City Form 103), as necessary, and may include Personnel 
Reports as well depending upon the circumstance or at the direction of a supervisor. 

 
Should Department or City of Tucson property be damaged by someone other than a Department 
member, appropriate enforcement action shall be taken and the required documentation as 
described above shall be completed. 

 
3650 DEPARTMENT PROPERTY [CALEA 17.5.3] 

 
All Department equipment valued in excess of $5,000. is individually inventoried and must be 
accounted for annually. The Administrative Support Division shall monitor and conduct the annual 
inventory of such property. Members are responsible for any equipment whether individually 
assigned or in their custody temporarily.  In the event a cellular phone, pager or radio is lost or 
damaged and must be immediately replaced for operational purposes, written documentation 
from the Division Commander indicating that the member is authorized a replacement item and 
noting the OIA Investigation Number (confirming that an internal investigation is being 
accomplished) shall be directed to the Administrative Support Division. Without this 
documentation, the item will not be replaced. 

 
3651 Cellular Telephones 
 

3651.1 Department Issued Cellular Telephones - Individual 
 

The Chief of Police shall determine who in the Department is eligible to have an 
individually issued City owned cellular telephone.  A list of members’ authorized individual 
phones shall be maintained by the Administrative Support Division.  Members on the 
authorized list shall be required to have and carry their City issued cellular phone, and to 
use it as appropriate for Department business. Members shall avoid making personal 
calls on a City owned cellular telephone. Any personal calls made on such a phone are 
the responsibility of the user and shall be reimbursed as required in City Administrative 
Directive 1.08-6. 
 
If a Department issued cellular phone is lost or damaged on duty or off duty, appropriate 
reports must be submitted through the chain of command and a replacement cellular 
phone will be provided after contacting the Administrative Support Division. The individual 
damaging the cellular phone may be required to pay a replacement fee determined by 
contract after review of the circumstances of the damage by the chain of command. 
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Members may elect to use a personally owned cellular telephone to satisfy the 
requirements above, providing that all of the following conditions are met:  

 
 The member shall pay all costs and charges associated with the personal use, 

without reimbursement from the City, including purchase and replacement of the 
phone and any accessories. 

 The member shall provide the cellular telephone number to the Administrative 
Support Division identifying it as their primary cellular telephone line for business 
purposes. 

 Command level members who wish to use a personally owned cellular telephone to 
satisfy this section shall use a number that has service provided by Verizon Wireless. 

 
3651.2 Department Issued Cellular Telephones – Shared 

 
The Chief of Police shall identify units and positions in the Department who will make use 
of a shared City owned cellular telephone.  Members using a shared phone shall ensure 
that they complete the required log showing the date and time they took possession of 
and returned the shared phone. 
 
No personal calls are allowed on a shared City owned cellular telephone.  Any personal 
calls made on such a phone are the responsibility of the user and shall be reimbursed as 
required in City Administrative Directive 1.08-6. 
 

3652  Pagers 
 

The Chief of Police shall identify members and positions that shall be issued a Department 
alphanumeric pager.  Members authorized pagers shall wear them on and off duty, and may use 
their pagers for non-department related activities. Members are expected to respond to all 
Department pages in a timely manner. A member’s pager number may be provided at their 
discretion to the general public. Pager numbers will remain confidential and will not be disclosed 
without permission of the member. 

 
Members may elect to carry personally owned pagers or a cellular telephone capable of receiving 
alphanumeric pages and not an issued pager, but these members shall provide the Department 
with the pager or cellular telephone number and the member shall adhere to the same response 
standards set forth above. No reimbursement from the City will be provided to members who 
elect such personal use options.  

 
If a Department issued pager is lost or damaged on duty or off duty, appropriate reports must be 
submitted through the chain of command and a replacement pager will be provided after 
contacting the Administrative Support Division. The individual damaging the pager may be 
required to pay a replacement fee determined by contract after review of the circumstances of the 
damage by the chain of command. 

 
Pagers shall be worn in accordance with the standards in General Order 1400. 
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3653 Electronic Access to Police Facilities 
 

All Department members are issued an identification card that also acts as an electronic key for 
access to police facilities throughout the City. Member’s cards are programmed to provide access 
to facilities and particular office as determined by the Chief of Police. In some instances, certain 
members are also issued an electronic key fob that allows access into facilities. Similar to the 
issuing of keys, identification cards and fobs are controlled and inventoried items.  They must be 
reprogrammed when a member’s building access authorization changes. The Administrative 
Support Division shall handle all programming changes to cards. 
 
The Administrative Support Division may also issue key cards for facility access to other non-
Department members (such as certain federal agents) as appropriate and necessary to facilitate 
Department operations. Liaison requests for such key cards shall be directed to the 
Administrative Support Division Commander. 
 
Electronic access is recorded by computer and may be audited at any time.  Lost identification 
cards or fobs shall be immediately reported through the chain of command, as with any other lost 
issued property, and the Administrative Support Division notified immediately to disable the card 
in the computer system. 

 
3654 Vehicle Fuel Keys 

 
City of Tucson vehicle fuel keys are issued to each vehicle.  If the fuel key is damaged, or 
becomes unusable it shall be taken or sent to City Fleet Services (Fleet Technicians may do this).  
A memorandum signed by a supervisor will be required to provide a replacement.  Lost fuel keys 
shall be reported through the chain of command, as with any other lost issued property, and the 
Administrative Support Division notified immediately to disable the key in the City computer 
system. 

 
3655 Furniture 

 
Systems furniture is requested by memorandum through the chain of command to the 
Administrative Support Division noting the funding source.  Any movement of systems furniture 
must be coordinated through the Administrative Support Division who will notify a vendor and an 
electrician.  See General Order 8335 for additional information. 

 
All other furniture is ordered and inventoried through the Budget Section (ergonomic furniture 
acquisition is coordinated through Human Resources). All furniture is assigned to specific 
locations.  No furniture shall be moved between sections without chain of command approval and 
proper written notification of the Administrative Support Division for inventory purposes. 

 
3656 Telephones 

 
Telephones are installed for specific workstations and individuals. The phones are to be relocated 
only by telephone technicians requested through the Administrative Support Division. 

 
Requests for new phone lines must be made through the chain of command, approved by an 
Assistant Chief, and forwarded to the Administrative Support Division.  Damaged phones and 
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reception problems are to be reported through the chain of command to the Administrative 
Support Division. 

 
3657 Office Supplies 
 

Office supply needs are requested through the Supply Section.  Individual units will maintain no 
more than a two-week supply.  One individual in each Section will be identified to order office 
supplies through the Supply Unit.  Requests for supplies not normally carried through City Stores 
shall be handled by the Administrative Support Division with chain of command approval 

 
3658 Portable Radios 

 
All sworn personnel are issued individual radios. Without specific authorization from a Division 
Commander, members shall only be assigned one handheld radio. Unit requests for additional 
radios must be approved through the chain of command. Spare radios and batteries are 
maintained in the Supply Section or at each of the field divisions.  Those radios must be 
controlled and signed out while the assigned radio is being repaired. 

 
Radios needing repair or new batteries will be taken directly to City Communications at Park and 
Ajo.  Lost or damaged radios shall be reported through the chain of command.  The 
Administrative Support Division maintains the Department radio inventory and must be notified of 
any changes. 

 
Portable radios shall be worn on the police uniform in accordance with the provisions in General 
Order 1400. 

 
3659 Other Department Equipment 
 

Members may be issued a variety of equipment.  All of it remains the property of the City of 
Tucson, and is the responsibility of the member to whom it is issued or who is using it. 

 
 


