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Department Owned and Personal Property 
700.1 PURPOSE AND SCOPE 
Department employees are expected to properly care for department property assigned or 
entrusted to them. Employees may also suffer occasional loss or damage to personal or 
department property while performing their assigned duty. Certain procedures are required 
depending on the loss and ownership of the item. 

700.1.1 DAM 924.1 
Refer to DAM 924.1 for State and Department policy on use of personal property. 

700.2 CARE OF DEPARTMENTAL PROPERTY 
Employees shall be responsible for the safekeeping, serviceable condition, proper care, use and 
replacement of department property assigned or entrusted to them. An employee's intentional or 
negligent abuse or misuse of department property may lead to discipline including, but not limited 
to the cost of repair or replacement. 

(a) Employees shall promptly report through their chain of command, any loss, damage to, 
or unserviceable condition of any department issued property or equipment assigned 
for their use. 

(b) The use of damaged or unserviceable department property should be discontinued 
as soon as practical and replaced with comparable Department property as soon as 
available and following notice to a supervisor. 

(c) Except when otherwise directed by competent authority or required by exigent 
circumstances, department property shall only be used by those to whom it was 
assigned. Use should be limited to official purposes and in the capacity for which it 
was designed. 

(d) Department property shall not be thrown away, sold, traded, donated, destroyed, or 
otherwise disposed of without proper authority. 

(e) In the event that any Department property becomes damaged or unserviceable, no 
employee shall attempt to repair the property without prior approval of a supervisor. 

700.3 FILING CLAIMS FOR PERSONAL PROPERTY 
Claims for reimbursement for damage or loss of personal property must be made on the proper 
form. This form is submitted to the employee's immediate supervisor. The supervisor may require 
a separate written report of the loss or damage. 

The supervisor shall direct a memo to the appropriate Field Division Chief, which shall include 
the results of his/her investigation and whether the employee followed proper procedures. The 
supervisor's report shall address whether reasonable care was taken to prevent the loss or 
damage. 
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Upon review by staff and a finding that no misconduct or negligence was involved, repair or 
replacement may be recommended by the Property and Evidence Section Superintendent, who 
will then forward the claim to the Disrict Administrative Chief. 

The Department will not replace or repair luxurious or overly expensive items (jewelry, exotic 
equipment, etc.) that are not reasonably required as a part of work. 

700.3.1 REPORTING REQUIREMENT 
A verbal report shall be made to the employee's immediate supervisor as soon as circumstances 
permit. 

A written report shall be submitted before the employee goes off duty or within the time frame 
directed by the supervisor to whom the verbal report is made. 

700.4 LOSS OR DAMAGE OF PROPERTY OF ANOTHER 
Officers and other employees intentionally or unintentionally may cause damage to the real or 
personal property of another while performing their duties. Any employee who damages or causes 
to be damaged any real or personal property of another while performing any law enforcement 
functions, regardless of jurisdiction, shall report it as provided below. 

(a) A verbal report shall be made to the employee's immediate supervisor as soon as 
circumstances permit. 

(b) A written report shall be submitted before the employee goes off duty or within the 
time frame directed by the supervisor to whom the verbal report is made. 

700.4.1 DAMAGE BY PERSON OF ANOTHER AGENCY 
If employees of another jurisdiction cause damage to real or personal property belonging to the 
State, it shall be the responsibility of the employee present or the employee responsible for the 
property to make a verbal report to his/her immediate supervisor as soon as circumstances permit. 
The employee shall submit a written report before going off duty or as otherwise directed by the 
supervisor. 

These written reports, accompanied by the supervisor's written report, shall promptly be forwarded 
to the appropriate FieldDivision Chief. 
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Personal Communication Devices 
702.1 PURPOSE AND SCOPE 
The purpose of this policy is to establish guidelines for the use of mobile telephones and 
communication devices, whether issued by the Department or personally owned, while on-duty 
or when used for authorized work-related purposes. 

This policy generically refers to all such devices as Personal Communication Devices (PCD) but 
is intended to include all mobile telephones, personal digital assistants (PDA) and similar wireless 
two-way communications and/or portable Internet access devices. PCD use includes, but is not 
limited to, placing and receiving calls, text messaging, blogging and microblogging, e-mailing, 
using video or camera features, playing games and accessing sites or services on the Internet. 

Refer to Department Administrative Manual §1060.4 and Government Code §8314, which 
supersede this policy when in conflict with this policy. 

702.2 POLICY 
The California Department of Parks and Recreation allows employees to utilize department-issued 
PCDs and to possess personally owned PCDs in the workplace, subject to certain limitations. Any 
PCD used while on-duty, or used off-duty in any manner reasonably related to the business of the 
Department, will be subject to monitoring and inspection consistent with the standards set forth 
in this policy. 

The inappropriate use of a PCD while on-duty may impair officer safety. Additionally, employees 
are advised and cautioned that the use of a personally owned PCD either on-duty or after duty 
hours for business-related purposes may subject the employee and the employee's PCD records 
to civil or criminal discovery or disclosure under applicable public records laws. 

Employees who have questions regarding the application of this policy or the guidelines contained 
herein are encouraged to seek clarification from supervisory personnel. 

702.3 PRIVACY POLICY 
Employees shall have no expectation of privacy with regard to any communication made with or 
stored in or through PCDs issued by the Department and shall have no expectation of privacy 
in their location should the device be equipped with location detection capabilities. The use 
of any department-provided or -funded PCD, computer, Internet service, telephone service or 
other wireless service while on-duty is without any expectation of privacy that the employee 
might otherwise have in any communication, including the content of any such communication. 
Communications or data reception on personal, password-protected, web-based e-mail accounts 
and any other services are subject to monitoring if department equipment is used. 

In accordance with this policy, supervisors are authorized to conduct a limited administrative 
search of electronic files without prior notice, consent or a search warrant, on department-
issued or personally owned PCDs that have been used to conduct department-related business. 
Administrative searches can take place for work-related purposes that may be unrelated to 
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investigations of employee misconduct and, as practicable, will be done in the presence of the 
affected employee. Prior to conducting any search of personally owned devices, supervisors shall 
consult with the Deputy Director, Park Operations. All such searches shall be fully documented 
in a written report. 

702.4 DEPARTMENT-ISSUED PCD 
Depending on an employee's assignment and the needs of the position, the Department may, at 
its discretion, issue a PCD. Department-issued PCDs are provided as a convenience to facilitate 
on-duty performance only. Such devices and the associated telephone number shall remain the 
sole property of the Department and shall be subject to inspection or monitoring (including all 
related records and content) at any time without notice and without cause. 

Unless an employee is expressly authorized by the Deputy Director, Park Operations or the 
authorized designee for off-duty use of the PCD, the PCD will either be secured in the workplace 
at the completion of the tour of duty or will be turned off when leaving the workplace. 

702.5 PERSONALLY OWNED PCD 
Employees may carry a personally owned PCD while on-duty, subject to the following conditions 
and limitations: 

(a) Carrying a personally owned PCD is a privilege, not a right (Refer to department Mobile 
Telecom Device Handbook). 

(b) The Department accepts no responsibility for loss of or damage to a personally owned 
PCD. 

(c) Employees shall promptly notify the Department in the event the PCD is lost or stolen. 

(d) The PCD and any associated services shall be purchased, used and maintained solely 
at the employee's expense. 

(e) The device should not be used for work-related purposes except in exigent 
circumstances (e.g., unavailability of radio communications). Employees will have a 
reduced expectation of privacy when using a personally owned PCD in the workplace 
and have no expectation of privacy with regard to any department business-related 
communication. 

(f) The device shall not be utilized to record or disclose any business-related information, 
including photographs, video or the recording or transmittal of any information or 
material obtained or made accessible as a result of employment with the Department, 
without the express authorization of the District Superintendent or the authorized 
designee. 

(g) Use of a personally owned PCD constitutes consent for the Department to access the 
PCD to inspect and copy data to meet the needs of the Department, which may include 
litigation, public records retention and release obligations and internal investigations. If 
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the PCD is carried on-duty, employees will provide the Department with all telephone 
access numbers for the device. 

Except with prior express authorization from their supervisor, employees are not obligated or 
required to carry, access, monitor or respond to electronic communications using a personally 
owned PCD while off-duty. If an employee is in an authorized status that allows for appropriate 
compensation consistent with policy or existing collective bargaining agreements, or if the 
employee has prior express authorization from his/her supervisor, the employee may engage 
in business-related communications. Should employees engage in such approved off-duty 
communications or work, employees entitled to compensation shall promptly document the time 
worked and communicate the information to their supervisor to ensure appropriate compensation. 
Employees who independently document off-duty department-related business activities in any 
manner shall promptly provide the Department with a copy of such records to ensure accurate 
record keeping. 

702.6 USE OF PERSONAL COMMUNICATION DEVICES 
The following protocols shall apply to all PCDs that are carried while on-duty or used to conduct 
department business: 

(a) A PCD shall not be carried in a manner that allows it to be visible while in uniform, 
unless it is in an approved carrier. 

(b) All PCDs in the workplace shall be set to silent or vibrate mode. 

(c) A PCD may not be used to conduct personal business while on-duty, except for brief 
personal communications (e.g., informing family of extended hours). Employees shall 
endeavor to limit their use of PCDs to authorized break times, unless an emergency 
exists. 

(d) Employees may use a PCD to communicate with other personnel in situations where 
the use of the radio is either impracticable or not feasible. PCDs should not be used 
as a substitute for, as a way to avoid or in lieu of regular radio communications. 

(e) Officers are prohibited from taking pictures, video or making audio recordings or 
making copies of any such picture or recording media unless it is directly related to 
official department business. Disclosure of any such information to any third party 
through any means, without the express authorization of the Deputy Director, Park 
Operations or the authorized designee, may result in discipline. 

(f) Employees will not access social networking sites for any purpose that is not official 
department business. 

(g) Using PCDs to harass, threaten, coerce or otherwise engage in inappropriate conduct 
with any third party is prohibited. Any employee having knowledge of such conduct 
shall promptly notify a supervisor. 
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702.7 SUPERVISORY RESPONSIBILITIES 
Supervisors should ensure that members under their command are provided appropriate training 
on the use of PCDs consistent with this policy. Supervisors should monitor, to the extent 
practicable, PCD use in the workplace and take prompt corrective action if an employee is 
observed or reported to be improperly using a PCD. An investigation into improper conduct should 
be promptly initiated when circumstances warrant. 

702.8 USE WHILE DRIVING 
The use of a PCD while driving can adversely affect safety, cause unnecessary distractions and 
present a negative image to the public. Officers operating emergency vehicles should restrict the 
use of these devices to matters of an urgent nature and should, where practicable, stop the vehicle 
at an appropriate location to use the PCD. 

Except in an emergency, employees who are operating non-emergency vehicles shall not use a 
PCD while driving unless the device is specifically designed and configured to allow hands-free 
use (Vehicle Code § 23123). Hands-free use should be restricted to business-related calls or calls 
of an urgent nature. 

702.9 OFFICIAL USE 
Employees are reminded that PCDs are not secure devices and conversations may be intercepted 
or overheard. Caution should be exercised while utilizing PCDs to ensure that sensitive information 
is not inadvertently transmitted. As soon as reasonably possible, employees shall conduct 
sensitive or private communications on a land-based or other department communications 
network. 

The following situations are examples of when the use of a PCD may be appropriate: 

(a) Barricaded suspects 

(b) Hostage situations 

(c) Mobile Command Post 

(d) Catastrophic disasters, such as plane crashes, earthquakes, floods, etc. 

(e) Major political or community events 

(f) Investigative stakeouts 

(g) Emergency contact with an allied agency or allied agency field unit 

(h) When immediate communication is needed and the use of the radio is not available 
or appropriate and other means are not readily available 
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Vehicle Maintenance 
704.1 PURPOSE AND SCOPE 
Employees are responsible for assisting in maintaining Department vehicles so that they are 
properly equipped, properly maintained, properly refueled and present a clean appearance. 

704.2 DEFECTIVE VEHICLES 
When a department vehicle becomes inoperative or in need of repair that affects the safety 
of the vehicle, that vehicle shall be removed from service for repair. Proper documentation 
shall be promptly completed by the employee who first becomes aware of the defective 
condition, describing the correction needed. The paperwork shall be promptly forwarded to vehicle 
maintenance for repair. 

704.3 VEHICLE REFUELING 
Absent emergency conditions or supervisor approval, officers driving patrol vehicles shall not place 
a vehicle in service that has less than one-quarter tank of fuel. Vehicles shall only be refueled at 
an authorized location. 

704.4 WASHING OF VEHICLES 
All units shall be kept clean at all times and weather conditions permitting, shall be washed as 
necessary to enhance their appearance. 

Employees using a vehicle shall remove any trash or debris at the end of their shift. Confidential 
material should be placed in a designated receptacle provided for the shredding of this matter. 

704.5 MISCELLANEOUS EMPLOYEE USE 
Civilian employees using marked vehicles shall ensure all weapons are removed from vehicles 
before going into service. Civilian employees shall also prominently display the OUT OF SERVICE 
placards or lightbar covers at all times. Civilian employees shall not operate the emergency lights 
or siren of any vehicle unless expressly authorized by a supervisor. 
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Vehicle Use 
706.1 PURPOSE AND SCOPE 
The purpose of this policy is to establish a system of accountability to ensure department vehicles 
are used appropriately. This policy provides guidelines for on- and off-duty use of department 
vehicles and shall not be construed to create or imply any contractual obligation by the State 
of State Parks to provide assigned take-home vehicles. For the purposes of this policy, “State-
owned” includes any vehicle owned, leased or rented by the State. 

706.2 POLICY 
The California Department of Parks and Recreation provides vehicles for department-related 
business and may assign patrol and unmarked vehicles based on a determination of operational 
efficiency, economic impact to the Department, requirements for tactical deployments, and other 
considerations. 

706.3 USE OF VEHICLES 
State-owned vehicles shall only be used for official business and, when approved, for commuting 
to allow members to respond to department-related business outside their regular work hours. 

Members shall not operate a State-owned vehicle at any time when impaired by drugs and/or 
alcohol. 

Any member operating a vehicle equipped with a two-way communications radio, MDC and/or a 
GPS device shall ensure the devices are on and set to an audible volume whenever the vehicle 
is in operation. 

706.3.1 SHIFT ASSIGNED VEHICLES 
Members who use a fleet vehicle as part of their work assignment shall ensure that the vehicle is 
properly checked out and logged on the daily shift roster, according to current procedures, prior 
to taking it into service. If for any reason during the shift the vehicle is exchanged, the member 
shall ensure that the exchanged vehicle is likewise properly noted on the daily shift roster. 

Members shall be responsible for inspecting the interior and exterior of any assigned vehicle 
before taking the vehicle into service and at the conclusion of the shift. Any previously unreported 
damage, mechanical problems, unauthorized contents or other problems with the vehicle shall be 
promptly reported to a supervisor and documented as appropriate. 

706.3.2 UNMARKED VEHICLES 
Except for use by the assigned member, unmarked units shall not be used without first obtaining 
approval from the supervisor of the unit to which the vehicle is assigned. 

706.3.3 AUTHORIZED PASSENGERS 
Members operating State-owned vehicles shall not permit persons other than State members or 
persons required to be conveyed in the performance of duty, or as otherwise authorized, to ride 
as a passenger in their vehicle. 

and Recreation
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706.3.4 PARKING 
Except when responding to an emergency or other urgent official business requires otherwise, 
members driving State-owned vehicles should obey all parking regulations at all times. 

State-owned vehicles should be parked in their assigned stalls. Members shall not park privately 
owned vehicles in any stall assigned to a State-owned vehicle or in any other areas of the parking 
lot that are not designated as a parking space unless authorized by a supervisor. Privately owned 
motorcycles shall be parked in designated areas. 

706.3.5 INSPECTIONS 
The interior of any vehicle that has been used to transport any person other than a member should 
be inspected prior to placing another person in the vehicle and again after the person is removed. 
This is to ensure that unauthorized or personal items have not been left in the vehicle. 

When transporting any suspect, prisoner or arrestee, the transporting officer shall search all areas 
of the vehicle that are accessible by the person before and after the person is transported. 

706.3.6 PRIVACY 
All State-owned vehicles are subject to inspection and/or search at any time by a supervisor 
without notice and without cause. No member assigned to or operating such vehicle shall be 
entitled to any expectation of privacy with respect to the vehicle or its contents. 

706.4 ASSIGNED VEHICLE AGREEMENT 
Officers may only be assigned a take-home vehicle consistent with Government Code, California 
Code of Regulations, and State Administrative Manual mandates and only after all required 
Department approvals are granted. 

706.5 ENFORCEMENT ACTIONS 
When driving an assigned vehicle to and from work outside of the jurisdiction of theCalifornia 
Department of Parks and Recreation, an officer shall not become involved in enforcement actions 
except in those circumstances where a potential threat to life or serious property damage exists. 

Officers driving marked vehicles shall be armed at all times. 

Officers may render public assistance, e.g. to a stranded motorist, when deemed prudent. 

Officers may offer assistance to officers of other agencies when encountered during travel. Refer 
to Policy Manual §352. 

706.6 ENFORCEMENT ACTIONS 
When driving an assigned vehicle to and from work outside of the jurisdiction of the California 
Department of Parks and Recreation, an officer should avoid becoming directly involved in 
enforcement actions except in those circumstances where a potential threat to life or serious 
property damage exists (see the Off-Duty Law Enforcement Actions Policy and the Law 
Enforcement Authority Policy). 

Officers may render public assistance (e.g., to a stranded motorist) when deemed prudent. 
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Officers shall, at all times while driving a marked State-owned vehicle, be armed, appropriately 
attired and carry their department-issued identification. Officers should also ensure that 
department radio communication capabilities are maintained to the extent feasible. 

706.7 MAINTENANCE 
Members are responsible for the cleanliness (exterior and interior) and overall maintenance of 
their assigned vehicles. 

Members shall make daily inspections of their assigned vehicles for service/maintenance 
requirements and damage. It is the assigned member's responsibility to ensure that his/her 
assigned vehicle is maintained according to the established service and maintenance schedule. 

Supervisors shall make, at a minimum, monthly inspections of vehicles assigned to members 
under their command to ensure the vehicles are being maintained in accordance with policy. 

706.7.1 ACCESSORIES AND/OR MODIFICATIONS 
No modifications, additions or removal of any equipment or accessories shall be made to the 
vehicle without written permission from the Division Chief. 

706.8 VEHICLE DAMAGE, ABUSE AND MISUSE 
When a State-owned vehicle is involved in a traffic collision or otherwise incurs damage, the 
involved member shall promptly notify a supervisor. Any traffic collision report shall be filed with 
the agency having jurisdiction (see also Traffic Collision Reporting Policy). 

When a collision involves a State vehicle or when a member of this department is an involved 
driver in a collision that occurs in this jurisdiction, and the collision results in serious injury or 
death , the supervisor should request that an outside law enforcement agency be summoned to 
investigate the collision. 

The member involved in the collision shall complete the State's vehicle collision form. If the 
member is unable to complete the form, the supervisor shall complete the form. 

Any damage to a vehicle that was not caused by a traffic collision shall be immediately reported 
during the shift in which the damage was discovered, documented in memorandum format and 
forwarded to the Shift Supervisor. An administrative investigation should be initiated to determine 
if there is any vehicle abuse or misuse. 

706.9 TOLL ROAD USAGE 
Law enforcement vehicles are not routinely exempted from incurring toll road charges. 

To avoid unnecessary toll road charges, all members operating a State-owned vehicle upon the 
toll road shall adhere to the following: 

(a) All members operating a State-owned vehicle for any reason other than in response 
to an emergency shall pay the appropriate toll charge or utilize the appropriate toll 
way transponder. Members may submit a request for reimbursement from the State 
for any toll fees incurred in the course of official business. 
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(b) All members passing through a toll plaza or booth during a response to an emergency 
shall notify, in writing, the appropriate Division Chief within five working days explaining 
the circumstances. 
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