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PURPOSE:

It is the purpose of this general order to clearly define the rules and regulations
pertaining to the use, handling and care of all department property and equipment.

DEPARTMENT VEHICLES:

2.1 All vehicles of the Police Department will be kept locked at all times when
unattended.

2.2 All officers will personally check their assigned vehicles and equipment, item
by item and complete the checklist on the Daily Car Report prior to using a
departmental vehicle. Should use of equipment result in a shortage, such items
will be noted in the log as well as any other adverse condition of equipment that is
noted. All officers shall make every effort to replenish and replace any used
equipment or materials.

2.3 Any officer assigned to drive a police vehicle shall not allow any unauthorized
person to drive the vehicle.

SEAT BELTS:

Any person while driving or riding in a departmental vehicle or any vehicle owned
by the City of Winona, equipped with seat belts, will wear the seat belt at all times
while the vehicle is in motion.

POLICE SHOTGUNS IN VEHICLES:

Whenever a police vehicle is left unattended and the shotgun is not in use, the
shotgun will be locked in the shotgun mount or otherwise secured in the trunk.

ACCIDENT WITH A POLICE VEHICLE:

5.1 Any officer having an accident with a police vehicle shall notify his supervisor
and the supervisor shall conduct the investigation, in accordance with department
policy and the City of Winona Administrative Manual.

5.2 Reports shall be made regardless of the amount of damage.
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5.3 A copy of all reports shall be forwarded to the Chief of Police as soon as
possible after the investigation is completed.

5.4 Any citations for violations should be issued by the investigating Supervisor
and not the officer involved in the accident.

5.5 All other procedures as outlined in the Administrative Procedure 107-3 of the
City Administrative Manual shall be strictly adhered to.

DAMAGED OR INOPERATIVE PROPERTY OR EQUIPMENT:

Members of this department shall immediately report to their supervisor on
designated forms or in a manner prescribed by the Chief of Police, the loss or
damage to departmental property assigned to or used by them. The immediate
supervisor will be notified of any defects or hazardous conditions that exist in any
department equipment or property.

MAINTENANCE OF DEPARTMENTAL PROPERTY:

Members of this department shall maintain department equipment and property
assigned to them in good condition. In the event that city property is found bearing
evidence of damage which has not been reported, it shall be prima facie evidence
that the last person using the property or equipment was responsible.

CARE OF DEPARTMENT BUILDINGS:

Members of this department shall not mar, mark, or deface any surface in any
departmental building. No material shall be affixed in any way to any wall in
departmental buildings without specific authorization.

NOTICES:
Members of this department shall not mark, alter or deface any posted notice of
this department. Notices or announcements shall not be posted on the bulletin

boards without permission of a commanding officer.

SURRENDER OF DEPARTMENT PROPERTY:
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Members of this department are required to surrender all department property in
their possession upon separation from the police service.

USE OF DEPARTMENT VEHICLES:

Members of this department shall not use any departmental vehicle without the
permission of a commanding officer. Departmental vehicles shall never be used
for personal business or pleasure. Three vehicles are assigned to the Chief and
Deputy Chiefs as 24-hour vehicles.

TRANSPORTING CITIZENS:

Citizens will be transferred in departmental vehicles only when necessary to
accomplish a police purpose. Such transportation will be done in accordance with
department policy or at the direction of a commanding officer or immediate
supervisor.



