
CITY COUNCIL  
SPECIAL MEETING PACKET 

FOR

Tuesday, October 29, 2024 
Sherwood City Hall 

22560 SW Pine Street 
Sherwood, Oregon 

5:30 pm City Council Work Session 

7:00 pm City Council Special Meeting 

City Council Executive Session 
(ORS 192.660(2)(d), Labor Negotiator Consultations,  

192.660(2)(e), Real Property Transactions and 192.660(2)(h) Legal Counsel) 
(Following the 7:00 pm Special City Council Meeting) 

This meeting will be live streamed at 
https://www.youtube.com/user/CityofSherwood 
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5:30 PM CITY COUNCIL WORK SESSION 

1. Old Town Strategic Plan Discussion
(Sean Conrad, Planning Manager)

2. Metro Solid Waste Discussion
(Craig Sheldon, City Manager)

7:00 PM SPECIAL SESSION 

1. CALL TO ORDER

2. PLEDGE OF ALLEGIANCE

3. ROLL CALL

4. APPROVAL OF AGENDA

5. CONSENT AGENDA

A. Approval of October 15, 2024, City Council Meeting Minutes (Sylvia Murphy, City Recorder)
B. Resolution 2024-067, Appointing Deborah Reisman to the Sherwood Cultural Arts

Commission (Chanda Hall, Arts Center Manager)
C. Resolution 2024-068, Appointing Leah Nedwek to the Sherwood Cultural Arts Commission

(Chanda Hall, Arts Center Manager)
D. Resolution 2024-069, Appointing Michael Smith to Sherwood Police Advisory Board

(Ty Hanlon, Police Chief)
E. Resolution 2024-071, Forming a Project Advisory Committee and Technical Advisory

Committee for the Old Town Strategic Plan  (Sean Conrad, Planning Manager)
F. Resolution 2024-072, Approving Sherwood Police Department Policy Updates

(Ty Hanlon, Police Chief)

6. CITIZEN COMMENTS

7. PUBLIC HEARING

A. Resolution 2024-070, Updating the 2024-25 Fee Schedule for Compliance with State Building
Code Regulations and Accela Contract (Eric Rutledge, Community Development Director)

8. CITY MANAGER REPORT

9. COUNCIL ANNOUNCEMENTS

10. ADJOURN to EXECUTIVE SESSION

11. EXECUTIVE SESSION

AGENDA 

SHERWOOD CITY COUNCIL 
SPECIAL MEETING 

October 29, 2024 

5:30 pm City Council Work Session 

7:00 pm City Council Special Session 

City Council Executive Session 
(ORS 192.660(2)(d)(e)(h), Labor Negotiator 

Consultations, Real Property Transactions &  
Legal Counsel) 

(Following the 7:00 pm Meeting) 

Sherwood City Hall 
22560 SW Pine Street 
Sherwood, OR  97140 

This meeting will be live streamed at 
https://www.youtube.com/user/CityofSherwood 
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A. ORS 192.660(2)(d)(e) & (h), Labor Negotiator Consultations, Real Property Transactions and 

Legal Counsel (Sebastian Tapia, Interim City Attorney) 
 
12. ADJOURN 
 
 
 
How to Provide Citizen Comments and Public Hearing Testimony: Citizen comments and public hearing testimony may be provided in person, in writing, or by 
telephone. Written comments must be submitted at least 24 hours in advance of the scheduled meeting start time by e-mail to Cityrecorder@Sherwoodoregon.gov and 
must clearly state either (1) that it is intended as a general Citizen Comment for this meeting or (2) if it is intended as testimony for a public hearing, the specific public 
hearing topic for which it is intended. To provide comment by phone during the live meeting, please e-mail or call the City Recorder at Cityrecorder@Sherwoodoregon.gov 
or 503-625-4246 at least 24 hours in advance of the meeting start time in order to receive the phone dial-in instructions. Per Council Rules Ch. 2 Section (V)(D)(5), Citizen 
Comments, “Speakers shall identify themselves by their names and by their city of residence.” Anonymous comments will not be accepted into the meeting record. 
 
How to Find out What's on the Council Schedule: City Council meeting materials and agenda are posted to the City web page at www.sherwoodoregon.gov, generally 
by the Thursday prior to a Council meeting. When possible, Council agendas are also posted at the Sherwood Library/City Hall and the Sherwood Post Office.  
 
To Schedule a Presentation to the Council: If you would like to schedule a presentation to the City Council, please submit your name, phone number, the subject of 
your presentation and the date you wish to appear to the City Recorder, 503-625-4246 or Cityrecorder@Sherwoodoregon.gov   
 
ADA Accommodations: If you require an ADA accommodation for this public meeting, please contact the City Recorder’s Office at (503) 625-4246 or 
Cityrecorder@Sherwoodoregon.gov at least 48 hours in advance of the scheduled meeting time. Assisted Listening Devices available on site.  
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SHERWOOD CITY COUNCIL MEETING MINUTES 
22560 SW Pine St., Sherwood, Or 

October 15, 2024 
 
WORK SESSION 
 
1. CALL TO ORDER: Council President Young called the meeting to order at 6:00 pm. 

 
2. COUNCIL PRESENT: Council President Kim Young, Councilors Taylor Giles, Renee Brouse, Dan Standke, 

and Doug Scott. Councilor Mays joined remotely at 6:40 pm. Mayor Rosener was absent. 
 
3. STAFF PRESENT: City Manager Craig Sheldon, Assistant City Manager Kristen Switzer, Interim City 

Attorney Sebastian Tapia, Community Development Director Eric Rutledge, Interim Public Works Director 
Rich Sattler, HR Director Lydia McEvoy, IT Analyst Mark Swanson, Senior Planner Joy Chang, Arts Center 
Manager Chanda Hall, Finance Director David Bodway, Police Chief Ty Hanlon, Records Technician Katie 
Corgan, and City Recorder Sylvia Murphy. 

 
Council President Young announced that the order of topics for this work session would be rearranged, and 
the Pedestrian Bridge Art Update would be the third topic of discussion. 
 

4. TOPIC: 
 

A. Police Policy Updates 

Police Chief Ty Hanlon presented the February 2024 Updates (see record, Exhibit A) and recapped Lexipol 
provided Police Policy updates 2-3 times a year and served as the city’s Police Department policy advisor 
and manual. He reported Lexipol provided updates on best practices, or if legislative or case law changes 
had been made that may impact the city. He explained that the Lexipol updates were first reviewed by the 
Police Advisory Board, then by Council during a work session, and then would be approved by Council via a 
resolution at a future meeting. He referred to term “major” cited on Exhibit A and explained that sometimes 
the updates were correcting grammatical errors. He explained that some of the updates were driven by the 
Department of Justice to encourage police departments to become accredited and reported that the 
Sherwood Police Department had been accredited for roughly 15 years. He referred to updates under “Use 
of Force” and the duty to intercede section and explained that Police Officers were required to intervene 
when other Officers were behaving unacceptably and were required to report the incident. He stated that this 
went hand-in-hand with trust and transparency to the community. He reported that annual training was 
required to review both federal and state legislative and case law changes. He referred to control devices 
and stated that they underwent regular training. He spoke on no-knock warrants and explained that they only 
occurred in high-risk circumstances and only if a judge had granted them the authority to do so. He referred 
to bias-based policing and reported that the Sherwood Police Department collected stop data for every traffic 
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stop which included the person’s race, gender, reason for the stop, and if a citation was issued. He explained 
that this data was held by Washington County who submitted the information to the state through the 
Department of Justice. Councilor Standke asked if the annual profiling complaint form was new. Chief Hanlon 
replied that the Sherwood Police Department had had the form for quite a while, and he believed that there 
had only been one complaint in the last five years. He referred to vehicle tows and explained that the Police 
Department did not tow anyone unless it presented a hazard and spoke on the pros and cons of the policy. 
He explained that suspended or DUI drivers would often drive to a private parking lot where the Police 
Department were unable to tow their vehicles. Discussion occurred and Interim City Attorney Sebastian Tapia 
explained that the new rules were put in place due to lawsuits. Chief Hanlon referred to the carotid control 
hold and explained that this maneuver was now considered deadly force and spoke on the difficulties of 
maintaining that level of awareness when physically engaging with a suspect. Councilor Giles commented 
that that was why the city wanted their Officers to receive so much training so that they could maintain that 
level of awareness and control. Chief Hanlon replied that he agreed and said that it was important for Officers 
to have many tools and to feel competent with those tools. Councilor Standke asked since the carotid control 
hold was considered deadly force, was it’s use documented as use of deadly force and did this hold replace 
the chokehold. Chief Hanlon replied that it was documented as use of deadly force and explained that 
Officers were trained to “stay away from the neck.” He spoke on recent legislation regarding Officers no 
longer being able to put their knees on the backs of those who were not a part of a crime and commented 
that he believed that this was being challenged in the Ninth Circuit Court. Interim City Attorney Tapia 
explained that the restrictions mirrored the criminal prohibitions for strangulation since it also prohibited 
breathing or circulation. Councilor Standke referred to the juvenile strip search policy and asked for 
clarification. Chief Hanlon replied that the Sherwood Police Department did not conduct strip searches, as 
those were done at the jail, and would only be done in extreme circumstances where Officers believed it was 
something dangerous. Council President Young confirmed that these updates had been reviewed by the 
Police Advisory Board and Chief Hanlon would draft legislation for Council to approve of the changes and 
Chief Hanlon replied that was correct. 

 
B. Sherwood West Update 
 
Community Development Director Eric Rutledge recapped the October 8th Metro work session. He stated 
that the work session reinforced the ongoing discussions that had been occurring. He referred to conditions 
for approval and reported that there were no surprises and Metro Council directed Metro staff to adopt the 
baseline forecast for growth. He commented that doing so aligned Sherwood West with the regional need 
for employment and industrial land. He reported that Metro Council directed Metro staff to look into housing 
affordability in Sherwood West prior to a final decision being made. He stated that Metro staff would complete 
their research and report back to city staff by the end of next week. Community Development Director 
Rutledge referred to SB 4, which allowed the Governor to pass an executive order to expand the urban 
growth boundary, and commented that it was likely that the Governor would do so by the end of the year and 
explained that the area would be in Hillsboro. He explained that the 375 acres of industrial land would likely 
be used for advanced manufacturing, such as microchips and semiconductors. He stated that even with the 
Governor expanding the urban growth boundary, there was still a need for Sherwood West and spoke on the 
likely impact of the federal CHIPS Act for the region. Councilor Scott asked when Hillsboro asked for a UGB 
expansion and Mr. Rutledge replied that he did not know. He explained that Hillsboro had asked for an 
expansion in 2018, and Hillsboro had not created a concept plan for this year and commented that it was 
likely in relation to the passage of the CHIPS Act. Community Development Director Rutledge referred to 
density concerns and stated that the issue had been addressed and explained that Metro Council directed 
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Metro staff to reinforce the Sherwood West Concept Plan’s housing density. He stated it was likely that there 
would be conditions around community engagement, Title 13, and environmental inventories. He stated city 
staff were keeping an eye on conditions of approval for affordability. He reported that the first reading would 
be held on November 21st and commented that he expected several interest groups to come and testify 
against Sherwood West. Council President Young asked if an additional Metro work session would be held 
to discuss affordability and Mr. Rutledge replied that it was unlikely that an additional work session would be 
held. He reported that November 1st was the latest date that the final version would be shared publicly. 
Councilor Giles spoke on affordability, Sherwood West, and the need for additional funding to construct the 
necessary infrastructure to support a higher density in Sherwood West. Community Development Director 
Rutledge replied that there had been pushback from local jurisdictions advising Metro not to impose 
affordability conditions of approval without funding. He recapped that the October 8th Metro work session 
discussed affordability and that housing in Sherwood West should be market rate affordable. He outlined 
that there was discussion on how to deliver middle housing, cottage clusters, and high-density housing prior 
to the development of single-family housing in Sherwood West and explained that options would need to be 
explored. Mr. Rutledge stated that he did not hear much discussion regarding requiring a certain amount of 
regulated affordable housing or to require income restriction and commented that it was possible for this to 
be a topic when the research on affordability was completed. He stated that city staff planned to work with 
Metro staff early on to come to an understanding if that were the case. He recapped that the first Metro public 
hearing would be held on November 21st. 
 
C. Pedestrian Bridge Art Update 

Assistant City Manager Kristen Switzer and Arts Center Manager Chanda Hall presented the “Sherwood 
East Wall” PowerPoint presentation (see record, Exhibit B) and explained that the city had been working with 
an artist to design art for the 50-foot wall in front of the YMCA building. Ms. Hall recapped that the artist, Vicki 
Scuri, was a Pacific Northwest based artist who specialized in concrete work, steel work, lighting design, and 
gateways. Assistant City Manager Switzer stated that the Cultural Arts Commission had held a meeting to 
review the design choices, and this presentation was their recommendation to Council. Ms. Hall provided an 
overview of the site and noted that there was a plain chain link fence behind the site of where the art would 
go. She explained that the Cultural Arts Commission wanted to mimic the curving pattern of the pedestrian 
bridge in the artwork to make the area feel cohesive to the overall design. Ms. Hall provided an overview of 
Option 1 which included stained concrete pattern-relief walls with powder-coated grills/fencing covering half 
of the concrete and noted that this was the Cultural Arts Commission’s top choice. She provided an overview 
of Option 2 which included stained concrete walls with powder-coated grills/fencing and cladding on page 10 
of the presentation. Assistant City Manager Switzer noted that this was the Cultural Arts Commission’s 
second choice and explained that the Cultural Arts Commission had also enquired if the corners of the piece 
could be rounded off to soften the look. Ms. Hall outlined that the pattern on the concrete wall would extend 
2-3 inches and provided an overview of what the options would look like in place on pages 12-13 of the 
presentation. She displayed an option in which “Sherwood” was cut into the concrete portion of the wall on 
page 14 of the presentation. Ms. Switzer commented that the size, font, and color could all be changed from 
what was shown. Council President Young and Councilor Scott stated they liked Option 1 or the “Sherwood” 
option the most. Councilor Mays referred to the “Sherwood” option and commented that the size of the 
lettering could be smaller, and discussion occurred. Council asked to see the “Sherwood” option but with 
smaller text and designed concrete panels at either ends of the sign. Councilor Giles commented that this 
bridge should be incorporated into the city’s new logo and stated the sign should be visually distinct enough 
to draw people to the area. He commented he worried about children climbing the wall and the safety hazards 
that presented. Assistant City Manager Switzer voiced that perhaps this site was not the appropriate location 
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for a distinct piece of art, and a different location along the span of the bridge would be better. Discussion 
occurred and Councilor Giles expressed that if Council did not pick the “Sherwood” option, then the city would 
have to pay another artist additional money to create a “Welcome to Sherwood” sign elsewhere. Councilor 
Standke commented that eventually, this location would not be the entrance to the city and referred to 
Sherwood West. Council President Young asked Councilor Standke which option he preferred, and Councilor 
Standke stated he preferred Option 1. Councilor Brouse stated she liked the “Sherwood” option and Option 
2 best. Councilor Mays stated he preferred the “Sherwood” option with accompanying art followed by Option 
1. He referred to Councilor Giles’ concerns over people climbing the wall and asked that those safety 
concerns be addressed. He stated that he was not in favor of Option 2 unless there was lettering cutouts in 
the metal as an alternative to the concrete “Sherwood” option. He commented that having the lettering in the 
metal panels would allow for them to easily be replaced or updated in the future. Council President Young 
recapped Council’s preferences as Option 1 and the “Sherwood” option and asked that a version of the 
“Sherwood” option that incorporated Option 1 be shared with Council. Councilor Giles asked that a 
standalone Sherwood sign be created in the same style for Council’s consideration that could possibly be 
placed elsewhere in the bridge span. Councilor Scott referred to Councilor Mays’ idea of having the lettering 
cut out of the metal and commented that the concrete behind the metal could be visually appealing.  

 
5. ADJOURN 
 

Council President Young adjourned the work session at 6:59 pm and convened a regular session. 
 
 
REGULAR SESSION 
 
1. CALL TO ORDER: Council President Young called the meeting to order at 7:05 pm. 

 
2. COUNCIL PRESENT: Council President Kim Young, Councilors Taylor Giles, Renee Brouse, Dan Standke, 

and Doug Scott. Mayor Tim Rosener and Councilor Keith Mays were absent. 
 
3. STAFF PRESENT: City Manager Craig Sheldon, Assistant City Manager Kristen Switzer, Interim City 

Attorney Sebastian Tapia, Community Development Director Eric Rutledge, Interim Public Works Director 
Rich Sattler, IT Analyst Mark Swanson, Police Chief Ty Hanlon, and City Recorder Sylvia Murphy. 
 

4. APPROVAL OF AGENDA: 
 

MOTION: FROM COUNCILOR BROUSE TO APPROVE THE AGENDA. SECONDED BY COUNCILOR 
GILES. MOTION PASSED 5:0; ALL PRESENT MEMBERS VOTED IN FAVOR (MAYOR ROSENER AND 
COUNCILOR MAYS WERE ABSENT).  

 
Council President Young addressed the next agenda item. 
 

5. CONSENT AGENDA: 
 
A. Approval of October 15, 2024, City Council Meeting Minutes 
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MOTION: FROM COUNCILOR BROUSE TO APPROVE THE CONSENT AGENDA. SECONDED BY 
COUNCILOR GILES. MOTION PASSED 5:0; ALL PRESENT MEMBERS VOTED IN FAVOR (MAYOR 
ROSENER AND COUNCILOR MAYS WERE ABSENT). 
 
Council President Young addressed the next agenda item. 
 

6. CITIZEN COMMENT: 
 
There were no citizen comments and Council President Young addressed the next agenda item.  

 
7. PUBLIC HEARING: 

 
A. Ordinance 2024-004, Amending sections of the Sherwood Zoning and Community Development 
Code for Food Cart Pods (Second Reading) 
 
Senior Planner Joy Chang presented the “LU 2024-014 PA Food Cart Pods” PowerPoint presentation (see 
record, Exhibit C) and stated that this was the second reading of the proposed ordinance. She outlined that 
the proposed ordinance would allow for the development of food cart pods in the General Commercial and 
Retail Commercial zones and would be processed as a Type IV Site Plan Review with a concurrent Type III 
Conditional Use Permit. She reported that very specific development and design standards were in place. 
She outlined the applicable criteria for plan amendments on page 3 of the presentation and noted that the 
proposed Food Cart Pods amendments met the applicable criteria. Ms. Chang stated that based on the 
findings and applicable code criteria, staff recommended that Council approve the proposed ordinance. 
Councilor Giles clarified that this ordinance did not mean that the city would build a food cart pod, only that 
the code would now allow for food cart pods to be built. Senior Planner Chang replied that was correct. 
Council President Young opened the public hearing to receive public comment. Hearing none, Council 
President Young closed the public hearing and asked for discussion or a motion from Council. Councilor 
Brouse commented she was very much in favor of this concept and spoke on her recent trip to Sisters, 
Oregon. Councilor Scott commented that this was one of the first ideas he advocated for when he first joined 
Council and he was happy to be voting for it at this meeting. Councilor Giles commented that food cart pods 
was one of the most asked about topics by members of the public and he was happy to finally be voting on 
the ordinance. Council President Young commented that her main concern had been if Sherwood’s existing 
brick and mortar businesses and restaurants would be in favor of a food cart pod. She stated that she was 
pleasantly surprised to hear support for food cart pods from local businesses about bringing more people 
into Sherwood. With no further comments, the following motion was stated.  
 
MOTION: FROM COUNCILOR BROUSE TO READ CAPTION AND ADOPT ORDINANCE 2024-004, 
AMENDING SECTIONS OF THE SHERWOOD ZONING AND COMMUNITY DEVELOPMENT CODE FOR 
FOOD CART PODS. SECONDED BY COUNCILOR SCOTT. MOTION PASSED 5:0; ALL PRESENT 
MEMBERS VOTED IN FAVOR (MAYOR ROSENER AND COUNCILOR MAYS WERE ABSENT). 
 
Council President Young addressed the next agenda item. 

 
8. CITY MANAGER REPORT: 

 
City Manager Craig Sheldon reported that Building Official Scott McKie was retiring, and his last day would 
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be October 18th and spoke on the usefulness of the city’s workback program. He reported that the new 
Building Official had started on October 14th. City Manager Sheldon stated that Mr. McKie had “provided 22 
years of dedicated service to the city and was instrumental in guiding the city through significant growth and 
transformation.” He reported that Sherwood Main Street would hold a Halloween event on October 31st in 
Old Town. He reported that there would be no Council meeting on November 5th as it was Election Day, but 
a special Council meeting would be held on October 29th. Council President Young commented that she was 
continually impressed at the longevity of the city’s employees and said it showed that the city was a great 
place to work. She thanked City Manager Sheldon and city staff for putting the crossing signs back on Sunset.  
 
Council President Young addressed the next agenda item. 

 
9. COUNCIL ANNOUNCEMENTS: 

 
Councilor Scott reported on his attendance at the Parks and Recreation Advisory Board meeting where they 
discussed and finalized their review of the Murdock Park Master Plan. He reported that the Cedar Creek Trail 
connection at the Senior Center was substantially completed and was open to the public.  
 
Councilor Standke spoke on the city’s Adopt a Trail program and Assistant City Manager Kristen Switzer 
reported that more information was available on the city’s website. He reported that the Planning Commission 
had discussed tree code, canopy coverage, and sightline code at a previous meeting. He spoke on the 
vehicular traffic near Archer Glen and commented that it seemed to be going much better in the last two 
weeks. 
 
Councilor Scott referred to the traffic near Archer Glen and spoke on how it was a testament to the city’s 
Public Works and Police Department for how responsive they were to citizen’s concerns. He requested that 
a joint Planning Commission meeting be scheduled. 
 
Councilor Brouse reported on her attendance on the water consortium meeting and spoke on their recent 
campaign ads. She reported that the City of Newberg had left the consortium. She reported she would attend 
the upcoming Police Advisory Board meeting. She reported that the Wine Festival would be held on 
November 2nd and was a fundraiser for the Sherwood Rotary. She reported that a team of Taekwondo 
students would hold an exhibition in Sherwood in January.  
 
Councilor Giles reported he would attend the upcoming Library Advisory Board meeting and spoke on 
upcoming SHELF projects. He shared recent library statistics. He reported he attended the recent Sherwood 
School District meeting and provided a recap of their recent Red Cross blood drive event. He reported that 
there was a decrease in student enrollment in the Sherwood School District and stated that the city needed 
to address the issue by providing affordable housing for families. He reported that Sherwood High School 
was putting on a production of The Lightning Thief: The Percy Jackson Musical. 
 
Council President Young reported on hosting a troop of Boy Scouts at City Hall. She reported there would 
be a Veterans Day brunch at the Arts Center on November 11th. She reported that both Mayor Rosener and 
Councilor Mays were unable to attend this meeting as they were attending the League of Oregon Cities 
conference.  
 
Police Chief Ty Hanlon reported on the upcoming Hide & Seek with a Cop event at Stella Olsen Park on 
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October 30th. He explained that the event was for people 12 years or older and pre-registration was required.  
 
10. ADJOURN: 
 

Council President Young adjourned the regular session at 7:32 pm and convened an executive session. 
 

 
EXECUTIVE SESSION 
 
1. CALL TO ORDER: Council President Young called the meeting to order at 7:38 pm. 

 
2. COUNCIL PRESENT: Council President Kim Young, Councilors Taylor Giles, Renee Brouse, Dan Standke, 

and Doug Scott. Mayor Tim Rosener and Councilor Keith Mays were absent.  
 
3. STAFF PRESENT: City Manager Craig Sheldon, Assistant City Manager Kristen Switzer, and Interim City 

Attorney Sebastian Tapia. 
 

4. TOPIC: 
 

A. ORS 192.660(2)(e) Real Property Transactions 

 
5. ADJOURN 
 

Council President Young adjourned the executive session at 8:01 pm. 
 
 
 
 
Attest: 
 
              
Sylvia Murphy, MMC, City Recorder    Tim Rosener, Mayor 
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City Council Meeting Date: October 29, 2024 
 

Agenda Item: Consent Agenda 
 
 

TO:  Sherwood City Council 
 
FROM: Chanda Hall, Arts Center Manager 
Through: Craig Sheldon, City Manager and Kristen Switzer, Assistant City Manager  
 
SUBJECT: Resolution 2024-067, Appointing Deborah Reisman to the Sherwood Cultural 

Arts Commission 
 
 
Issue:  
Should the City Council appoint Deborah Reisman to the Sherwood Cultural Arts Commission? 
 
Background:  
The Cultural Arts Commission currently has two vacancies. Arts Commission Chair Winnie Parmar 
and Arts Center Manager Chanda Hall interviewed Deborah Reisman and unanimously recommend 
her appointment. Mayor Rosener has recommended this appointment to the City Council. In 
accordance with City Council Rules of Procedure, all such appointments are subject to the approval 
of City Council by resolution. 
 
Financial Impacts:  
There are no financial impacts from this proposed action. 
 
Recommendation: 
Staff respectfully recommends City Council’s adoption of Resolution 2024-067, appointing Deborah 
Reisman to the Sherwood Cultural Arts Commission. 
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RESOLUTION 2024-067 

 
APPOINTING DEBORAH REISMAN TO THE SHERWOOD CULTURAL ARTS COMMISSION 

 
 
WHEREAS, the Cultural Arts Commission currently has vacancies; and 
 
WHEREAS, the City advertised the vacancies on the City’s website, Center for the Arts website, and social 
media; and 

WHEREAS, Deborah Reisman applied to be appointed and was interviewed by the interview panel; and 

WHEREAS, the interview panel considered all of the applicants and recommended to the Mayor that 
Deborah Reisman be appointed to fill a vacancy; and 

WHEREAS, the Mayor has recommended to City Council that Deborah Reisman be appointed; and 
 
WHEREAS, in accordance with Council Rules of Procedure, all such appointments are subject to the 
approval of the City Council by resolution. 
 
NOW, THEREFORE, THE CITY OF SHERWOOD RESOLVES AS FOLLOWS: 
 
Section 1. The Sherwood City Council hereby appoints Deborah Reisman to Position 8 of the 

Sherwood Cultural Arts Commission for a term expiring at the end of June 2027. 
 
Section 2. This Resolution shall be effective upon its approval and adoption.  
 
Duly passed by the City Council this 29th of October 2024. 
 
 
              
        Tim Rosener, Mayor 
 
 
Attest: 
 
 
      
Sylvia Murphy, MMC, City Recorder 
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City Council Meeting Date: October 29, 2024 
 

Agenda Item: Consent Agenda 
 
 

TO:  Sherwood City Council 
 
FROM: Chanda Hall, Arts Center Manager 
Through: Craig Sheldon, City Manager and Kristen Switzer, Assistant City Manager  
 
SUBJECT: Resolution 2024-068, Appointing Leah Nedwek to the Sherwood Cultural Arts 

Commission 
 
 
Issue:  
Should the City Council appoint Leah Nedwek to the Sherwood Cultural Arts Commission? 
 
Background:  
The Cultural Arts Commission currently has two vacancies. Arts Commission Chair Winnie Parmar 
and Arts Center Manager Chanda Hall interviewed Leah Nedwek and unanimously recommend her 
appointment. Mayor Rosener has recommended this appointment to the City Council. In accordance 
with City Council Rules of Procedure, all such appointments are subject to the approval of City 
Council by resolution. 
 
Financial Impacts:  
There are no financial impacts from this proposed action. 
 
Recommendation: 
Staff respectfully recommends City Council’s adoption of Resolution 2024-068, appointing Leah 
Nedwek to the Sherwood Cultural Arts Commission. 
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RESOLUTION 2024-068 

 
APPOINTING LEAH NEDWEK TO THE SHERWOOD CULTURAL ARTS COMMISSION 

 
 
WHEREAS, the Cultural Arts Commission currently has vacancies; and 
 
WHEREAS, the City advertised the vacancies on the City’s website, Center for the Arts website, and social 
media; and 

WHEREAS, Leah Nedwek applied to be appointed and was interviewed by the interview panel; and 

WHEREAS, the interview panel considered all of the applicants and recommended to the Mayor that Leah 
Nedwek be appointed to fill the vacancy; and 

WHEREAS, the Mayor has recommended to City Council that Leah Nedwek be appointed; and 
 
WHEREAS, in accordance with Council Rules of Procedure, all such appointments are subject to the 
approval of the City Council by resolution. 
 
NOW, THEREFORE, THE CITY OF SHERWOOD RESOLVES AS FOLLOWS: 
 
Section 1. The Sherwood City Council hereby appoints Leah Nedwek to Position 7 of the Cultural Arts 

Commission for a term expiring at the end of June 2027. 
 
Section 2. This Resolution shall be effective upon its approval and adoption.  
 
Duly passed by the City Council this 29th of October 2024. 
 
 
              
        Tim Rosener, Mayor 
 
 
Attest: 
 
 
      
Sylvia Murphy, MMC, City Recorder 
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City Council Meeting Date: October 29, 2024 
 

Agenda Item: Consent Agenda 
 
 

TO:  Sherwood City Council 
 
FROM: Ty Hanlon, Chief of Police 
Through: Craig Sheldon, City Manager 
 
SUBJECT: Resolution 2024-069, Appointing Michael Smith to the Sherwood Police Advisory 

Board  
 
 
Issue: 
Shall the City Council appoint Michael Smith to the Sherwood Police Advisory Board? 
 
Background: 
Position #3 on the Police Advisory Board is currently vacant due to a resignation. 
 
Michael Smith had previously served on the Police Advisory Board and due to relocating out of state, 
resigned his position. Michael is back in Sherwood and has expressed interest in continuing to serve on 
the Board. Chair Brian Dorsey, Council President Liaison Kim Young, and Staff Liaison Ty Hanlon 
recommended to Mayor Rosener that Michael Smith be appointed to the Board to fill position #3 for a term 
which expires in June 2026. The mayor has recommended this appointment to City Council. In accordance 
with City Council Rules of Procedure, all such appointments are subject to the approval of City Council by 
resolution. 
 
Financial Impacts: 
There are no financial impacts as a result of approval of this resolution. 
 
Recommendation: 
Staff respectfully recommends City Council approval of Resolution 2024-069, Appointing Michael Smith to 
the Sherwood Police Advisory Board. 
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RESOLUTION 2024-069 

 
APPOINTING MICHAEL SMITH TO THE SHERWOOD POLICE ADVISORY BOARD 

 
WHEREAS, a vacancy exists within Position 3 on the Police Advisory Board due to a resignation; and 
 
WHEREAS, Michael Smith has previously served on the Police Advisory Board and resigned due to 
temporarily relocating out of state; and 
 
WHEREAS, Michael has since relocated back to Sherwood and has expressed interest in a 
reappointment; and 
 
WHEREAS, the Police Advisory Board Chair, Council Liaison to the Board, and Police Chief considered 
Michael Smith’s application and recommends to the Mayor that Michael Smith be reappointed to fill the 
position; and 
 
WHEREAS, the Mayor has recommended to City Council that Michael Smith be reappointed to fill the 
position; and 
 
WHEREAS, in accordance with Council Rules of Procedure, all such appointments are subject to the 
approval of the City Council by resolution. 
 
NOW, THEREFORE, THE CITY OF SHERWOOD RESOLVES AS FOLLOWS: 
 
Section 1. The Sherwood City Council hereby appoints Michael Smith to Position 3 of the Police 

Advisory Board for a term expiring at the end of June 2026. 
 
Section 2. This Resolution shall be effective upon its approval and adoption.  
 
Duly passed by the City Council this 29th of October 2024. 
 
 
              
        Tim Rosener, Mayor 
Attest: 
 
      
Sylvia Murphy, MMC, City Recorder 
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City Council Meeting Date: October 29, 2024 
 

Agenda Item: Consent Agenda 
 

TO:  Sherwood City Council 
 
FROM: Sean Conrad, Planning Manager 
Through: Craig Sheldon, City Manager and Eric Rutledge, Community Development Director  
 
SUBJECT: Resolution 2024-071, Forming a Project Advisory Committee and Technical Advisory 

Committee for the Old Town Strategic Plan  
 
 
Issue: 
Shall the City Council authorize forming a project advisory committee and technical advisory committee 
for the Old Town Strategic Plan? 
 
Background: 
Goal 1, Economic Development, of the City Council’s goals for FY 2024-2025 states, “Continue 
Revitalization of Old Town by Exploring Tools that Encourage its Distinctive Character”. Under goal 1  
the City Council indicated that the key initial deliverable should be the preparation of the Sherwood Old 
Town Strategic Action Plan (“Strategic Plan”). 
 
To encourage public involvement during the preparation of the Strategic Plan that is representative of the 
community as a whole, it has been determined that the most efficient structure to ensure public input is to 
establish a project advisory committee (PAC) and technical advisory committee (TAC). The attached 
resolution would form the PAC and TAC.  
 
Financial Impacts: 
Financial impacts are expected to be de minimis. 
 
Recommendation: 
Staff respectfully recommends City Council approval of Resolution 2024-071, forming a project advisory 
committee and technical advisory committee for the Old Town Strategic Plan. 
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RESOLUTION 2024-071 
 

FORMING A PROJECT ADVISORY COMMITTEE AND TECHNICAL ADVISORY COMMITTEE FOR 
THE OLD TOWN STRATEGIC PLAN  

 
 
WHEREAS, the Council recognizes that a healthy downtown core is important for our residents and 
visitors, and it is also critical since a strong town center, with a distinct “sense of place”, is important for 
the City’s domestic and international economic development recruitment initiatives; and  
 
WHEREAS, the City Council has established as a specific goal for FY 2024-2025 under Goal 1, 
Economic Development, to “Continue Revitalization of Old Town by Exploring Tools that Encourage its 
Distinctive Character”; and 
 
WHEREAS, the City Council indicated that the key initial deliverable should be the preparation of the 
Sherwood Old Town Strategic Action Plan (“Strategic Plan”); and  
 
WHEREAS, the City Council wishes to encourage public involvement for the project that is 
representative of the community as a whole and provides an opportunity to address specific concerns of 
property owners, business owners, Sherwood residents, and other agencies with jurisdictional interests 
within the Strategic Plan area; and 
 
WHEREAS, it has been determined that the most efficient structure to ensure public input is to establish 
a: 

• Project Advisory Committee (PAC) comprised of representatives that live, own property, have 
a business, or have an interest within the Strategic Plan area, and a 

•  Technical Advisory Committee (TAC) comprised of agency representatives with technical 
expertise in their area of interest 

       
NOW, THEREFORE, THE CITY OF SHERWOOD RESOLVES AS FOLLOWS:  
 
Section 1. A Project Advisory Committee (PAC) is hereby established. The PAC shall be comprised 
of up to 12 people representing the local interests of those that are affected by the future development 
within the Strategic Plan area and include the following: 
 

• Keith Mays – Sherwood City Council Member  
• Renee Brouse – Sherwood City Council Member 
• Jean Simson – Sherwood Planning Commission Chair 
• Jennifer Casler - Member of the Sherwood Cultural Arts Commission 
• Tara Khodadadian - Member of the Sherwood Parks and Recreation Advisory Board 
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• Jake Pflug - Member of the Sherwood Main Street Organization  
• Member of the Sherwood Historical Society 
• Farrah Burke - Executive Director, Sherwood Chamber of Commerce 
• Shane Goodwin - Property owner/business owner in Old Town Sherwood 
• Jared Rallison - Business owner in Old Town Sherwood 
• Lawson Smith – Business owner in Old Town Sherwood 
• Amber Gardner - Property owner/Business owner/Real estate agent in Old Town Sherwood 

 
Section 2. A Technical Advisory Committee (TAC) is hereby established. The TAC shall be 
comprised of agency-designated representatives to ensure that the Strategic Plan process adequately 
considers the needs of the respective interests, and may coordinate and include the following agencies 
and organizations in the membership: 
 

• City of Sherwood – City Engineer 
• City of Sherwood – Public Works staff member 
• City of Sherwood – Department of Finance staff member 
• City of Sherwood – Community Services and Parks staff member 
• City of Sherwood – Arts Center staff member 
• City of Sherwood – Information Technology staff member 
• Portland General Electric 
• Union Pacific/Portland and Western Railroad 
• Oregon Department of Transportation 
• Tri-Met 
• Sherwood Broadband staff member 

 
  
Section 3.  This Resolution shall be effective upon its approval and adoption. 
 
Duly passed by the City Council this 29th of October 2024. 
 
 
        _______________________   
        Tim Rosener, Mayor   
 
 
Attest:   
 
      
Sylvia Murphy, MMC, City Recorder  
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City Council Meeting Date: October 29, 2024 
 

Agenda Item: Consent Agenda 
 
 
TO:  Sherwood City Council 
 
FROM: Ty Hanlon, Police Chief    
Through: Craig Sheldon, City Manager and Sebastian Tapia, Interim City Attorney 
 
SUBJECT: Resolution 2024-072, Approving Sherwood Police Department Policy Updates 
 
 
Issue: 
Should the City Council approve updates to the Police Department policy manual? 
 
Background: 
The Sherwood Police Department subscribes to Lexipol for its Police Department Policy System/Manual. 
That subscription includes, at a minimum, two (2) annual updates to the policy manual every year. Updates 
also occur as a result of changes in case law, statutory changes and/or accepted best practices.  
 
The updates are attached as Exhibit 1 to the resolution. 
 
Lexipol law enforcement professionals and attorneys specializing in public safety law have thoroughly 
researched and reviewed these updates. The updates have also been reviewed and vetted by Chief 
Hanlon. 
 
These updates were reviewed by the Sherwood Police Advisory Board during their regular meeting on 
August 15th, 2024. The Police Advisory Board recommends approval of the updates and resulting policies 
as attached to the resolution. 
 
The policy updates, attached to this staff report, were presented to City Council in a work session on 
October 15, 2024, at which time Council approved to have the updates moved to City Council for final 
approval.  
 
Financial Impact: 
No financial impact or additional funds needed by this resolution. 
 
Recommendation: 
Staff and the Sherwood Police Advisory Board respectfully recommend adoption of Resolution 2024-072, 
Approving Sherwood Police Department Policy Updates. 
 
  

20



Copyright 2024 © Lexipol, LLC 1995-2024    Page | 2 

Policy    Priority 

Major 
Major 
Major 
Major 
Major 

Major 

Major 

Major 
Major 
Major 

Major 

Major  
Major 

Chapter 3 – General Operations 
Use of Force 
Control Devices and Techniques 
Firearms 
Canines 
Native American Graves Protection and Repatriation 

Chapter 4 – Patrol Operations 
Bias-Based Policing 

Chapter 6 – Investigation Operations 
Warrant Service 

Chapter 8 – Support Services 
Property and Evidence 
Records Bureau 
Records Maintenance and Release 

Chapter 9 – Custody 
Custodial Searches 

Chapter 10 – Personnel 
Recruitment and Selection 
Lactation Break Policy 

Total: 13

February 2024 Updates
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Use of Force
300.1   PURPOSE AND SCOPE
This policy provides guidelines on the reasonable use of force. While there is no way to specify
the exact amount or type of reasonable force to be applied in any situation, every member of
this department is expected to use these guidelines to make such decisions in a professional,
impartial, and reasonable manner.

In addition to those methods, techniques, and tools set forth below, the guidelines for the
reasonable application of force contained in this policy shall apply to all policies addressing
the potential use of force, including but not limited to the Control Devices and Techniques and
Conducted Energy Device policies.

300.1.1   DEFINITIONS
Definitions related to this policy include:

Deadly force - Force reasonably anticipated and intended to create a substantial likelihood of
causing death or very serious injury.

Feasible - Reasonably capable of being done or carried out under the circumstances to
successfully achieve the arrest or lawful objective without increasing risk to the officer or another
person.

Force - The application of physical techniques or tactics, chemical agents, or weapons to another
person. It is not a use of force when a person allows him/herself to be searched, escorted,
handcuffed, or restrained.

Imminent - Ready to take place; impending. Note that imminent does not mean immediate or
instantaneous.

Totality of the circumstances - All facts and circumstances known to the officer at the time,
taken as a whole, including the conduct of the officer and the subject leading up to the use of force.

300.2   POLICY
The use of force by law enforcement personnel is a matter of critical concern, both to the public
and to the law enforcement community. Officers are involved on a daily basis in numerous and
varied interactions and, when warranted, may use reasonable force in carrying out their duties.

Officers must have an understanding of, and true appreciation for, their authority and limitations,
and the value and sanctity of human life. This is especially true with respect to overcoming
resistance while engaged in the performance of law enforcement duties.

The Department recognizes and respects the value, dignity and sanctity of all human life without
prejudice to anyone. Vesting officers with the authority to use reasonable force and to protect the
public welfare requires monitoring, evaluation and a careful balancing of all interests.
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It is our policy to use de-escalation tactics whenever possible and to use force only as a last resort.
It is our intent to make every attempt to defend ourselves and others without causing harm.

300.2.1   DUTY TO INTERCEDE  INTERVENE AND REPORT
Any officer present and observing another law enforcement officer or a member using force that
is clearly beyond that which is objectively reasonable under the circumstances shall, when in a
position to do so, intercede  intervene to prevent the use of unreasonable force (ORS 181A.681).

Any officer who observes another law enforcement officer or a member use force that is
potentially beyond that which is objectively reasonable under the circumstances shall report these
observations to a supervisor as soon as feasible (ORS 181A.681).

300.2.2   STATE REPORTING REQUIREMENTS
A report of another member using excessive force must be made to a supervisor no later than 72
hours after the misconduct was witnessed (ORS 181A.681).

300.2.3   PERSPECTIVE
When observing or reporting force used by a law enforcement officer, each officer should take into
account the totality of the circumstances and the possibility that other law enforcement officers
may have additional information regarding the threat posed by the subject.

300.3   USE OF FORCE
Officers shall use only that amount of force that reasonably appears necessary given the facts
and circumstances perceived by the officer at the time of the event to accomplish a legitimate law
enforcement purpose.

The reasonableness of force will be judged from the perspective of a reasonable officer on the
scene at the time of the incident. Any evaluation of reasonableness must allow for the fact that
officers are often forced to make split-second decisions about the amount of force that reasonably
appears necessary in a particular situation, with limited information and in circumstances that are
tense, uncertain, and rapidly evolving.

Given that no policy can realistically predict every possible situation an officer might encounter,
officers are entrusted to use well-reasoned discretion in determining the appropriate use of force
in each incident.

It is also recognized that circumstances may arise in which officers reasonably believe that it
would be impractical or ineffective to use any of the tools, weapons, or methods provided by this
department. Officers may find it more effective or reasonable to improvise their response to rapidly
unfolding conditions that they are confronting. In such circumstances, the use of any improvised
device or method must nonetheless be reasonable and utilized only to the degree that reasonably
appears necessary to accomplish a legitimate law enforcement purpose.

While the ultimate objective of every law enforcement encounter is to avoid or minimize injury,
nothing in this policy requires an officer to retreat or be exposed to possible physical injury before
applying reasonable force.
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300.3.1   USE OF FORCE - JUSTIFICATION
An officer is justified in using force upon another person only when and to the extent that the officer
reasonably believes it necessary (ORS 161.233):

(a) To make a lawful arrest or to prevent the escape from custody of an arrested person; or

(b) For self-defense or to defend a third person from an imminent threat of physical injury.

300.3.2   FACTORS USED TO DETERMINE THE REASONABLENESS OF FORCE
When determining whether to apply force and evaluating whether an officer has used reasonable
force, a number of factors should be taken into consideration, as time and circumstances permit.
These factors include but are not limited to:

(a) Immediacy and severity of the threat to officers or others.

(b) The conduct of the individual being confronted, as reasonably perceived by the officer
at the time.

(c) Officer/subject factors (e.g., age, size, relative strength, skill level, injuries sustained,
level of exhaustion or fatigue, the number of officers available vs. subjects).

(d) The effects of suspected drug or alcohol use.

(e) The individual's mental state or capacity.

(f) The individual’s ability to understand and comply with officer commands.

(g) Proximity of weapons or dangerous improvised devices.

(h) The degree to which the individual has been effectively restrained and his/her ability
to resist despite being restrained.

(i) The availability of other reasonable and feasible options and their possible
effectiveness.

(j) Seriousness of the suspected offense or reason for contact with the individual.

(k) Training and experience of the officer.

(l) Potential for injury to officers, suspects, and others.

(m) Whether the individual appears to be resisting, attempting to evade arrest by flight,
or is attacking the officer.

(n) The risk and reasonably foreseeable consequences of escape.

(o) The apparent need for immediate control of the individual or a prompt resolution of
the situation.

(p) Whether the conduct of the individual being confronted no longer reasonably appears
to pose an imminent threat to the officer or others.

(q) Prior contacts with the individual or awareness of any propensity for violence.

(r) Any other exigent circumstances.
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300.3.3   ALTERNATIVE TACTICS - DE-ESCALATION
When circumstances reasonably permit, officers shall use non-violent strategies and techniques
to decrease the intensity of a situation, improve decision-making, improve communication, reduce
the need for force, and increase voluntary compliance (e.g., summoning additional resources,
formulating a plan, attempting verbal persuasion) (ORS 161.233; ORS 161.242).

300.3.4   PAIN COMPLIANCE TECHNIQUES
Pain compliance techniques may be effective in controlling a physically or actively resisting
individual. Officers may only apply those pain compliance techniques for which they have
successfully completed department-approved training. Officers utilizing any pain compliance
technique should consider:

(a) The degree to which the application of the technique may be controlled given the level
of resistance.

(b) Whether the individual can comply with the direction or orders of the officer.

(c) Whether the individual has been given sufficient opportunity to comply.

The application of any pain compliance technique shall be discontinued once the officer
determines that compliance has been achieved.

300.3.5   CHOKE HOLDS CAROTID CONTROL HOLD
Choke holds and neck restraints of any kind that are designed and/or intended to restrict the flow
of air or blood have a de-humanizing affect on people and high potential for injury. Therefore, the
intentional use and/or  A carotid control hold is a technique designed to control an individual by
temporarily restricting blood flow through the application of pressure to the side of the neck and,
unlike a chokehold, does not restrict the airway. The proper application of the carotid control hold
may be effective in restraining a violent or combative individual. However, due to the potential for
injury, the use of the carotid control hold is limited to those circumstances where deadly force is
authorized and is subject to the following:

(a) At all times during the application of the carotid control hold, the response of the
individual should be monitored. The carotid control hold should be discontinued when
circumstances indicate that the application no longer reasonably appears necessary.

(b) Any individual who has had the carotid control hold applied, regardless of whether the
individual was rendered unconscious, shall be promptly examined by paramedics or

(c) other qualified medical personnel and should be monitored until such examination
occurs.

(d) The officer shall inform any person receiving custody, or any person placed in a
position of providing care, that the individual has been subjected to the carotid control
hold and whether the individual lost consciousness as a result.

(e) Any officer attempting or applying the carotid control hold shall promptly notify a
supervisor of the use or attempted use of such hold.
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(f) The use or attempted use of the carotid control hold shall be thoroughly documented
by the officer in any related reports.

300.3.6   USE OF FORCE TO SEIZE EVIDENCE
In general, officers may use reasonable force to lawfully seize evidence and to prevent the
destruction of evidence. However, officers are discouraged from using force solely to prevent
a person from swallowing evidence or contraband. In the instance when force is used, officers
should not intentionally use any technique that restricts blood flow to the head, restricts respiration
or which creates a reasonable likelihood that blood flow to the head or respiration would be
restricted. Officers are encouraged to use techniques and methods taught by the City of Sherwood
Police Department for this specific purpose.

300.3.7   VERBAL WARNING PRIOR TO USE OF FORCE
Prior to using physical force, if reasonable to do so, officers shall give a verbal warning that physical
force may be used and provide a reasonable opportunity to comply (ORS 161.233; ORS 161.242).

300.3.8   RESPIRATORY RESTRAINTS
The use of a respiratory restraint, also known as a chokehold, is limited to circumstances where
deadly force is authorized and if applied, is subject to the same guidelines as specified in policy
300.3.5..

300.4   DEADLY FORCE APPLICATIONS
When reasonable, the officer shall, prior to the use of deadly force, make efforts to identify the
officer  themself as a peace officer and to warn that deadly force may be used, unless the officer
has objectively reasonable grounds to believe the person is aware of those facts.

Use of deadly force is justified in the following circumstances involving imminent threat or imminent
risk (ORS 161.242):

(a) An officer may use deadly force to protect themselves  themself or others from what
the officer reasonably believes would be an imminent threat of death or serious bodily
injury.

(b) An officer may use deadly force to stop a fleeing subject when the officer has probable
cause to believe that the person has committed, or intends to commit, a felony
involving the infliction or threatened infliction of serious bodily injury or death, and the
officer reasonably believes that there is an imminent risk of serious bodily injury or
death to any other person if the individual is not immediately apprehended. Under
such circumstances, a verbal warning should precede the use of deadly force, where
feasible.

(c) An officer may use deadly force to make a lawful arrest when the officer has probable
cause to believe that the person has committed a violent felony as defined in ORS
419A.004.
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(d) An officer may use deadly force to prevent a person from escaping custody when the
officer has probable cause to believe that the person has committed a violent felony
as defined in ORS 419A.004.

However, an officer should not use deadly force against a person whose actions are a threat solely
to themself or property.

Imminent does not mean immediate or instantaneous. An imminent danger may exist even if the
suspect is not at that very moment pointing a weapon at someone. For example, an imminent
danger may exist if an officer reasonably believes that the individual has a weapon or is attempting
to access one and intends to use it against the officer or another person. An imminent danger may
also exist if the individual is capable of causing serious bodily injury or death without a weapon,
and the officer believes the individual intends to do so.

300.4.1   MOVING VEHICLES
Shots fired at or from a moving vehicle are rarely effective and involve additional considerations
and risks , and are rarely effective in addition to the justification for the use of deadly force.

When feasible, officers should take reasonable steps to move out of the path of an approaching
vehicle instead of discharging their firearm at the vehicle or any of its occupants.

An officer should only discharge a firearm at a moving vehicle or its occupants when the officer
reasonably believes there are no other reasonable means available to avert the imminent threat
of the vehicle, or if deadly force other than the vehicle is directed at the officer or others.

Officers should not shoot at any part of a vehicle in an attempt to disable the vehicle.

300.5   REPORTING THE USE OF FORCE
Any use of force by a member of this department shall be documented promptly, completely and
accurately in an appropriate report, depending on the nature of the incident. The officer should
articulate the factors perceived and why he/she believed the use of force was reasonable under
the circumstances. All use of force reports will be reviewed by command staff up to and including
the Police Chief.

To collect data for purposes of training, resource allocation, analysis and related purposes, the
Department also requires the completion of additional report forms, as specified in department
policy, procedure or law.

300.5.1   NOTIFICATIONS TO SUPERVISORS
Supervisory notification shall be made as soon as practicable following the application of force in
any of the following circumstances:

(a) The application caused a visible injury.

(b) The application would lead a reasonable officer to conclude that the individual may
have experienced more than momentary discomfort.

(c) The individual subjected to the force complained of injury or continuing pain.
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(d) The individual indicates intent to pursue litigation.

(e) Any application of the conducted energy device or control device.

(f) Any application of a restraint device other than handcuffs, shackles, or belly chains.

(g) The individual subjected to the force was rendered unconscious.

(h) An individual was struck or kicked.

(i) An individual alleges unreasonable force was used or that any of the above has
occurred.

300.6   MEDICAL CONSIDERATIONS
Once it is reasonably safe to do so, medical assistance shall be obtained for any person who
exhibits signs of physical distress, has sustained visible injury, expresses a complaint of injury
or continuing pain, or was rendered unconscious. Any individual exhibiting signs of physical
distress after an encounter should be continuously monitored until the individual can be medically
assessed. Individuals should not be placed on their stomachs for an extended period, as this could
impair their ability to breathe.

Based upon the officer's initial assessment of the nature and extent of the individual's injuries,
medical assistance may consist of examination by an emergency medical services provider or
medical personnel at a hospital or jail. If any such individual refuses medical attention, such
a refusal shall be fully documented in related reports and, whenever practicable, should be
witnessed by another officer and/or medical personnel. If a recording is made of the contact or an
interview with the individual, any refusal should be included in the recording, if possible.

The on-scene supervisor or, if the on-scene supervisor is not available, the primary handling officer
shall ensure that any person providing medical care or receiving custody of a person following any
use of force is informed that the person was subjected to force. This notification shall include a
description of the force used and any other circumstances the officer reasonably believes would
be potential safety or medical risks to the subject (e.g., prolonged struggle, extreme agitation,
impaired respiration).

Individuals who exhibit extreme agitation, violent irrational behavior accompanied by profuse
sweating, extraordinary strength beyond their physical characteristics, and imperviousness to
pain, or who require a protracted physical encounter with multiple officers to be brought under
control, may be at an increased risk of sudden death. Calls involving these persons should be
considered medical emergencies. Officers who reasonably suspect a medical emergency should
request medical assistance as soon as practicable and have medical personnel stage away.

See the Medical Aid and Response Policy for additional guidelines.

300.7   SUPERVISOR RESPONSIBILITIES
A supervisor should respond to a reported application of force resulting in visible injury, if
reasonably available. When a supervisor is able to respond to an incident in which there has been
a reported application of force, the supervisor is expected to:
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(a) Obtain the basic facts from the involved officers. Absent an allegation of misconduct
or excessive force, this will be considered a routine contact in the normal course of
duties.

(b) Ensure that any injured parties are examined and treated.

(c) When possible, separately obtain a recorded interview with the individual upon whom
force was applied. If this interview is conducted without the individual having voluntarily
waived his/her Miranda rights, the following shall apply:

1. The content of the interview should not be summarized or included in any related
criminal charges.

2. The fact that a recorded interview was conducted should be documented in a
property or other report.

3. The recording of the interview should be distinctly marked for retention until all
potential for civil litigation has expired and in accordance with the established
records retention schedule.

(d) Once any initial medical assessment has been completed or first aid has been
rendered, ensure that photographs have been taken of any areas involving visible
injury or complaint of pain, as well as overall photographs of uninjured areas.

1. These photographs should be retained until all potential for civil litigation has
expired and in accordance with the established records retention schedule.

(e) Identify any witnesses not already included in related reports.

(f) Review and approve all related reports.

(g) Determine if there is any indication that the individual may pursue civil litigation.

1. If there is an indication of potential civil litigation, the supervisor should complete
and route a notification of a potential claim through the appropriate channels.

(h) Evaluate the circumstances surrounding the incident and initiate an administrative
investigation if there is a question of policy noncompliance or if for any reason further
investigation may be appropriate.

In the event that a supervisor is unable to respond to the scene of an incident involving the reported
application of force, the supervisor is still expected to complete as many of the above items as
circumstances permit.

300.7.1   SHIFT SUPERVISOR RESPONSIBILITY
The Shift Supervisor shall review each use of force by any personnel within his/her command to
ensure compliance with this policy and to address any training issues.

300.8   TRAINING
Officers shall receive annual training on this policy and demonstrate their knowledge and
understanding.
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Subject to available resources, officers should receive periodic training on guidelines regarding
vulnerable populations, including but not limited to children, elderly, pregnant persons, and
individuals with physical, mental, or intellectual disabilities.

300.9   ANNUAL REVIEW
Each January the Patrol Section Commander will ensure that an annual review is conducted of
all Use of Force Reports from the previous calendar year. The review will be analyzed to focus on
the effectiveness and trends regarding the use of force and any identified deficiencies in training
or policy will be addressed. The review will not include any specific case numbers, occurrence
locations or names of citizens or officers.

300.10   USE OF FORCE ANALYSIS
At least annually, the Patrol Section Commander should prepare an analysis report on use of force
incidents. The report should be submitted to the Police Chief. The report should not contain the
names of officers, suspects or case numbers, and should include:

(a) The identification of any trends in the use of force by members.

(b) Training needs recommendations.

(c) Equipment needs recommendations.

(d) Policy revision recommendations.
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Control Devices and Techniques
303.1   PURPOSE AND SCOPE
This policy provides guidelines for the use and maintenance of control devices that are described
in this policy.

303.2   POLICY
In order to control subjects who are violent or who demonstrate the intent to be violent, the City
of Sherwood Police Department authorizes officers to use control devices in accordance with the
guidelines in this policy and the Use of Force Policy. The Police Chief may also authorize other
positions or individual Agency members to use specific control devices.

303.3   ISSUING, CARRYING, AND USING CONTROL DEVICES
Control devices described in this policy may be carried and used by members of this department
only if the device has been issued by the Agency or approved by the Police Chief or the authorized
designee.

Only officers who have successfully completed department-approved training in the use of any
control device are authorized to carry and use the device.

Control devices may be used when a decision has been made to control, restrain, or arrest a
subject who is violent or who demonstrates the intent to be violent, and the use of the device
appears reasonable under the circumstances. When reasonable, a verbal warning and opportunity
to comply should precede the use of these devices.

303.4   RESPONSIBILITIES

303.4.1   SHIFT SUPERVISOR RESPONSIBILITIES
The Shift Supervisor may authorize the use of a control device by selected personnel or members
of specialized units who have successfully completed the required training.

303.4.2   SUPPORT CAPTAIN RESPONSIBILITIES
The Support Captain shall control the inventory and issuance of all control devices and shall
ensure that all damaged, inoperative, outdated or expended control devices or munitions are
properly disposed of, repaired or replaced.

Every control device will be periodically inspected by the Support Captain or the designated
instructor for a particular control device. The inspection shall be documented.

303.4.3   USER RESPONSIBILITIES
All normal maintenance, charging or cleaning shall remain the responsibility of personnel using
the various devices.
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Any damaged, inoperative, outdated or expended control devices or munitions, along with
documentation explaining the cause of the damage, shall be returned to the Support Captain for
disposition. Damage to City property forms shall also be prepared and forwarded through the
chain of command, when appropriate, explaining the cause of damage.

303.5   BATON GUIDELINES
The need to immediately control a suspect must be weighed against the risk of causing serious
injury. The head, neck, throat, spine, heart, kidneys and groin should not be intentionally targeted
except when the officer reasonably believes the suspect poses an imminent threat of serious
bodily injury or death to the officer or others.

When carrying a baton, uniformed personnel shall carry the baton in its authorized holder on the
equipment belt. Plainclothes and non-field personnel may carry the baton as authorized and in
accordance with the needs of their assignment or at the direction of their supervisor.

303.6   TEAR GAS GUIDELINES
Tear gas may be used for crowd control, crowd dispersal, or against barricaded suspects based
on the circumstances.

Only the Shift Supervisor, Incident Commander, or Crisis Response Unit Commander may
authorize the delivery and use of tear gas, and only after evaluating all conditions known at the
time and determining that such force reasonably appears justified and necessary.

When practicable, fire personnel should be alerted or summoned to the scene prior to the
deployment of tear gas to control any fires and to assist in providing medical aid or gas evacuation
if needed.

303.7   CROWD CONTROL GUIDELINES
For the purpose of this section, "crowd control" means an operation in which crowds are managed
to prevent the outbreak of violence or physical harm to persons, or in which an assembly, protest,
or demonstration is dispersed (ORS 181A.708).

Handheld chemical incapacitants and kinetic impact projectiles as defined by ORS 181A.708 shall
not be used for crowd control. Tear gas may be used for crowd control when the Shift Supervisor,
Incident Commander, or Tactical Negotiations Team (TNT) Commander reasonably believes that
the use is necessary to prevent death or serious bodily injury or to bring an objectively dangerous
and unlawful situation under control (ORS 181A.708).

Prior to deploying tear gas for crowd control purposes, the Shift Supervisor, Incident Commander,
or TNT Commander shall direct that the intent to use tear gas be announced twice via reasonable
and available means, the second announcement occurring after a reasonable amount of time has
elapsed to allow for crowd dispersal (ORS 181A.708).
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303.7.1   ADDITIONAL CROWD CONTROL CONSIDERATIONS
Officers may not use electronically amplified noise-producing equipment for crowd control except
to make announcements, facilitate movement of emergency vehicles, or as otherwise allowed by
law. When possible, announcements shall be made both audibly and visually (ORS 181A.708).

After deploying chemical incapacitants, kinetic impact projectiles, or sound devices in a crowd
control operation, and when it is possible to do so safely, officers shall (ORS 181A.708):

(a) Attempt to take injured individuals to safety or allow them to seek medical help.

(b) Allow emergency medical personnel to reach injured individuals.

(c) Take reasonable action to accommodate individuals with disabilities when issuing or
enforcing orders to disperse.

(d) Coordinate the removal of visible debris caused by the use of tear gas and kinetic
impact projectiles.

(e) Make reasonable efforts to notify emergency departments in the vicinity of the type of
chemical incapacitants and/or kinetic impact projectiles used.

303.8   OLEORESIN CAPSICUM (OC) GUIDELINES
As with other control devices, oleoresin capsicum (OC) spray and pepper projectiles may be
considered for use to bring under control an individual or groups of individuals who are engaging
in violent behavior. Pepper projectiles and OC spray should not, however, be used against
individuals or groups who merely fail to disperse or do not reasonably appear to present a risk to
the safety of officers or the public (ORS 181A.708).

303.8.1   OC SPRAY
Uniformed personnel carrying OC spray shall carry the device in its holster on the equipment belt.
Plainclothes and non-field personnel may carry OC spray as authorized, in accordance with the
needs of their assignment or at the direction of their supervisor.

303.8.2   PEPPER PROJECTILE SYSTEMS
Pepper projectiles are plastic spheres that are filled with a derivative of OC powder. Because the
compressed gas launcher delivers the projectiles with enough force to burst the projectiles on
impact and release the OC powder, the potential exists for the projectiles to inflict injury if they
strike the head, neck, spine, or groin. Therefore, personnel using a pepper projectile system should
not intentionally target those areas, except when the officer reasonably believes the suspect poses
an imminent threat of serious bodily injury or death to the officer or others.

Officers encountering a situation that warrants the use of a pepper projectile system shall notify
a supervisor as soon as practicable. A supervisor shall respond to all pepper projectile system
incidents where the suspect has been hit or exposed to the chemical agent. The supervisor shall
ensure that all notifications and reports are completed as required by the Use of Force Policy.

Each deployment of a pepper projectile system shall be documented. This includes situations
where the launcher was directed toward the suspect, whether or not the launcher was used.
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Unintentional discharges shall be promptly reported to a supervisor and documented on the
appropriate report form. Only non-incident use of a pepper projectile system, such as training and
product demonstrations, is exempt from the reporting requirement.

303.8.3   TREATMENT FOR OC SPRAY EXPOSURE
Persons who have been sprayed with or otherwise affected by the use of OC should be promptly
provided with clean water to cleanse the affected areas. Those persons who complain of further
severe effects shall be examined by appropriate medical personnel.

303.9   POST-APPLICATION NOTICE
Whenever tear gas or OC has been introduced into a residence, building interior, vehicle, or
other enclosed area, officers should provide the owners or available occupants with notice of
the possible presence of residue that could result in irritation or injury if the area is not properly
cleaned. Such notice should include advisement that cleanup will be at the owner’s expense.
Information regarding the method of notice and the individuals notified should be included in
related reports.

303.10   KINETIC ENERGY PROJECTILE GUIDELINES
This department is committed to reducing the potential for violent confrontations. Kinetic energy
projectiles, when used properly, are less likely to result in death or serious physical injury and can
be used in an attempt to de-escalate a potentially deadly situation.

303.10.1   DEPLOYMENT AND USE
Only department-approved kinetic energy munitions shall be carried and deployed. Approved
munitions may be used to compel an individual to cease his/her actions when such munitions
present a reasonable option.

Officers are not required or compelled to use approved munitions in lieu of other reasonable tactics
if the involved officer determines that deployment of these munitions cannot be done safely. The
safety of hostages, innocent persons and officers takes priority over the safety of subjects engaged
in criminal or suicidal behavior.

Circumstances appropriate for deployment include, but are not limited to, situations in which:

(a) The suspect is armed with a weapon and the tactical circumstances allow for the safe
application of approved munitions.

(b) The suspect has made credible threats to harm him/herself or others.

(c) The suspect is engaged in riotous behavior or is throwing rocks, bottles or other
dangerous projectiles at people and/or officers.

(d) There is probable cause to believe that the suspect has already committed a crime of
violence and is refusing to comply with lawful orders.
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303.10.2   DEPLOYMENT CONSIDERATIONS
Before discharging projectiles, the officer should consider such factors as:

(a) Distance and angle to target.

(b) Type of munitions employed.

(c) Type and thickness of subject's clothing.

(d) The subject's proximity to others.

(e) The location of the subject.

(f) Whether the subject's actions dictate the need for an immediate response and the use
of control devices appears appropriate.

A verbal warning of the intended use of the device should precede its application, unless it would
otherwise endanger the safety of officers or when it is not practicable due to the circumstances.
The purpose of the warning is to give the individual a reasonable opportunity to voluntarily comply
and to warn other officers and individuals that the device is being deployed.

Officers should keep in mind the manufacturer's recommendations and their training regarding
effective distances and target areas. However, officers are not restricted solely to use according to
manufacturer recommendations. Each situation must be evaluated on the totality of circumstances
at the time of deployment.

The need to immediately incapacitate the subject must be weighed against the risk of causing
serious injury or death. The head and neck should not be intentionally targeted, except when the
officer reasonably believes the suspect poses an imminent threat of serious bodily injury or death
to the officer or others (ORS 181A.708).

303.10.3   SAFETY PROCEDURES
Shotguns specifically designated for use with kinetic energy projectiles will be specially marked
in a manner that makes them readily identifiable as such.

Officers will inspect the shotgun and projectiles at the beginning of each shift to ensure that the
shotgun is in proper working order and the projectiles are of the approved type and appear to be
free from defects.

When it is not in use, the shotgun will be unloaded and properly and securely stored in the vehicle.
When deploying the kinetic energy projectile shotgun, the officer shall visually inspect the kinetic
energy projectiles to ensure that conventional ammunition is not being loaded into the shotgun.

Absent compelling circumstances, officers who must transition from conventional ammunition to
kinetic energy projectiles will employ the two-person rule for loading. The two-person rule is a
safety measure in which a second officer watches the unloading and loading process to ensure
that the weapon is completely emptied of conventional ammunition.
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303.11   TRAINING FOR CONTROL DEVICES
 The  The Support Captain shall ensure that all personnel who are authorized to carry a control
device have been properly trained and certified to carry the specific control device and are
retrained or recertified as necessary at least every two years.

(a) Proficiency training shall be monitored and documented by a certified, control-device
weapons or tactics instructor.

(b) All training and proficiency for control devices will be documented in the officer’s
officer's training file.

(c) Officers who fail to demonstrate proficiency with the control device or knowledge of
this agency’s  department's Use of Force Policy will be provided remedial training. If
an officer cannot demonstrate proficiency with a control device or knowledge of this
agency’s  department's Use of Force Policy after remedial training, the officer will be
restricted from carrying the control device and may be subject to discipline.

303.12   REPORTING USE OF CONTROL DEVICES AND TECHNIQUES
Any application of a control device or technique listed in this policy shall be documented in the
related incident report and reported pursuant to the Use of Force Policy.
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Firearms
306.1   PURPOSE AND SCOPE
This policy provides guidelines for issuing firearms, the safe and legal carrying of firearms, firearms
maintenance and firearms training.

This policy does not apply to issues related to the use of firearms that are addressed in the Use
of Force or Officer-Involved Shootings and Deaths policies.

This policy only applies to those members who are authorized to carry firearms.

306.2   POLICY
The City of Sherwood Police Department will equip its members with firearms to address the
risks posed to the public and department members by violent and sometimes well-armed persons.
The Agency will ensure firearms are appropriate and in good working order and that relevant
training is provided as resources allow.

306.3   AUTHORIZED FIREARMS, AMMUNITION AND OTHER WEAPONS
Members shall only use firearms that are issued, or approved by the Department, and have
been thoroughly inspected by the Support Captain and/or armorer. Except in an emergency or as
directed by a supervisor, no firearm shall be carried by a member who has not qualified with that
firearm at an authorized department range.

Department members shall not carry any chemical weapons, electronic weapons or impact
weapons that have not been issued by the department in the performance of their official duties.
This exclusion does not apply to the carrying of edged weapons that are permitted by law.

306.3.1   HANDGUNS
The standard department-issued handgun is the Glock 9mm pistol, in various models as
authorized by the department. Other handguns may be issued and/or authorized by the
department as needed.

306.3.2   SHOTGUNS
The authorized department-issued shotgun is the Remington 870, 12 guage. The following
additional shotguns are approved for on-duty use:

Make Model Caliber

When not deployed, the shotgun shall be properly secured consistent with department training in
a locking weapons rack in the patrol vehicle.

306.3.3   PATROL RIFLES
The department will issue patrol rifles for use by those members who are authorized to carry a
patrol rifle and have received the required training.
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Members may deploy the patrol rifle in any circumstance where the member can articulate a
reasonable expectation that the rifle may be needed. Examples of some general guidelines for
deploying the patrol rifle may include, but are not limited to:

(a) Situations where the member reasonably anticipates an armed encounter.

(b) When a member is faced with a situation that may require accurate and effective fire
at long range.

(c) Situations where a member reasonably expects the need to meet or exceed a
suspect's firepower.

(d) When a member reasonably believes that there may be a need to fire on a barricaded
person or a person with a hostage.

(e) When a member reasonably believes that a suspect may be wearing body armor.

(f) When authorized or requested by a supervisor.

(g) When needed to euthanize an animal.

When not deployed, the patrol rifle shall be properly secured consistent with department training
inthe patrol vehicle.

306.3.4   PERSONALLY OWNED DUTY FIREARMS
Members desiring to carry an authorized but personally owned duty firearm must receive written
approval from the Police Chief or the authorized designee. Once approved, personally owned duty
firearms are subject to the following restrictions:

(a) The firearm shall be in good working order and on the department list of approved
firearms.

(b) The firearm shall be inspected by the Support Captain prior to being carried and
thereafter shall be subject to inspection whenever it is deemed necessary.

(c) Prior to carrying the firearm, members shall qualify under range supervision and
thereafter shall qualify in accordance with the department qualification schedule.
Members must demonstrate proficiency and safe handling, and that the firearm
functions properly.

(d) Members shall provide written notice of the make, model, color, serial number and
caliber of the firearm to the Support Captain, who will maintain a list of the information.

306.3.5   AUTHORIZED SECONDARY HANDGUN
Members desiring to carry department or personally owned secondary handguns are subject to
the following restrictions:

(a) The handgun shall be in good working order and on the department list of approved
firearms.

(b) Only one secondary handgun may be carried at a time.

(c) The purchase of the handgun and ammunition shall be the responsibility of the
member unless the handgun and ammunition are provided by the Agency.
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(d) The handgun shall be carried concealed at all times and in such a manner as to prevent
unintentional cocking, discharge or loss of physical control.

(e) The handgun shall be inspected by the Support Captain prior to being carried and
thereafter shall be subject to inspection whenever it is deemed necessary.

(f) Ammunition shall be the same as department issue. If the caliber of the handgun is
other than department issue, the Police Chief or the authorized designee shall approve
the ammunition.

(g) Prior to carrying the secondary handgun, members shall qualify under range
supervision and thereafter shall qualify in accordance with the department qualification
schedule. Members must demonstrate proficiency and safe handling, and that the
handgun functions properly.

(h) Members shall provide written notice of the make, model, color, serial number and
caliber of a secondary handgun to the Support Captain, who will maintain a list of the
information.

306.3.6   AUTHORIZED OFF-DUTY FIREARMS
The carrying of firearms by members while off-duty is permitted by the Police Chief but may be
rescinded should circumstances dictate (e.g., administrative leave). Members who choose to carry
a firearm while off-duty, based on their authority as peace officers, will be required to meet the
following guidelines:

(a) A personally owned firearm shall be used, carried and inspected in accordance with
the Personally Owned Duty Firearms requirements in this policy.

1. The purchase of the personally owned firearm and ammunition shall be the
responsibility of the member.

(b) The firearm shall be carried concealed at all times and in such a manner as to prevent
unintentional cocking, discharge or loss of physical control.

(c) It will be the responsibility of the member to submit the firearm to the Support
Captain for inspection prior to being personally carried. Thereafter the firearm shall be
subject to periodic inspection by the Support Captain.

(d) Prior to carrying any off-duty firearm, the member shall demonstrate to the Support
Captain that he/she is proficient in handling and firing the firearm and that it will be
carried in a safe manner.

(e) The member will successfully qualify with the firearm prior to it being carried.

(f) Members shall provide written notice of the make, model, color, serial number and
caliber of the firearm to the Support Captain, who will maintain a list of the information.

(g) If a member desires to use more than one firearm while off-duty, he/she may do so,
as long as all requirements set forth in this policy for each firearm are met.

(h) Members shall only carry department-authorized ammunition.
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(i) When armed, officers shall carry their badges and City of Sherwood Police
Department identification cards under circumstances requiring possession of such
identification.

306.3.7   AMMUNITION
Members shall carry only department-authorized ammunition. Members shall be issued fresh
duty ammunition in the specified quantity for all department-issued firearms during the member’s
firearms qualification. Replacements for unserviceable or depleted ammunition issued by
the Agency shall be dispensed by the Support Captain when needed, in accordance with
established policy.

Members carrying personally owned authorized firearms of a caliber differing from department-
issued firearms shall be responsible for obtaining fresh duty ammunition in accordance with the
above, at their own expense.

306.4   FIREARMS TRAINING AND QUALIFICATIONS
All members who carry a firearm either on-duty or off-duty are required to complete training as
follows;

• Members will attend department training and qualify with their on-duty firearm at least
twice per year

• Members who carry a secondary firearm, either on-duty or off-duty, will attend
department training and qualify at least twice per year with any firearm they carry

At least annually, all members carrying a firearm should receive practical training designed to
simulate field situations including low-light shooting.

A certified firearms instructor will monitor all range activities and oversee and conduct all firearms
training.

306.4.1   NON-CERTIFICATION OR NON-QUALIFICATION
If any member fails to meet minimum standards for firearms training or qualification for any
reason, including injury, illness, duty status or scheduling conflict, that member shall submit
a memorandum to his/her immediate supervisor prior to the end of the required training or
qualification period.

Those who fail to meet minimum standards or qualify on their first shooting attempt shall be
provided remedial training and will be subject to the following requirements:

(a) Additional range assignments may be scheduled to assist the member in
demonstrating consistent firearm proficiency.

(b) Members shall be given credit for a range training or qualification when obtaining a
qualifying score or meeting standards after remedial training.

(c) No range credit will be given for the following:

1. Unauthorized range make-up

2. Failure to meet minimum standards or qualify after remedial training
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Members who repeatedly fail to meet minimum standards will be removed from field assignment
and may be subject to disciplinary action.

306.5   FIREARM DISCHARGE
Except during training or recreational use, any member who discharges a firearm intentionally
or unintentionally, on- or off-duty, shall make a verbal report to his/her supervisor as soon as
circumstances permit. If the discharge results in injury or death to another person, additional
statements and reports shall be made in accordance with the Officer-Involved Shootings and
Deaths Policy. If a firearm was discharged as a use of force, the involved member shall adhere
to the additional reporting requirements set forth in the Use of Force Policy.

In all other cases, written reports shall be made as follows:

(a) If on-duty at the time of the incident, the member shall file a written report with his/her
Section Commander or provide a recorded statement to investigators prior to the end
of shift, unless otherwise directed.

(b) If off-duty at the time of the incident, a written report shall be submitted or recorded
statement provided no later than the end of the next regularly scheduled shift, unless
otherwise directed by a supervisor.

306.5.1   DESTRUCTION OF ANIMALS
Members are authorized to use firearms to stop an animal in circumstances where the animal
reasonably appears to pose an imminent threat to human safety and alternative methods are not
reasonably available or would likely be ineffective.

In circumstances where there is sufficient advance notice that a potentially dangerous animal
may be encountered, department members should develop reasonable contingency plans for
dealing with the animal (e.g., fire extinguisher, conducted energy device, oleoresin capsicum (OC)
spray, animal control officer). Nothing in this policy shall prohibit any member from shooting a
dangerous animal if circumstances reasonably dictate that a contingency plan has failed, becomes
impractical, or if the animal reasonably appears to pose an imminent threat to human safety.

306.5.2   INJURED ANIMALS
With the approval of a supervisor, a member may euthanize an animal that is so badly injured
that human compassion requires its removal from further suffering and where other dispositions
are impractical.

306.5.3   WARNING AND OTHER SHOTS
Generally, warning shots or shots fired for the purpose of summoning aid are discouraged and may
not be discharged unless the member reasonably believes that they appear necessary, effective,
and reasonably safe.

Warning shots should not be used.
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306.6   SUPPORT CAPTAIN DUTIES
The range will be under the exclusive control of the Support Captain a certified Support Captain. All
members attending will follow the directions of the Support Captain Support Captain. The Support
Captain  Support Captain will maintain a roster of all members attending the range and will submit
the roster to the Support Captain  Support Captain after each range date. Failure of any member
to sign in and out with the Support Captain  Support Captain may result in non-participation or
non-qualification.

The range shall remain operational and accessible to department  department members during
hours established by the Agency Agency.

The Support Captain  Support Captain has the responsibility of making periodic inspection, at
least once a year, of all duty firearms carried by members of this department  department to
verify proper operation. The Support Captain  Support Captain has the authority to deem any
department department-issued or personally owned firearm unfit for service. The member will be
responsible for all repairs to his/her  their personally owned firearm; it will not be returned to service
until it has been inspected and approved by the Support Captain Support Captain.

The Support Captain  Support Captain has the responsibility for ensuring each member meets
the minimum requirements during training shoots and, on at least a yearly basis, can demonstrate
proficiency in the care, cleaning, and safety of all firearms the member is authorized to carry.

The Support Captain  Support Captain shall complete and submit to the Support Captain
  Support Captain documentation of the training courses provided. Documentation shall include the
qualifications of each instructor who provides the training, a description of the training provided,
and, on a form that has been approved by the Agency Agency, a list of each member who
completes the training. The Support Captain  Support Captain should keep accurate records of all
training shoots, qualifications, repairs, maintenance, or other records as directed by the Support
Captain Support Captain.

306.7   FLYING WHILE ARMED
The Transportation Security Administration (TSA) has imposed rules governing law enforcement
officers flying armed on commercial aircraft. The following requirements apply to officers who
intend to be armed while flying on a commercial air carrier or flights where screening is conducted
(49 CFR 1544.219):

(a) Officers wishing to fly while armed must be flying in an official capacity, not for vacation
or pleasure, and must have a need to have the firearm accessible, as determined by
the Agency based on the law and published TSA rules.

(b) Officers must carry their City of Sherwood Police Department identification card,
bearing the officer’s name, a full-face photograph, identification number, the officer’s
signature and the signature of the Police Chief or the official seal of the Agency and
must present this identification to airline officials when requested. The officer should
also carry the standard photo identification needed for passenger screening by airline
and TSA officials (e.g., driver license, passport).
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(c) The City of Sherwood Police Department must submit a National Law Enforcement
Telecommunications System (NLETS) message prior to the Officer’s travel. If
approved, TSA will send the City of Sherwood Police Department an NLETS message
containing a unique alphanumeric identifier. The officer must present the message on
the day of travel to airport personnel as authorization to travel while armed.

(d) An official letter signed by the Police Chief authorizing armed travel may also
accompany the officer. The letter should outline the officer’s need to fly armed, detail
his/her itinerary, and include that the officer has completed the mandatory TSA training
for a law enforcement officer flying while armed.

(e) Officers must have completed the mandated TSA security training
covering officers flying while armed. The training shall be given by the department-
appointed instructor.

(f) It is the officer’s responsibility to notify the air carrier in advance of the intended
armed travel. This notification should be accomplished by early check-in at the carrier’s
check-in counter.

(g) Any officer flying while armed should discreetly contact the flight crew prior to take-off
and notify them of his/her assigned seat.

(h) Discretion must be used to avoid alarming passengers or crew by displaying a
firearm. The officer must keep the firearm concealed on his/her person at all times.
Firearms are not permitted in carry-on luggage and may not be stored in an overhead
compartment.

(i) Officers should try to resolve any problems associated with flying armed through the
flight captain, ground security manager, TSA representative or other management
representative of the air carrier.

(j) Officers shall not consume alcoholic beverages while aboard an aircraft, or within eight
hours prior to boarding an aircraft.

306.8   CARRYING FIREARMS OUT OF STATE
Qualified, active, full-time officers of this department are authorized to carry a concealed firearm
in all other states subject to the following conditions (18 USC § 926B):

(a) Theofficer shall carry his/her City of Sherwood Police Department identification card
whenever carrying such firearm.

(b) The officer is not the subject of any current disciplinary action.

(c) The officer may not be under the influence of alcohol or any other intoxicating or
hallucinatory drug.

(d) The officer will remain subject to this and all other department policies (including
qualifying and training).

Officers are cautioned that individual states may enact local regulations that permit private
persons or entities to prohibit or restrict the possession of concealed firearms on their property,
or that prohibit or restrict the possession of firearms on any state or local government property,
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installation, building, base or park. Federal authority may not shield an officer from arrest and
prosecution in such locally restricted areas.

Active law enforcement officers from other states are subject to all requirements set forth in 18
USC § 926B.

306.9   EQUIPMENT
Firearms carried on- or off-duty shall be maintained in a clean, serviceable condition. Maintenance
and repair of authorized personally owned firearms are the responsibility of the individual member.

306.9.1   REPAIRS OR MODIFICATIONS
Each member shall be responsible for promptly reporting any damage or malfunction of an
assigned firearm to a supervisor or the Support Captain.

Firearms that are the property of the Agency or personally owned firearms that are approved
for department use may be repaired or modified only by a person who is department-approved
and certified as an armorer or gunsmith in the repair of the specific firearm. Such modification or
repair must be authorized in advance by the Support Captain.

Any repairs or modifications to the member’s personally owned firearm shall be done at his/her
expense and must be approved by the Support Captain.

306.9.2   HOLSTERS
Only department-approved holsters shall be used and worn by members. Members shall
periodically inspect their holsters to make sure they are serviceable and provide the proper security
and retention of the handgun.

306.9.3   TACTICAL LIGHTS
Tactical lights may only be installed on a firearm carried on- or off-duty after they have been
examined and approved by the Support Captain. Once the approved tactical lights have been
properly installed on any firearm, the member shall qualify with the firearm to ensure proper
functionality and sighting of the firearm prior to carrying it.

306.9.4   OPTICS OR LASER SIGHTS
Optics or laser sights may only be installed on a firearm carried on- or off-duty after they have
been examined and approved by the Support Captain. Any approved sight shall only be installed
in strict accordance with manufacturer specifications. Once approved sights have been properly
installed on any firearm, the member shall qualify with the firearm to ensure proper functionality
and sighting of the firearm prior to carrying it.

Except in an approved training situation, a member may only sight in on a target when the member
would otherwise be justified in pointing a firearm at the target.
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306.10   SAFE HANDLING, INSPECTION AND STORAGE
Members shall maintain the highest level of safety when handling firearms and shall consider the
following:

(a) Members shall not unnecessarily display or handle any firearm.

(b) Members shall be governed by all rules and regulations pertaining to the use of the
range and shall obey all orders issued by the Support Captain. Members shall not
dry fire or practice quick draws except as instructed by the Support Captain or other
firearms training staff.

(c) Members shall not clean, repair, load or unload a firearm anywhere in the Department,
except where instructed.

(d) Shotguns or rifles removed from vehicles or the equipment storage room shall be
loaded and unloaded in the parking lot and outside of the vehicle, using clearing
barrels.

(e) Members shall not place or store any firearm or other weapon on department premises
except where the place of storage is locked. No one shall carry firearms into the jail
section or any part thereof when securing or processing an arrestee, but shall place all
firearms in a secured location. Members providing access to the jail section to persons
from outside agencies are responsible for insuring firearms are not brought into the
jail section.

(f) Members shall not use any automatic firearm, heavy caliber rifle, gas or other type of
chemical weapon or firearm from the armory, except with approval of a supervisor.

(g) Any firearm authorized by the Department to be carried on- or off-duty that is
determined by a member to be malfunctioning or in need of service or repair shall
not be carried. It shall be promptly presented to the Department or a Support
Captain approved by the Department for inspection and repair. Any firearm deemed
in need of repair or service by the Support Captain will be immediately removed from
service. If the firearm is the member’s primary duty firearm, a replacement firearm will
be issued to the member until the duty firearm is serviceable.

306.10.1   INSPECTION AND STORAGE
Handguns shall be inspected regularly and upon access or possession by another person.
Shotguns and rifles shall be inspected at the beginning of the shift by the member to whom the
weapon is issued. The member shall insure that the firearm is carried in the proper condition and
loaded with approved ammunition. Inspection of the shotgun and rifle shall be done while standing
outside of the patrol vehicle. All firearms shall be pointed in a safe direction or into clearing barrels.

Handguns may be safely stored in lockers at the end of the shift so long as the locker is secured/
locked. Handguns may remain loaded if they are secured in an appropriate holster. Shotguns and
rifles shall be unloaded in a safe manner outside the building and then stored in secured/locked
storage in accordance with department training.
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306.10.2   STORAGE AT HOME
Members shall ensure that all firearms and ammunition are locked and secured while in
their homes, vehicles or any other area under their control, and in a manner that will keep
them inaccessible to children and others who should not have access. Members shall not
permit department-issued firearms to be handled by anyone not authorized by the Agency to do
so. Members should be aware that negligent storage of a firearm could result in civil liability.

306.10.3   ALCOHOL AND DRUGS
Firearms shall not be carried by any member, either on- or off-duty, who has consumed an amount
of an alcoholic beverage, taken any drugs or medication, or has taken any combination thereof
that would tend to adversely affect the member’s senses or judgment.
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Canines
309.1   PURPOSE AND SCOPE
This policy establishes guidelines for the use of canines to augment law enforcement services
in the community and agency, including but not limited to locating individuals and contraband,
apprehending criminal offenders and providing support, therapy and comfort to department
members and the community.

309.2   POLICY
It is the policy of the City of Sherwood Police Department that all canines and handlers meet and
maintain the appropriate proficiency to effectively and reasonably carry out their objectives.

309.3   ASSIGNMENT
Canine teams should be assigned to assist and supplement the Patrol Section Section to function
primarily in assist or cover assignments. However, they may be assigned by the Shift Supervisor
to other functions, such as routine calls for service, based on the current operational needs.

Canine teams should generally not be assigned to handle routine matters that will take them out
of service for extended periods of time. If such assignment is necessary, it should only be made
with the approval of the Shift Supervisor.

309.4   CANINE COORDINATOR
The canine coordinator shall be appointed by and directly responsible to the Patrol Section Section
Commander or the authorized designee.

The responsibilities of the coordinator include but are not limited to:

(a) Reviewing all canine use reports to ensure compliance with policy and to identify
training issues and other needs of the program.

(b) Maintaining a liaison with the vendor kennel.

(c) Maintaining a liaison with command staff and functional supervisors.

(d) Maintaining a liaison with other agency canine coordinators.

(e) Maintaining accurate records to document canine activities.

(f) Recommending and overseeing the procurement of equipment and services for the
teams of handlers and canines.

(g) Scheduling all canine-related activities.

(h) Ensuring the canine teams are scheduled for regular training to maximize their
capabilities.
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309.5   REQUESTS FOR CANINE TEAMS
Patrol Section Section members are encouraged to request the use of a canine. Requests for
a canine team from department units outside of the Patrol Section Section shall be reviewed by
the Shift Supervisor.

309.5.1   OUTSIDE AGENCY REQUEST
All requests for canine assistance from outside agencies must be approved by the Shift Supervisor
 and are subject to the following:

(a) Canine teams shall not be used for any assignment that is not consistent with this
policy.

(b) The canine handler shall have the authority to decline a request for any specific
assignment that he/she deems unsuitable.

(c) Calling out off-duty canine teams is discouraged.

(d) It shall be the responsibility of the canine handler to coordinate operations with agency
personnel in order to minimize the risk of unintended injury.

(e) It shall be the responsibility of the canine handler to complete all necessary reports
or as directed.

309.5.2   PUBLIC DEMONSTRATION
All public requests for a canine team shall be reviewed and, if appropriate, approved by the canine
coordinator prior to making any resource commitment. The canine coordinator is responsible for
obtaining resources and coordinating involvement in the demonstration to include proper safety
protocols. Canine handlers shall not demonstrate any apprehension work unless authorized to do
so by the canine coordinator.

309.6   APPREHENSION GUIDELINES
A canine may be used to locate and apprehend a suspect if the canine handler reasonably believes
that the individual has committed, is committing, or is threatening to commit any serious offense
and if any of the following conditions exist:

(a) There is a reasonable belief the suspect poses an imminent threat of violence or
serious harm to the public, any officer, or the handler.

(b) The suspect is physically resisting or threatening to resist arrest and the use of a
canine reasonably appears to be necessary to overcome such resistance.

(c) The suspect is believed to be concealed in an area where entry by other than the
canine would pose a threat to the safety of officers or the public.

It is recognized that situations may arise that do not fall within the provisions set forth in this policy.
Such events require consideration of the totality of the circumstances and the use of an objective
reasonableness standard applied to the decision to use a canine.
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Absent a reasonable belief that a suspect has committed, is committing, or is threatening to commit
a serious offense, mere flight from a pursuing officer, without any of the above conditions, shall
not serve as the basis for the use of a canine to apprehend a suspect.

Use of a canine to locate and apprehend a suspect wanted for a lesser criminal offense than those
identified above requires approval from the Shift Supervisor. Absent a change in circumstances
that presents an imminent threat to officers, the canine, or the public, such canine use should
be conducted on-leash or under conditions that minimize the likelihood the canine will bite or
otherwise injure the individual.

In all applications, once the suspect has been located and no longer reasonably appears to present
a threat or risk of escape, the handler should secure the canine as soon as it becomes reasonably
practicable.

If the canine has apprehended the suspect with a secure bite, and the handler believes that the
suspect no longer poses a threat, the handler should promptly command the canine to release
the suspect.

309.6.1   PREPARATION FOR DEPLOYMENT
Prior to the use of a canine to search for or apprehend any suspect, the canine handler and/or
the supervisor on-scene should carefully consider all pertinent information reasonably available
at the time. The information should include but is not limited to:

(a) The nature and seriousness of the suspected offense.

(b) Whether violence or weapons were used or are anticipated.

(c) The degree of resistance or threatened resistance, if any, the suspect has shown.

(d) The suspect’s known or perceived age.

(e) The potential for injury to officers or the public caused by the suspect if the canine
is not utilized.

(f) Any potential danger to the public and/or other officers at the scene if the canine is
released.

(g) The potential for the suspect to escape or flee if the canine is not utilized.

As circumstances permit, the canine handler should make every reasonable effort to communicate
and coordinate with other involved members to minimize the risk of unintended injury.

It is the canine handler’s responsibility to evaluate each situation and determine whether the use
of a canine is appropriate and reasonable. The canine handler shall have the authority to decline
the use of the canine whenever he/she deems deployment is unsuitable.

A supervisor who is sufficiently apprised of the situation may prohibit deploying the canine.

Unless otherwise directed by a supervisor, assisting members should take direction from the
handler in order to minimize interference with the canine.
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309.6.2   WARNINGS AND ANNOUNCEMENTS
Unless it would increase the risk of injury or escape, a clearly audible warning announcing that a
canine will be used if the suspect does not surrender should be made prior to releasing a canine.
The handler should allow a reasonable time for a suspect to surrender and should quiet the canine
momentarily to listen for any verbal response to the warning. If feasible, other members should
be in a location opposite the warning to verify that the announcement could be heard. If available,
warnings given in other languages should be used as necessary.

If a warning is not to be given, the canine handler, when practicable, should first advise the
supervisor of his/her decision before releasing the canine. In the event of an apprehension, the
handler shall document in any related report how the warning was given and, if none was given,
the reasons why.

309.6.3   REPORTING DEPLOYMENTS, BITES, AND INJURIES
Handlers should document canine deployments in a canine use report. Whenever a canine
deployment results in a bite or causes injury to an intended suspect, a supervisor should be
promptly notified and the injuries documented in the canine use report. The injured person shall
be promptly treated by Emergency Medical Services personnel and, if appropriate, transported to
an appropriate medical facility for further treatment. The deployment and injuries should also be
included in any related incident or arrest report.

Any unintended bite or injury caused by a canine, whether on- or off-duty, shall be promptly
reported to the canine coordinator. Unintended bites or injuries caused by a canine should be
documented in an administrative report, not in a canine use report.

If an individual alleges an injury, either visible or not visible, a supervisor shall be notified and both
the individual’s injured and uninjured areas shall be photographed as soon as practicable after first
tending to the immediate needs of the injured party. Photographs shall be retained as evidence in
accordance with current department evidence procedures. The photographs shall be retained until
the criminal proceeding is completed and the time for any related civil proceeding has expired.

If the local public health administrator has exempted this department from the requirement to
hold the canine after a bite, the canine handler shall notify the local public health administrator
immediately should the canine develop any abnormal behavior within 10 days of biting a person
(OAR 333-019-0024).

309.7   NON-APPREHENSION GUIDELINES
Properly trained canines may be used to track or search for non-criminals (e.g., lost children,
individuals who may be disoriented or in need of medical attention). The canine handler is
responsible for determining the canine’s suitability for such assignments based on the conditions
and the particular abilities of the canine. When the canine is deployed in a search or other non-
apprehension operation, the following guidelines apply:

(a) Absent a change in circumstances that presents an imminent threat to officers, the
canine, or the public, such applications should be conducted on-leash or under
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conditions that minimize the likelihood the canine will bite or otherwise injure the
individual, if located.

(b) Unless otherwise directed by a supervisor, assisting members should take direction
from the handler in order to minimize interference with the canine.

(c) Throughout the deployment, the handler should periodically give verbal assurances
that the canine will not bite or hurt the individual and encourage the individual to make
him/herself known.

(d) Once the individual has been located, the handler should place the canine in a down-
stay or otherwise secure it as soon as reasonably practicable.

309.7.1   ARTICLE DETECTION
A canine trained to find objects or property related to a person or crime may be used to locate or
identify articles. A canine search should be conducted in a manner that minimizes the likelihood
of unintended bites or injuries.

309.7.2   NARCOTICS DETECTION
A canine trained in narcotics detection may be used in accordance with current law and under
certain circumstances, including:

(a) The search of vehicles, buildings, bags, and other articles.

(b) Assisting in the search for narcotics during a search warrant service.

(c) Obtaining a search warrant by using the narcotics-detection trained canine in support
of probable cause.

A narcotics-detection trained canine will not be used to search a person for narcotics unless the
canine is trained to passively indicate the presence of narcotics.

309.7.3   BOMB/EXPLOSIVE DETECTION
Because of the high risk of danger to the public and officers when a bomb or other explosive
device is suspected, the use of a canine team trained in explosive detection may be considered.
When available, an explosive-detection canine team may be used in accordance with current law
and under certain circumstances, including:

(a) Assisting in the search of a building, structure, area, vehicle, or article where an actual
or suspected explosive device has been reported or located.

(b) Assisting with searches at transportation facilities and vehicles (e.g., buses, airplanes,
trains).

(c) Preventive searches at special events, VIP visits, official buildings, and other restricted
areas. Searches of individuals should remain minimally intrusive and shall be strictly
limited to the purpose of detecting explosives.

(d) Assisting in the search of scenes where an explosion has occurred and an explosive
device or secondary explosive device is suspected.
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At no time will an explosive-detection trained canine be used to render a suspected device safe
or clear.

309.8   HANDLER SELECTION
The minimum qualifications for the assignment of canine handler include:

(a) An officer who has 3 years of patrol experience.

(b) Residing in an adequately fenced single-family residence (minimum 5-foot-high fence
with locking gates).

(c) A driveway that can accommodate a canine vehicle.

(d) Living within 30 minutes travel time from the Sherwood City limits.

(e) Agreeing to be assigned to the position for a minimum of five years.

309.9   HANDLER RESPONSIBILITIES
The canine handler shall ultimately be responsible for the health and welfare of the canine and
shall ensure that the canine receives proper nutrition, grooming, training, medical care, affection,
and living conditions.

The canine handler will be responsible for the following:

(a) Except as required during appropriate deployment, the handler shall not expose the
canine to any foreseeable and unreasonable risk of harm.

(b) The handler shall maintain all department equipment under his/her control in a clean
and serviceable condition.

(c) When not in service, the handler shall maintain the canine vehicle in a locked garage,
away from public view.

(d) When a handler is off-duty for an extended number of days, the assigned canine
vehicle should be stored at the City of Sherwood Police Department facility.

(e) Handlers shall permit the canine coordinator to conduct spontaneous on-site
inspections of affected areas of their homes as well as their canine vehicles to verify
that conditions and equipment conform to this policy.

(f) Any changes in the living status of the handler that may affect the lodging or
environment of the canine shall be reported to the canine coordinator as soon as
possible.

(g) When off-duty, the canine shall be in a kennel provided by the City at the home of the
handler. When a canine is kenneled at the handler’s home, the gate shall be secured
with a lock. When off-duty, the canine may be let out of the kennel while under the
direct control of the handler.

(h) The canine should be permitted to socialize in the home with the handler’s family for
short periods of time and under the direct supervision of the handler.

(i) Under no circumstances will the canine be lodged at another location unless approved
by the canine coordinator or Shift Supervisor.
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(j) When off-duty, the handler shall not involve the canine in any law enforcement activity
or official conduct unless approved in advance by the canine coordinator or Shift
Supervisor.

(k) Whenever a canine handler is off-duty for an extended number of days, it may be
necessary to temporarily relocate the canine. In those situations, the handler shall
give reasonable notice to the canine coordinator so that appropriate arrangements
can be made.

(l) Handlers should not tether a canine in a manner that would violate ORS
167.325(1); ORS 167.330(1); and/or ORS 167.343.

309.9.1   CANINE IN PUBLIC AREAS
The canine should be kept on a leash when in areas that allow access to the public. Exceptions
to this rule would include specific law enforcement operations for which the canine is trained.

(a) A canine shall not be left unattended in any area to which the public may have access.

(b) When the canine vehicle is left unattended, all windows and doors shall be secured
in such a manner as to prevent unauthorized access to the canine. The handler shall
also ensure that the unattended vehicle remains inhabitable for the canine.

309.10   CANINE INJURY AND MEDICAL CARE
In the event that a canine is injured, or there is an indication that the canine is not in good physical
condition, the injury or condition will be reported to the canine coordinator or Shift Supervisor as
soon as practicable and appropriately documented.

All medical attention shall be rendered by the designated canine veterinarian, except during
an emergency where treatment should be obtained from the nearest available veterinarian. All
records of medical treatment shall be maintained in the handler’s personnel file.

309.11   TRAINING
Before assignment in the field, each canine team shall be trained and certified to meet current
Oregon Police Canine Association (OPCA) standards or other accredited and recognized animal
handling organization standards (ORS 167.310). Cross-trained canine teams or those canine
teams trained exclusively for the detection of narcotics and/or explosives also shall be trained
and certified to meet current nationally recognized standards or other recognized and approved
certification standards established for their particular skills.

The canine coordinator shall be responsible for scheduling periodic training for all department
members in order to familiarize them with how to conduct themselves in the presence of
department canines. Because canines may be exposed to dangerous substances such as opioids,
as resources are available, the canine coordinator should also schedule periodic training for the
canine handlers about the risks of exposure and treatment for it.

All canine training shall be conducted while on-duty unless otherwise approved by the canine
coordinator or Shift Supervisor.
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309.11.1   CONTINUED TRAINING
Each canine team shall thereafter be recertified to OPCA or other recognized and approved
certification standards on an annual basis. Additional training considerations are as follows:

(a) Canine teams should receive training as defined in the current contract with the City
of Sherwood Police Department canine training provider.

(b) Canine handlers are encouraged to engage in additional training with approval of the
canine coordinator.

(c) To ensure that all training is consistent, no handler, trainer, or outside vendor is
authorized to train to a standard that is not reviewed and approved by the Agency.

(d) All canine training shall be conducted while on-duty unless otherwise approved by the
canine coordinator or the Shift Supervisor.

309.11.2   FAILURE TO SUCCESSFULLY COMPLETE TRAINING
Any canine team failing OPCA canine certification standards, or other accredited or recognized
animal handling organization standards, shall not be deployed in the field for tasks the team is
not certified to perform until graduation or certification is achieved. When reasonably practicable,
pending successful certification, the canine handler shall be temporarily reassigned to regular
patrol duties.

309.11.3   TRAINING RECORDS
All canine training records shall be maintained in the canine handler’s and the canine’s training file.

309.11.4   TRAINING AIDS
Training aids are required to effectively train and maintain the skills of canines.
Officers possessing, using, or transporting controlled substances or explosives for canine training
purposes must comply with federal and state requirements. Alternatively, the City of Sherwood
Police Department may work with outside trainers with the applicable licenses or permits.

309.11.5   CONTROLLED SUBSTANCE TRAINING AIDS
Officers acting in the performance of their official duties may possess or transfer controlled
substances for the purpose of narcotics-detection canine training in compliance with state and
federal laws (21 USC § 823(f g); ORS 475.135).

The Police Chief or the authorized designee may authorize a member to seek a court order to
allow controlled substances seized by the City of Sherwood Police Department to be possessed
by the member or a narcotics-detection canine trainer who is working under the direction of this
department for training purposes, provided the controlled substances are no longer needed as
criminal evidence.

As an alternative, the Police Chief or the authorized designee may request narcotics training aids
from the Drug Enforcement Administration (DEA).

These procedures are not required if the canine handler uses commercially available synthetic
substances that are not controlled narcotics.
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309.11.6   CONTROLLED SUBSTANCE PROCEDURES
Due to the responsibilities and liabilities involved with possessing readily usable amounts of
controlled substances and the ever-present danger of the canine’s accidental ingestion of these
controlled substances, the following procedures shall be strictly followed:

(a) All controlled substance training samples shall be weighed and tested prior to
dispensing to the individual canine handler or trainer.

(b) The weight and test results shall be recorded and maintained by this department.

(c) Any person possessing controlled substance training samples pursuant to court order
or DEA registration shall maintain custody and control of the controlled substances and
shall keep records regarding any loss of, or damage to, those controlled substances.

(d) All controlled substance training samples will be inspected, weighed, and tested
quarterly. The results of the quarterly testing shall be recorded and maintained by the
canine coordinator with a copy forwarded to the dispensing agency.

(e) All controlled substance training samples will be stored in locked, airtight, and
watertight cases at all times, except during training. The locked cases shall be secured
in the trunk of the canine handler’s assigned patrol vehicle during transport and stored
in an appropriate locked container. There are no exceptions to this procedure.

(f) The canine coordinator shall periodically inspect every controlled substance training
sample for damage or tampering and take any appropriate action.

(g) Any unusable controlled substance training samples shall be returned to the Property
and Evidence or to the dispensing agency.

(h) All controlled substance training samples shall be returned to the dispensing agency
upon the conclusion of the training or upon demand by the dispensing agency.

309.11.7   EXPLOSIVE TRAINING AIDS
Officers may possess, transport, store, or use explosives or destructive devices in compliance
with state and federal laws (18 USC § 842; 27 CFR 555.41; ORS 480.205).

Explosive training aids designed specifically for canine teams should be used whenever feasible.
Due to the safety concerns in the handling and transportation of explosives, inert or non-hazardous
training aids should be employed whenever feasible. The use of explosives or destructive devices
for training aids by canine teams is subject to the following:

(a) All explosive training aids, when not in use, shall be properly stored in a secure facility
appropriate for the type of materials.

(b) An inventory ledger shall be maintained to document the type and quantity of explosive
training aids that are stored.

(c) The canine coordinator shall be responsible for verifying the explosive training aids on
hand against the inventory ledger once each quarter.

(d) Only members of the canine team shall have access to the explosive training aids
storage facility.
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(e) A primary and secondary custodian will be designated to minimize the possibility of
loss of explosive training aids during and after the training. Generally, the handler will
be designated as the primary custodian while the trainer or authorized second person
on-scene will be designated as the secondary custodian.

(f) Any lost or damaged explosive training aids shall be promptly reported to the canine
coordinator, who will determine if any further action will be necessary. Any loss
of explosives will be reported to the Bureau of Alcohol, Tobacco, Firearms and
Explosives (ATF).
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Native American Graves Protection and
Repatriation
346.1   PURPOSE AND SCOPE
  This  This policy is intended to ensure the protection and security of ancient or historic grave sites,
including notification of personnel responsible for cultural items, in compliance with the Native
American Graves Protection and Repatriation Act (NAGPRA) (25 USC § 3001 et seq.).

346.1.1   DEFINITIONS
 Definitions  Definitions related to this policy include (43 CFR 10.2):

Funerary objects  and associated funerary objects   - Objects that, as part of the death rite or
ceremony of a Native American culture, are reasonably believed to have been placed intentionally
at the time of death or later with or near individual human remains, or  . Funerary objects are either
associated funerary objects or unassociated funerary objects.

Associated funerary objects are any funerary objects related to removed human remains, where
the location of the human remains is known. This includes objects that were made exclusively for
burial purposes or to contain human remains, regardless of the physical location or existence of
any related human remains.

Unassociated funerary objects are any other funerary objects that are identified by a
preponderance of the evidence such as:

• Related to human remains but the remains were not removed, or the location of the
remains is unknown.

• Related to specific individuals or families.

• Removed from specific burial sites with Native American cultural affiliation.

• Removed from an area where such burial sites are known to have existed, but the
site no longer exists.

Native American human remains - The  Any physical remains  part of the body of a person of
Native American ancestry individual.

Objects of cultural patrimony - Objects having ongoing historical, traditional, or cultural
importance that is central to the Native American group or culture itself and, therefore, cannot be
appropriated or conveyed by any individual, including members of the Native American group or
Native Hawaiian organization. Such objects must have been considered inalienable by the Native
American group at the time the object was separated from the group.

Sacred objects - Specific ceremonial objects needed by traditional Native American religious
leaders for the practice of traditional Native American religions.
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346.2   POLICY
It is the policy of the City  City of Sherwood Police Department that the protection of Native
American human remains, funerary objects, associated funerary objects, unassociated funerary
objects, sacred objects, or objects of cultural patrimony is the responsibility of all members. Such
protection includes minimizing destruction, contamination, inadvertent disruption, or complicated
custody transfer processes.

346.3   COMPLIANCE WITH THE NATIVE AMERICAN GRAVES PROTECTION AND
REPATRIATION ACT
  Upon  Upon discovery or arrival upon a scene where it reasonably appears that a Native American
grave, human remains, funerary objects, associated funerary objects, unassociated funerary
objects, sacred objects, or objects of cultural patrimony are exposed or otherwise unsecured,
members shall secure the site in the same manner as a crime scene. All activity at the scene other
than scene preservation activity must cease (43 CFR 10.4 5).

No photography or video recording may be permitted by the media or any group or individual who
may wish to exhibit the remains.

Without delay, the appropriate agency or group shall be notified to respond and take control of
the scene. These include the following (43 CFR 10.4 5):

• Federal land - Appropriate agency at the U.S. Department of the Interior or U.S.
Department of Agriculture

• State land/Private land - Oregon State Police, State Historical Preservation Officer,
appropriate Indian tribe, and the Commission on Indian Services (ORS 97.745)

• Tribal land - Responsible Indian tribal official

346.4   EVIDENCE AND PROPERTY
If the location has been investigated as a possible homicide scene prior to identification as a
NAGPRA site, investigators shall work with other appropriate agencies and individuals to ensure
the proper transfer and repatriation of any material collected. Members shall ensure that any
remains or artifacts located at the site are expediently processed (43 CFR 10.6 7).
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Bias-Based Policing
401.1   PURPOSE AND SCOPE
This  This policy provides guidance to department  department members that affirms the City of
Sherwood Police Department's commitment to policing that is fair and objective (ORS 131.920).

Nothing in this policy prohibits the use of specified characteristics in law enforcement activities
designed to strengthen the department’s  department's relationship with its diverse communities
(e.g., cultural and ethnicity awareness training, youth programs, community group outreach,
partnerships).

See the Personnel Complaints Policy regarding acceptance of complaints alleging profiling and
investigation of such complaints.

401.1.1   DEFINITIONS
Definitions related to this policy include:

Bias-based policing or improper profiling  - An inappropriate reliance on actual or perceived
characteristics such as race, ethnicity, national origin (including limited English proficiency),
language, religion, sex, sexual orientation, gender identity or expression, economic status,
homelessness age,  age, cultural group, disability, political affiliation or affiliation with any non-
criminal group (protected characteristics) as the basis for providing differing law enforcement
service or enforcement. This includes profiling as defined by ORS 131.915 and explicit and implicit
biases (i.e., conscious and unconscious beliefs or attitudes toward certain groups).

401.2   POLICY
The City of Sherwood Police Department is committed to providing law enforcement services to
the community with due regard for the racial, cultural or other differences of those served. It is
the policy of this department to provide law enforcement services and to enforce the law equally,
fairly, objectively and without discrimination toward any individual or group.

401.3   BIAS-BASED POLICING PROHIBITED
Bias-based policing is strictly prohibited.

However, nothing in this policy is intended to prohibit an officer from considering protected
characteristics in combination with credible, timely and distinct information connecting a person or
people of a specific characteristic to a specific unlawful incident, or to specific unlawful incidents,
specific criminal patterns or specific schemes.

401.4   MEMBER RESPONSIBILITIES
Every member of this department shall perform his/her duties in a fair and objective manner and
is responsible for promptly reporting any suspected or known instances of bias-based policing to
a supervisor. Members should, when reasonable to do so, intervene to prevent any biased-based
actions by another member.
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401.4.1   REASON FOR CONTACT
Officers contacting a person shall be prepared to articulate sufficient reason for the
contact, independent of the protected characteristics of the individual.

To the extent that written documentation would otherwise be completed (e.g., arrest report, Field
Interview (FI) card), the involved officer should include those facts giving rise to the contact, as
applicable.

Except for required data-collection forms or methods, nothing in this policy shall require any officer
to document a contact that would not otherwise require reporting.

401.4.2   REPORTING TRAFFIC AND PEDESTRIAN STOPS
Each time an officer makes an officer-initiated traffic or pedestrian stop, the officer shall record
the required stop data in the method and manner prescribed by the Oregon Criminal Justice
Commission (OCJC) (ORS 131.935).

401.5   SUPERVISOR RESPONSIBILITIES
Supervisors should monitor those individuals under their command for compliance with this policy
and shall handle any alleged or observed violations in accordance with the Personnel Complaints
Policy.

(a) Supervisors should discuss any issues with the involved officer and his/her supervisor
in a timely manner.

1. Supervisors should document these discussions, in the prescribed manner.

(b) Supervisors should periodically review Mobile Audio/Video (MAV) recordings, portable
audio/video recordings, Mobile Data Terminal (MDT) data and any other available
resource used to document contact between officers and the public to ensure
compliance with this policy.

1. Supervisors should document these periodic reviews.

2. Recordings that capture a potential instance of bias-based policing should be
appropriately retained for administrative investigation purposes.

(c) Supervisors shall initiate investigations of any actual or alleged violations of this policy.

(d) Supervisors should take prompt and reasonable steps to address any retaliatory action
taken against any member of this department who discloses information concerning
bias-based policing.

401.6   STATE REPORTING

401.6.1   STATE REPORTING TO LAW ENFORCEMENT CONTACTS POLICY AND DATA
REVIEW COMMITTEE
The Records Section  Records Section shall annually provide the Law Enforcement Contacts
Policy and Data Review Committee (LECC) the following (ORS 131.925):
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(a) Copies of profiling complaints received by the Agency Agency.

(b) A summary of each profiling complaint received by the Agency  the Agency and the
final disposition of the profiling complaint on the appropriate Department of State
Police (DSP) form.

(c) The annual profiling complaint certification form.

1. This form is to be submitted even if no profiling complaints were received by the
Agency Agency.

Summaries of complaints and copies of complaints provided to LECC may not include personal
information concerning the complainant or an officer except as to any personal information on the
DSP form  an officer (ORS 131.925).

The Records Section  Records Section should provide LECC, upon request, data regarding stops
or contacts as identified in ORS 131.906(5). Data provided may not identify an officer  an officer
or an individual whose demographic data is collected (ORS 131.906).

401.6.2   STATE REPORTING TO OREGON CRIMINAL JUSTICE COMMISSION
The Records Section shall provide the OCJC with traffic and pedestrian stop data annually as
prescribed by ORS 131.935.

Data may not include information that reveals the identity of any stopped individual or of any officer
(ORS 131.935).

401.7   ADMINISTRATION
The Patrol Section Section Commander should review the efforts of the Agency to provide fair and
objective policing and submit an annual report, including public concerns and complaints, to the
Police Chief. The annual report should not contain any identifying information about any specific
complainant, citizen, or officers. It should be reviewed by the Police Chief to identify any changes
in training or operations that should be made to improve service.

Supervisors should review the annual report and discuss the results with those they are assigned
to supervise.

401.8   TRAINING
Training on fair and objective policing , including a  and review of this policy , shall be conducted
annually by the Support Captain or their designee. shall be conducted annually and include:

(a) Explicit and implicit biases.

(b) Avoiding improper profiling.

401.8.1   DEPARTMENT OF PUBLIC SAFETY STANDARDS AND TRAINING ADDITIONAL
STATE REQUIREMENTS
The Support Captain should ensure that officers receive training implemented by the Department
of Public Safety Standards and Training regarding procedures to facilitate the collection of officer-
initiated traffic and pedestrian stop data (ORS 131.935).
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Warrant Service
606.1   PURPOSE AND SCOPE
This policy establishes guidelines for the planning and serving of arrest and search warrants by
members of this department department. It is understood that this policy cannot address every
variable or circumstance that can arise in the service of a search or arrest warrant, as these tasks
can involve rapidly evolving and unique circumstances.

This policy is intended to be used in conjunction with the Operations Planning and Deconfliction
Policy, which has additional guidance on planning and serving high-risk warrants.

This policy is not intended to address the service of search warrants on locations or property
already secured or routine field warrant arrests by patrol officers.

606.2   POLICY
It is the policy of the City of Sherwood Police Department to balance the safety needs of the public,
the safety of department  department members, privacy interests and other relevant factors when
making decisions related to the service of search and arrest warrants.

606.3   OPERATIONS DIRECTOR
The operations director (see the Operations Planning and Deconfliction Policy) shall review all risk
assessment forms with the involved supervisor to determine the risk level of the warrant service.

The operations director will also have the responsibility to coordinate service of those warrants
that are categorized as high risk. Deconfliction, risk assessment, operational planning, briefing
and debriefing should follow guidelines in the Operations Planning and Deconfliction Policy.

606.4   SEARCH WARRANTS
Officers should receive authorization from a supervisor before preparing a search warrant
application. Once authorization is received, the officer will prepare the affidavit and search warrant,
consulting with the applicable prosecuting attorney as needed. He/she will also complete the risk
assessment form and submit it, along with the warrant affidavit, to the appropriate supervisor
and the operations director for review and classification of risk (see the Operations Planning and
Deconfliction Policy).

606.5   ARREST WARRANTS
If an officer reasonably believes that serving an arrest warrant may pose a higher risk than
commonly faced on a daily basis, the officer should complete the risk assessment form and submit
it to the appropriate supervisor and the operations director for review and classification of risk (see
the Operations Planning and Deconfliction Policy).

If the warrant is classified as high risk, service will be coordinated by the operations director. If the
warrant is not classified as high risk, the supervisor should weigh the risk of entry into a residence
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to make an arrest against other alternatives, such as arresting the person outside the residence
where circumstances may pose a lower risk.

606.6   WARRANT PREPARATION
An  An officer who prepares a warrant should ensure the documentation in support of the warrant
contains as applicable:

(a) Probable cause to support the search or arrest, including relevant dates and times
to demonstrate timeliness and facts to support any request for nighttime warrant
execution.

1. Officers shall not seek a no-knock warrant (ORS 133.575).

(b) A clear explanation of the affiant’s  affiant's training, experience, and relevant
education.

(c) Adequately supported opinions, when relevant, that are not left to unsubstantiated
conclusions.

(d) A nexus between the place to be searched and the persons or items central to
the investigation. The facts supporting this nexus should be clear and current. For
example, the affidavit shall explain why there is probable cause to believe that a
particular person is currently residing at a particular location or that the items sought
are present at a particular location.

(e) Full disclosure of known or suspected residents at the involved location and any
indication of separate living spaces at the involved location. For example, it should be
disclosed that several people may be renting bedrooms at a single location, even if
the exact location of the rooms is not known.

(f) A specific description of the location to be searched, including photographs of the
location, if reasonably available.

(g) A sufficient description of the items to be seized.

(h) Full disclosure of any known exculpatory information relevant to the warrant
application (refer to the Brady Material Disclosure Policy).

606.7   HIGH-RISK WARRANT SERVICE
The operations director or the authorized designee shall coordinate the service of warrants that
are categorized as high risk and shall have sole authority in determining the manner in which the
warrant will be served, including the number of officers deployed.

The member responsible for directing the service should ensure the following as applicable:

(a) When practicable and when doing so does not cause unreasonable risk, video or
photographic documentation is made of the condition of the location prior to execution
of a search warrant. The images should include the surrounding area and persons
present.

(b) The warrant service is video-recorded when practicable and reasonable to do so. The
warrant service may be audio-recorded with notice to all parties to a conversation that
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a recording is being made unless otherwise permitted in the warrant or ORS 133.726
(ORS 165.540).

(c) Evidence is handled and collected only by those members who are designated to do
so. All other members involved in the service of the warrant should alert one of the
designated members to the presence of potential evidence and not touch or disturb
the items.

(d) Reasonable efforts are made during the search to maintain or restore the condition
of the location.

(e) Persons who are detained as part of the warrant service are handled appropriately
under the circumstances.

(f) Reasonable care provisions are made for children and dependent adults (see  the
Child and Dependent Adult Safety Policy).

(g) A list is made of all items seized and a copy provided to the person in charge of the
premises if present or otherwise left in a conspicuous place.

(h) A copy of the search warrant is left at the location.

(i) The condition of the property is documented with video recording or photographs after
the search.

606.8   DETENTIONS DURING WARRANT SERVICE
Officers must be sensitive to the safety risks of all persons involved with the service of a warrant.
Depending on circumstances and facts present, it may be appropriate to control movements of
any or all persons present at a warrant service, including those who may not be the subject of a
warrant or suspected in the case. However, officers must be mindful that only reasonable force
may be used and weapons should be displayed no longer than the officer reasonably believes is
necessary (see the Use of Force Policy).

As soon as it can be determined that an individual is not subject to the scope of a warrant and that
no further reasonable suspicion or safety concerns exist to justify further detention, the person
should be promptly released.

Officers should, when and to the extent reasonable, accommodate the privacy and personal needs
of people who have been detained.

606.8   NO-KNOCK ENTRIES
No-knock entries are only authorized if exigent circumstances arise at the scene such that
knocking and announcing the officer's presence would create an imminent threat of physical
violence to the officer or another person.

606.9   ACTIONS AFTER WARRANT SERVICE
The supervisor shall ensure that all affidavits, warrants, receipts and returns, regardless of any
associated cases, are filed with the issuing judge or magistrate as soon as reasonably possible,
but in any event no later than any date specified on the warrant.
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606.10   OUTSIDE AGENCIES AND CROSS-JURISDICTIONAL WARRANTS
The operations director will ensure that cooperative efforts with other agencies in the service of
warrants conform to existing mutual aid agreements or other memorandums of understanding and
will work cooperatively to mitigate risks including, but not limited to, the following:

• Identity of team members

• Roles and responsibilities

• Familiarity with equipment

• Rules of engagement

• Asset forfeiture procedures

Any outside agency requesting assistance in the service of a warrant within this jurisdiction should
be referred to the operations director. The director should review and confirm the warrant, including
the warrant location, and should discuss the service with the appropriate supervisor from the other
agency. The director should ensure that members of the City of Sherwood Police Department
are utilized appropriately. Any concerns regarding the requested use of City of Sherwood Police
Department members should be brought to the attention of the Police Chief or the authorized
designee. The actual service of the warrant will remain the responsibility of the agency requesting
assistance.

If the operations director is unavailable, the Shift Supervisor should assume this role.

If officers intend to serve a warrant outside City of Sherwood Police Department jurisdiction, the
operations director should provide reasonable advance notice to the applicable agency, request
assistance as needed and work cooperatively on operational planning and the mitigation of risks
detailed in this policy.

Officers will remain subject to the policies of the City of Sherwood Police Department when
assisting outside agencies or serving a warrant outside City of Sherwood Police Department
jurisdiction.

606.11   MEDIA ACCESS
No advance information regarding warrant service operations shall be released without the
approval of the Police Chief. Any media inquiries or press release after the fact shall be handled
in accordance with the Media Relations Policy.

606.12   TRAINING
The Support Captain should ensure officers receive periodic training on this policy and associated
topics, such as legal issues, warrant preparation, warrant service and reporting requirements.

606.13   DOCUMENTATION
Documentation related to the service of a warrant shall be maintained in accordance with the
established records retention schedule.
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Property and Evidence
800.1   PURPOSE AND SCOPE
This policy provides for the proper collection, storage, and security of evidence and other property.
Additionally, this policy provides for the protection of the chain of evidence and those persons
authorized to remove and/or destroy property.

800.2   DEFINITIONS
Evidence - Includes items taken or recovered in the course of an investigation that may be used
in the prosecution of a case. This includes photographs and latent fingerprints.

Found Property - Includes property found by an employee or citizen that has no apparent
evidentiary value and where the owner cannot be readily identified or contacted.

Property - Includes all items of evidence, items taken for safekeeping, and found property.

Safekeeping - Includes the following types of property:

• Property obtained by the Agency for safekeeping, such as a firearm

• Personal property of an arrestee not taken as evidence

• Property taken for safekeeping under authority of a law

800.3   PROPERTY HANDLING
Any employee who first comes into possession of any property (except found bikes), shall retain
such property in his/her possession until it is properly tagged and placed in the designated property
locker or storage room along with the property form. Found bikes shall be left in the location of
discovery and not be placed into storage unless they are considered evidence to a crime. Any
person who finds a bike shall be advised of their rights as finder. Care shall be taken to maintain
the chain of custody for all evidence. When not specifically addressed by this manual, collection
and handling of all evidence and property should follow the guidelines established by the State
of Oregon Physical Evidence Manual.

Employees will provide a receipt for all items of property or evidence that are received or taken
from any person. If no person is present, and the property or evidence is removed from private
property or a vehicle, the employee will leave a receipt prominently placed on the private property
or the vehicle.

Where ownership can be established as to found property with no apparent evidentiary value,
such property may be released to the owner without the need for booking. The property form must
be completed to document the release of property not booked and the owner shall sign the form
acknowledging receipt of the item(s).
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800.3.1   PROPERTY BOOKING PROCEDURE
All property must be booked prior to the employee going off-duty unless otherwise approved by a
supervisor. Employees booking property shall observe the following guidelines:

(a) Complete the property form describing each item of property separately, listing all
serial numbers, owner’s name, finder's name, and other identifying information or
markings.

(b) Mark each item of evidence with the booking employee’s initials and the date booked
using the appropriate method so as not to deface or damage the value of the property.

(c) Complete an evidence/property tag and attach it to each package or envelope in which
the property is stored.

(d) Place the case number in the upper right-hand corner of the bag.

(e) The original property form shall be submitted with the case report. A copy shall be
placed with the property in the temporary property locker or with the property if property
is stored somewhere other than a property locker.

(f) When the property is too large to be placed in a locker, the item may be retained in the
supply room. Submit the completed property record into a numbered locker indicating
the location of the property.

800.3.2   NARCOTICS AND DANGEROUS DRUGS
All_narcotics and dangerous drugs (including paraphernalia as defined by ORS 475.525(2)) shall
be booked separately using a separate Property Record.

The officer seizing the narcotics and dangerous drugs shall place them in the designated locker
accompanied by two copies of the form for the Records Section and Detectives. The remaining
copy will be detached and submitted with the case report.

800.3.3   EXPLOSIVES/HAZARDOUS SUBSTANCES
Officers who encounter a suspected explosive device shall promptly notify their immediate
supervisor or the Shift Supervisor. The bomb squad will be called to handle explosive-related
incidents and will be responsible for the handling, storage, sampling, and disposal of all suspected
explosives. In the event of military ordnance, the closest military unit shall be notified and will be
responsible for removal of the device.

Explosives will not be retained in the police facility. Only fireworks that are considered stable and
safe and road flares or similar signaling devices may be booked into property. All such items shall
be stored in proper containers and in an area designated for the storage of flammable materials.
The Community Services Officer is responsible for transporting to the Fire Department, on a
regular basis, any fireworks or signaling devices that are not retained as evidence.

800.3.4   EXCEPTIONAL HANDLING
Certain property items require a separate process. The following items shall be processed in the
described manner:
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(a) Bodily fluids such as blood or semen stains shall be air dried prior to booking and
packages should be labeled with a biohazard sticker.

(b)

(c) All bicycles and bicycle frames require a property record. Property tags will be securely
attached to each bicycle or bicycle frame. The property may be released directly to the
Community Services Officer or placed in the bicycle storage area until a Community
Services Officer can log the property.

(d) All cash shall be counted in the presence of a supervisor and the envelope initialed
by the booking officer and the supervisor. The Shift Supervisor shall be contacted for
cash in excess of $1,000 for special handling procedures.

City property, unless connected to a known criminal case, should be released directly to the
appropriate City department. No formal booking is required. In cases where no responsible person
can be located, the property should be booked for safekeeping in the normal manner.

800.3.5   COLLECTION AND PRESERVATION OF DNA EVIDENCE
Because DNA evidence can play a key role in establishing guilt or innocence, it is important that
such evidence be collected, handled, and preserved in a manner that will maintain its integrity
for future testing. Unless impracticable to do so, officers should collect samples of all biological
evidence that may reasonably be used to incriminate or exculpate any person as part of any
criminal death investigation or a sex crime listed in ORS 163A.005. The Community Services
Officer will be responsible to ensure that biological evidence is preserved in an amount and manner
that is sufficient to develop a DNA profile.

Collection and preservation should follow established protocols as outlined in the Oregon Physical
Evidence Manual.

800.3.6   COLLECTION AND PRESERVATION OF SAFE KITS
Under current law, victims of sexual assault may seek medical assessment and choose not to
make a report to law enforcement, yet still have evidence collected and preserved. The City of
Sherwood Police Department will collect and maintain the chain of evidence for all Oregon State
Police Sexual Assault Forensic Evidence Kits (SAFE Kits) and any associated evidence collected
by medical facilities in this jurisdiction for victims of sexual assault, regardless of where the assault
may have occurred. Victims who choose to remain anonymous and not make a report shall not
be required to do so (ORS 147.397).

The collection and preservation of SAFE Kits from anonymous victims shall be handled by the
Support Section Section, which shall assign a detective to ensure their proper collection and
preservation. When a medical facility notifies this department that evidence of a sexual assault
has been collected and a SAFE Kit is available, the assigned detective shall be responsible for
the following:

(a) Respond promptly to the medical facility to retrieve the evidence.

(b) Provide a unique case number to a responsible representative of the medical facility,
which will be provided to the victim. The case number will be used to identify all
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associated evidence so that a chain of evidence can be maintained in the event the
victim later decides to report the assault.

(c) Ensure that no identifying information regarding the victim, other than the case
number, is visible on the evidence packaging.

(d) Prepare and submit an evidence report and book the evidence in accordance with
current evidence procedures.

A SAFE Kit collected for a victim whose identity is not disclosed should be maintained in the same
manner as other SAFE Kits, but should not be opened until or unless the victim reports the assault.
Opening SAFE Kits may compromise the admissibility of evidence in the event of a prosecution.

800.3.7   STORAGE OF SURRENDERED WEAPONS
Officers shall accept and store any weapons and ammunition from an individual who has been
ordered by a court pursuant to an extreme risk protection order (ORS 166.527) or a protection
order or judgment of conviction subject to the provisions of ORS 166.255 to surrender weapons
and ammunition. The officer receiving the surrendered items shall prepare a property receipt and
provide the individual with a copy. The officer should promptly forward the original receipt to the
Support Captain for timely filing with the court (ORS 166.537).

800.4   PACKAGING OF PROPERTY
Certain items require special consideration and shall be booked separately as follows:

(a) Narcotics and dangerous drugs

(b) Firearms (ensure they are unloaded and booked separately from ammunition). A flex
cuff or similar device should be inserted through the chamber, barrel, or cylinder
whenever possible.

(c) Property with more than one known owner

(d) Paraphernalia as described in ORS 475.525(2)

(e) Fireworks and other hazardous materials

(f) Contraband

800.4.1   PACKAGING CONTAINER
Employees shall package all property in a suitable container available for its size. Knife boxes
should be used to package knives. All packages containing evidence must be sealed with evidence
tape, initialed, and dated across the seal.

Needles or syringes will normally be disposed of in a sharps container and will not be submitted
to the Property Room; however, when required for evidence in a serious crime or in a major
investigation, a syringe tube should be used for packaging.

A property tag shall be securely attached to the outside of all items or group of items packaged
together.
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800.4.2   PACKAGING NARCOTICS
The officer seizing narcotics and dangerous drugs shall retain such property in their possession
until it is properly weighed, packaged, tagged, and placed in the designated narcotics locker,
accompanied by two copies of the property record. Prior to packaging and if the quantity allows, a
presumptive test should be made on all suspected narcotics. If conducted, the results of this test
shall be included in the officer's report.

Narcotics and dangerous drugs shall be packaged in an envelope of appropriate size available in
the report room. The booking officer shall initial the sealed envelope and the initials covered with
cellophane tape. Narcotics and dangerous drugs shall not be packaged with other property.

A completed property tag shall be attached to the outside of the container. The chain of evidence
shall be recorded on the back of this tag.

800.5   RECORDING OF PROPERTY
The Community Services Officer receiving custody of evidence or property shall record his/her
signature, the date and time the property was received and where the property will be stored on
the property control card.

A property number shall be obtained for each item or group of items. This number shall be recorded
on the property tag and the property control card.

Any changes in the location of property held by the City of Sherwood Police Department shall be
noted in the property logbook.

800.6   PROPERTY ROOM SECURITY
Access to the Property Room shall be tightly controlled and limited to Community Services Officers
unless visitors are logged in and out, including the time, date and purpose of entry. All personnel
entering the Property Room must be accompanied at all times by a Community Services Officer.

800.6.1   RESPONSIBILITY OF OTHER PERSONNEL
Every time property is released or received, an appropriate entry on the evidence package shall
be completed to maintain the chain of possession. No evidence is to be released without first
receiving written authorization from the assigned investigator or his/her supervisor.

Request for analysis for items other than narcotics or drugs shall be completed on the appropriate
forms and submitted to the Community Services Officer. This request may be filled out any time
after the booking of property or evidence.

800.6.2   TRANSFER OF EVIDENCE TO CRIME LABORATORY
The transporting employee will check the evidence out of property, indicating the date and time
on the property control card and the request for laboratory analysis.

The Community Services Officer releasing the evidence must complete the required information
on the property control card and the evidence. The lab forms will be transported with the property

70



City of Sherwood Police Department
Sherwood PD OR Policy Manual

Property and Evidence

Copyright Lexipol, LLC 2024/07/03, All Rights Reserved.
Published with permission by City of Sherwood Police
Department

***DRAFT*** Property and Evidence - 6

to the examining laboratory. Upon delivering the item involved, the officer will record the delivery
time on both copies, and indicate the locker in which the item was placed or the employee to whom
it was delivered. The original copy of the lab form will remain with the evidence and the copy will
be returned to the Records Section for filing with the case.

800.6.3   STATUS OF PROPERTY
Each person receiving property will make the appropriate entry to document the chain of evidence.
Temporary release of property to officers for investigative purposes, or for court, shall be noted
on the property control card, stating the date, time and to whom released.

The Community Services Officer shall obtain the signature of the person to whom property is
released, and the reason for release. Any employee receiving property shall be responsible for
such property until it is properly returned to property or properly released to another authorized
person or entity.

The return of the property should be recorded on the property control card, indicating date, time,
and the person who returned the property.

800.6.4   RELEASE OF PROPERTY
Property_may be released to a verified owner at the discretion of the Community Services Officer
without further authorization. A Community Services Officer shall release the property upon proper
identification being presented by the owner for which an authorized release has been received.
A signature of the person receiving the property shall be recorded on the original property form.
After release of all property entered on the property control card, the card shall be forwarded to
the Records Section for filing with the case. If some items of property have not been released,
the property card will remain with the property division. Upon release, the proper entry shall be
documented in the Property Log.

All reasonable attempts shall be made to identify the rightful owner of found property or evidence
not needed for an investigation. Property not claimed within 30 days after notification of owner of
its availability for release will be auctioned, destroyed, or disposed of in accordance with these
procedures and existing law.

Unless the owner is known, found property and property held for safekeeping will be held for at
least 90 days.

800.6.5   RELEASE OF EVIDENCE
Evidence may only be released with the authorization of the DA’s office and the officer or detective
assigned to the case.

Once a case has been adjudicated or passed the statute of limitations for prosecution, a
Community Services Officer will request a disposition authorization from the DA’s office and the
assigned officer or detective. Care should be taken to ensure there are no outstanding warrants
for suspects or additional defendants for the same case prior to authorizing release.
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Release of evidence shall be made upon receipt of an authorized release form, listing the name
and address of the person to whom the property is to be released. The release authorization shall
be signed by the assigned officer or detective and must conform to the items listed on the property
form or must specify the specific item(s) to be released. Once evidence has been authorized for
release and is no longer needed for any pending criminal cases, it shall be considered property
and released or disposed of in accordance with those procedures.

800.6.6   DISPUTED CLAIMS TO PROPERTY
Occasionally more than one party may claim an interest in property being held by the City of
Sherwood Police Department, and the legal rights of the parties cannot be clearly established.
Such property shall not be released until one party has obtained a valid court order or other
undisputed right to the involved property.

All parties should be advised that their claims are civil and in extreme situations, legal counsel for
the City of Sherwood Police Department may wish to file an interpleader to resolve the disputed
claim (ORCP 31).

800.6.7   CONTROL OF NARCOTICS AND DANGEROUS DRUGS
The Investigation Unit will be responsible for the storage, control, and destruction of all narcotics
and dangerous drugs coming into the custody of this department.

800.6.8   RELEASE OF DEADLY WEAPONS IN EXTREME RISK PROTECTION ORDER
MATTERS
If an extreme risk protection order is terminated or expires without renewal, a deadly weapon or
concealed handgun license that was surrendered pursuant to the order shall be returned to the
person after (ORS 166.540):

(a) Confirming through a background check, if the deadly weapon is a firearm, that the
person is legally eligible to own or possess the firearm under federal and state law; and

(b) Confirming that the extreme risk protection order is no longer in effect.

If a third party claims lawful ownership or rightful possession to a deadly weapon that was
surrendered pursuant to an extreme risk protection order, the Agency may return the weapon to
the third party if the third party provides proof of ownership and affirms by sworn affidavit that
(ORS 166.537(5)):

• He/she may lawfully possess the deadly weapon.

• He/she did not consent to the prior possession of the deadly weapon by the person
subject to the extreme risk protection order.

• He/she will prevent the person subject to the order from accessing or possessing the
deadly weapon in the future.

A deadly weapon that remains unclaimed shall be disposed of in accordance with Agency policies
and procedures for disposal of deadly weapons (ORS 166.540).
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800.6.9   RELEASE OF FIREARMS IN DOMESTIC VIOLENCE PROTECTION ORDER
MATTERS
If a protection order subject to the provisions of ORS 166.255 is terminated or expires without
renewal, any firearms or ammunition surrendered pursuant to the order shall be returned upon
the request of the respondent after the following actions are taken (ORS 166.257):

(a) Notify the Department of Justice of the request.

(b) Confirm that the protection order is no longer in effect.

(c) Confirm through a background check that the respondent is legally eligible to own or
possess firearms and ammunition under federal and state law.

Return of the surrendered items will take place no earlier than 72 hours after the request was
received (ORS 166.257).

Firearms and ammunition that remain unclaimed shall be disposed of in accordance with
department policies and procedures for disposal of deadly weapons (ORS 166.540).

800.7   DISPOSITION OF PROPERTY
All property not held for evidence in a pending criminal investigation or proceeding, and held for 90
days or longer (60 days or more, plus 30 days after notice), where the owner has not been located
or fails to claim the property, may be disposed of in compliance with existing laws upon receipt of
proper authorization for disposal. The Community Services Officer shall request a disposition or
status on all property that has been held in excess of 120 days, and for which no disposition has
been received from a supervisor or detective. ORS 98.245 and ORS 98.336 govern the disposition
of property held by law enforcement agencies.

800.7.1   DEFINITIONS
As set out in ORS 98.245, the following definition applies to the disposition of property by law
enforcement agencies:

Unclaimed Property - Personal property that was seized by the City of Sherwood Police
Department as evidence, abandoned property, found property or stolen property, and that has
remained in the physical possession of the City of Sherwood Police Department for a period of
more than 60 days following conclusion of all criminal actions related to the seizure of the evidence,
abandoned property, found property or stolen property, or conclusion of the investigation if no
criminal action is filed.

800.7.2   DISPOSITION
Unclaimed property will be disposed of in accordance with the provisions of ORS 98.245. Disposal
may consist of:

(a) Destruction

(b) Sale at public auction

(c) Retention for public use
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800.7.3   RETENTION OF BIOLOGICAL EVIDENCE
The Property and Evidence supervisor shall ensure that no biological evidence held by the Agency
is destroyed without adequate notification to the following persons, when applicable:

(a) The defendant

(b) The defendant’s attorney

(c) The appropriate prosecutor

(d) Any sexual assault victim

(e) The Support Section Section supervisor

Biological evidence shall be retained for a minimum period established by law (ORS 133.707),
the Property and Evidence supervisor or the expiration of any sentence imposed related to the
evidence, whichever time period is greater. Following the retention period, notifications should
be made by certified mail and should inform the recipient that the evidence will be destroyed
after a date specified in the notice unless a motion seeking an order to retain the sample is
filed and served on the Agency within 90 days of the date of the notification. A record of all
certified mail receipts shall be retained in the appropriate file. Any objection to, or motion regarding,
the destruction of the biological evidence should be retained in the appropriate file and a copy
forwarded to the Support Section Section supervisor.

Biological evidence related to a homicide shall be retained indefinitely and may only be destroyed
with the written approval of the Police Chief and the head of the applicable prosecutor’s office.

Biological evidence from an unsolved sexual assault should not be disposed of prior to expiration
of the statute of limitations. Even after expiration of the applicable statute of limitations, the Support
Section Section Commander should be consulted and the sexual assault victim should be notified.

The Property and Evidence supervisor should incorporate OAR 137-140-0030 et seq. as
applicable to the preservation and documentation of biological evidence. Sexual assault kits,
including anonymous kits, shall be retained by the Agency no less than 60 years after the collection
of the evidence (ORS 181A.325).

800.8   INSPECTIONS OF THE EVIDENCE ROOM

(a) On at least an annual basis a quarterly basis, the supervisor of the evidence custodian
Community Services Officer shall make an  a documented inspection of the evidence/
property storage facilities  areass and practices to ensure adherence to appropriate
policies and procedures.

(b) Unannounced documented inspections of evidence/property storage areas shall be
conducted as directed by the Police Chief.

(c) An annual documented audit of a random choice  sample of evidence held by the
Agency shall be conducted by a Section Commander appointed  designated by the
Police Chief who is not routinely or directly connected with evidence  control and not
in the evidence custodian's chain of command /property control.
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(d) Whenever a change is made in personnel who have regular access to the evidence
room, or  secure areas of evidence/property storage, a documented inventory of all
evidence/property shall be made by members not associated with evidence control.

(e) If there is reason to believe any evidence /property has been tampered with, an  a
documented inventory of all evidence/property shall be made by an individual(s) not
associated with the property room or function to ensure that records are correct and
all evidence property is accounted for conducted by members not associated with
evidence control.
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Records Section
802.1   PURPOSE AND SCOPE
This policy establishes the guidelines for the operational functions of the City of Sherwood Police
Department Records Section. The policy addresses department file access and internal requests
for case reports._

802.2   POLICY
It is the policy of the City of Sherwood Police Department to maintain department records securely,
professionally, and efficiently.

802.3   RESPONSIBILITIES

802.3.1   SUPPORT CAPTAIN
The Police Chief shall appoint and delegate certain responsibilities to a Support Captain. The
Support Captain shall be directly responsible to the Administration Section Commander or the
authorized designee.

The responsibilities of the Support Captain include but are not limited to:

(a) Overseeing the efficient and effective operation of the Records Section.

(b) Scheduling and maintaining Records Section time records.

(c) Supervising, training, and evaluating Records Section staff.

(d) Maintaining and updating a Records Section procedure manual.

(e) Ensuring compliance with established policies and procedures.

(f) Supervising the access, use, and release of protected information (see the Protected
Information Policy).

(g) Establishing security and access protocols for case reports designated as sensitive,
where additional restrictions to access have been implemented. Sensitive reports may
include but are not limited to:

1. Homicides

2. Cases involving department members or public officials

3. Any case where restricted access is prudent

(h) Ensure that information is entered into the Oregon State Police Law Enforcement Data
System (LEDS) from court orders received as required by Oregon law.

802.3.2   RECORDS SECTION
The responsibilities of the Records Section include but are not limited to:

(a) Maintaining a records management system for case reports.
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1. The records management system should include a process for numbering,
identifying, tracking, and retrieving case reports.

(b) Entering case report information into the records management system.

1. Modification of case reports shall only be made when authorized by a supervisor.

(c) Providing members of the Agency with access to case reports when needed for
investigation or court proceedings.

(d) Maintaining compliance with federal, state, and local regulations regarding reporting
requirements of crime statistics.

(e) Maintaining compliance with federal, state, and local regulations regarding criminal
history reports and auditing.

(f) Identifying missing case reports and notifying the responsible member's supervisor.

(g) Establishing a process for collecting and submitting data to appropriate federal
data collection authorities (e.g., FBI National Use-of-Force Data Collection, U.S.
Department of Justice's National Law Enforcement Accountability Database), as
applicable, for the following types of occurrences:

1. Officer suicides

2. Officer misconduct

3. Uses of force (ORS 181A.663)

4. Officer deaths or assaults

5. Crime incidents

6. Deaths in custody

(h) Maintaining records of reports received from OSP of persons who are prohibited from
possessing firearms attempting to purchase or otherwise procure them, and of the
actions taken by the Agency in response to those reports. Information and outcome
of the actions taken by the Agency shall be provided to OSP on or before Jan. 31 of
each year as required by ORS 166.412 and ORS 166.436.

(i) Participating in the National Use of Force Data Collection of the  Assigning UCR
codes to all crime reports in accordance with the Federal Bureau of Investigation  by
submitting statistical data ( 's Uniform Crime Reporting Program, entering such
information into the City of Sherwood Police Department data system, and transmitting
it on a monthly basis to the Oregon State Police Law Enforcement Data System
(LEDS) (ORS 181A.663 225).

802.4   FILE ACCESS AND SECURITY
The security of files in the Records Section must be a high priority and shall be maintained as
mandated by state or federal law. All case reports including but not limited to initial, supplemental,
follow-up, evidence and any other reports related to a police department case, including field
interview (FI) cards, criminal history records, and publicly accessible logs, shall be maintained
in a secure area within the Records Section, and accessible only by authorized members of the
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Records Section. Access to case reports or files when Records Section staff is not available may
be obtained through the Shift Supervisor.

The Records Section will also maintain a secure file for case reports deemed by the Police Chief
as sensitive or otherwise requiring extraordinary access restrictions.

802.4.1   ORIGINAL CASE REPORTS
Generally, original case reports shall not be removed from the Records  Records Section. Should
an original case report be needed for any reason, the requesting department  department member
shall first obtain authorization from the Records Section Support Captain. All original case reports
removed from the Records  Records Section shall be recorded on a designated report check-out
log, which shall be the only authorized manner by which an original case report may be removed
from the Records  Records Section.

All original case reports to be removed from the Records  Records Section shall be photocopied
and the photocopy retained in the file location of the original case report until the original is returned
to the Records  Records Section. The photocopied report shall be shredded upon return of the
original report to the file.

802.5   CONFIDENTIALITY
Records Section staff has access to information that may be confidential or sensitive in nature.
Records Section staff shall not access, view, or distribute, or allow anyone else to access, view,
or distribute, any record, file, or report, whether in hard copy or electronic file format, or any
other confidential, protected, or sensitive information except in accordance with the Records
Maintenance and Release and Protected Information policies and the Records Section procedure
manual.

802.6   REPORTING CRIME STATISTICS
Uniform Crime Reporting (UCR) codes shall be assigned to all crime reports in accordance with
the Federal Bureau of Investigation's Uniform Crime Reporting Program. It is the responsibility
of Records Section personnel to enter such information into the City of Sherwood Police
Department data system and ensure that such information is transmitted on a monthly basis to
the Oregon State Police Law Enforcement Data System (LEDS) (ORS 181A.225).

802.7   LAW ENFORCEMENT DATA SYSTEM (LEDS) VALIDATION

802.7.1   VEHICLE / VEHICLE PARTS VALIDATIONS
Upon receipt of a Vehicle / Vehicle Parts Validations list from LEDS, the working copy of said case
to be validated is pulled from its designated place in the Records office and placed in the LEDS
VALIDATION FILE drawer.

Once the files are pulled, they are checked for accurate contact information, i.e. telephone
numbers and addresses. If no current phone numbers are available then a letter is sent to the
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registered owner. If the letter is returned unclaimed or no response is received within the allotted
time allowed (15 days from date of letter), the vehicle may be cleared from LEDS/NCIC.

If an insurance company has paid the owner for the stolen vehicle, said insurance company is
to be contacted. It is necessary to keep insurance information current and accurate. If the phone
numbers listed for the insurance company have been disconnected or are no longer in service and/
or letters have been returned as undeliverable and/or no response from the insurance company
has been received within the allotted 15-day period, the entries into LEDS/NCIC may be cancelled.

Once the above process has been completed on each entry for a particular file, all documentation
pertaining to the Validation process is placed in the original file and the file is returned to the
appropriate permanent file storage.

A working copy is defined as the copy of the case kept in records upon entry of the stolen
information into LEDS.

802.7.2   GUNS VALIDATIONS
Upon receipt of a Guns Validations list from LEDS, the working copy of said case to be validated
is pulled from its designated place in the Records office and placed in the LEDS VALIDATION
FILE drawer.

Once the files are pulled, they are checked for accurate contact information, i.e. telephone
numbers and addresses. If no current phone numbers are available then a letter is sent to the
registered owner. If the letter is returned unclaimed or no response is received within the allotted
time allowed (15 days from date of letter), the gun may be cancelled from LEDS/NCIC.

If an insurance company has paid the owner for the stolen gun, said insurance company is to
be contacted. It is necessary to keep insurance information current and accurate. If the phone
numbers listed for the insurance company have been disconnected or are no longer in service and/
or letters have been returned as undeliverable and/or no response from the insurance company
has been received within the allotted 15-day period, the LEDS/NCIC entries may be cancelled.

Once the above process has been completed on each entry for a particular file, all documentation
pertaining to the Validation process is placed in said file and the file is returned to the appropriate
permanent file storage.

A working copy is defined as the copy of the case kept in records upon entry of the stolen
information into LEDS.

802.7.3   ARTICLES / SECURITIES VALIDATIONS
Upon receipt of an Articles / Securities Validations list from LEDS, the working copy of said case
to be validated is pulled from its designated place in the Records office and placed in the LEDS
VALIDATION FILE drawer.

Once the files are pulled, they are checked for accurate contact information, i.e. telephone
numbers and addresses. If no current phone numbers are available then a letter is sent to the
registered owner. If the letter is returned unclaimed or no response is received within the allotted
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time allowed (15 days from date of letter), the article or security may be cancelled from LEDS/
NCIC.

If an insurance company has paid the owner for the stolen article or security, said insurance
company is to be contacted. It is necessary to keep insurance information current and accurate.
If the phone numbers listed for the insurance company have been disconnected or are no longer
in service and/or letters have been returned as undeliverable and/or no timely response has been
received from the insurance company within the allotted 15-day period, the LEDS/NCIC entries
may be cancelled.

A working copy is defined as the copy of the case kept in records upon entry of the stolen
information into LEDS.

802.7.4   BOATS / BOAT PARTS VALIDATIONS
Upon receipt of a Boats / Boat Parts Validations list from LEDS, the working copy of said case
to be validated is pulled from its designated place in the Records office and placed in the LEDS
VALIDATION FILE drawer.

Once the files are pulled, they are checked for accurate contact information, i.e. telephone
numbers and addresses. If no current phone numbers are available then a letter is sent to the
registered owner. If the letter is returned unclaimed or no response is received within the allotted
time allowed (15 days from date of letter), the boat may be cleared from LEDS/NCIC.

If an insurance company has paid the owner for the stolen boat, said insurance company is to
be contacted. It is necessary to keep insurance information current and accurate. If the phone
numbers listed for the insurance company have been disconnected or are no longer in service
and/or letters have been returned as undeliverable and/or no timely response has been received
from the insurance company within the allotted 15-day period, the LEDS/NCIC entries may be
cancelled.

Once the above process has been completed on each entry for a particular file, all documentation
pertaining to the Validation process is placed in said file and the file is returned to the appropriate
permanent file storage.

A working copy is defined as the copy of the case kept in records upon entry of the stolen
information into LEDS.

802.7.5   MISSING PERSONS VALIDATIONS
Upon receipt of a Missing Persons Validations list from LEDS, the working copy of said case to
be validated is pulled from its designated place in the Records office and placed in the LEDS
VALIDATION FILE drawer.

If the person who has been reported as missing as not been located within 30 days after the
missing person report is made, the officer assigned to said case shall contact the reporting party
and determine if the person is still missing.
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All records for juvenile, runaways, or missing persons that cannot be validated will be retained
in the system.

Upon receipt of a License Plates Validations list from LEDS, the working copy of said case to
be validated is pulled from its designated place in the Records office and placed in the LEDS
VALIDATION FILE drawer.

Once the files are pulled, they are checked for accurate contact information, i.e. telephone
numbers and addresses. If no current phone numbers are available then a letter is sent to the
registered owner. If the letter is returned unclaimed or no response is received within the allotted
time allowed (15 days from date of letter), the license plate(s) may be cleared from LEDS/NCIC.

If the tags on the stolen license plate(s) have expired, the entries in LEDS/NCIC can be cleared.

Once the above process has been completed on each entry for a particular file, all documentation
pertaining to the Validation process is placed in said file and the file is returned to the appropriate
permanent file storage.

A working copy is defined as the copy of the case kept in records upon entry of the stolen
information into LEDS.
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Records Maintenance and Release
805.1   PURPOSE AND SCOPE
This policy provides guidance on the maintenance and release of department records. Protected
information is separately covered in the Protected Information Policy.

805.2   POLICY
The City of Sherwood Police Department is committed to providing public access to records in a
manner that is consistent with the Oregon Public Records Law.

805.3   CUSTODIAN OF RECORDS RESPONSIBILITIES
The Police Chief shall designate a Custodian of Records. The responsibilities of the Custodian of
Records include but are not limited to (ORS 192.318; OAR 166-020-0010 et seq.):

(a) Managing the records management system for the Agency, including the retention,
archiving, release, and destruction of department public records (OAR 166-017-0005
et seq.; OAR 166-030-0005 et seq.).

(b) Maintaining and updating the department records retention schedule, including:

1. Identifying the minimum length of time the Agency must keep records.

2. Identifying the department section responsible for the original record.

(c) Establishing rules regarding the inspection and copying of department public records
as reasonably necessary for the protection of such records.

(d) Identifying records or portions of records that are confidential under state or federal
law and not open for inspection or copying.

(e) Establishing rules regarding the processing of subpoenas for the production of
records.

(f) Ensuring the availability of a current schedule of fees for public records as allowed by
law (ORS 192.324(4); ORS 192.324(5)).

(g) Preparing and making available to the public a written procedure that includes the
name of one or more individuals and address of where to send record requests to
obtain department records as well as the amounts and the manner of calculating fees
for responding to requests for public records (ORS 192.324(7)).

805.4   PROCESSING REQUESTS FOR PUBLIC RECORDS
Any department member who receives a request for any record shall route the request to the
Custodian of Records or the authorized designee.

805.4.1   DENIALS
If the Custodian of Records determines that a requested record is not subject to disclosure or
release, the Custodian of Records shall inform the requester in writing of that fact and state the
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reason for the denial. When the denial is pursuant to federal or state law, the specific law shall
be provided to the requester (ORS 192.329).

When asserting that a record is exempt, the written statement of denial shall include a statement
that the requester may seek review of the determination pursuant to Oregon Law as identified
by ORS 192.329.

If the denial is challenged by the requester by petition to the District Attorney, the Agency will have
the burden to support the denial (ORS 192.415).

805.4.2   REQUESTS FOR RECORDS
The processing of requests for any record is subject to the following (ORS 192.324; ORS 192.329):

(a) Requests for public records shall be made in writing.

(b) The Agency is not required to create records that do not exist.

(c) Within five business days of receiving a written request to inspect or receive a copy of
a public record, the Custodian of Records or authorized designee shall acknowledge
receipt of the request or complete the response to the request.

(d) A written acknowledgement shall advise the requester of one of the following:

1. The Agency is the custodian of the requested record.

2. The Agency is not the custodian of the requested record.

3. The Agency is uncertain whether the Agency is the custodian of the requested
record.

(e) As soon as reasonably practicable but not later than 10 business days after
acknowledgement of receipt of the request, the Custodian of Records shall:

1. Complete the response to the records request or;

2. Provide a written statement that the request is being processed and a
reasonable estimated date by which the response should be completed based
on the information currently available.

(f) A request for records is considered complete when:

1. Access or copies of the requested public records are provided to the requester
or an explanation is provided to the requester where the records are publicly
available.

2. A written statement is sent to the requester that an exemption exists and that
access is denied.

(a) When a record contains material with release restrictions and material
that is not subject to release restrictions, the restricted material shall be
redacted, and the unrestricted material released (ORS 192.338).

1. A copy of the redacted release should be maintained in the case file
for proof of what was actually released and as a place to document
the reasons for the redactions. If the record is audio/video, a copy
of the redacted audio/video release should be maintained in the
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department-approved media storage system and a notation should
be made in the case file to document the release and the reasons
for the redacted portions.

3. A written statement is sent to the requester that the Agency is not the custodian
of records for the record requested.

4. A written statement that state or federal law prohibits the Agency from
acknowledging whether the record exists or would result in the loss of federal
benefits or other sanctions. This statement shall include the state or federal law
citation relied upon by the Agency.

(g) If a fee is permitted under ORS 192.324(4) and the requester has been informed, the
request is suspended until the requester has paid the fee or the Agency has waived
the fee. If the fee is not paid within 60 days of informing the requester of the fee or of
the denial of the request for a fee waiver, the request shall be closed.

(h) If necessary, the Custodian of Records or the authorized designee may request
additional information or clarification for the purpose of expediting the response to the
request. The response to the request is suspended until the requester provides the
requested information, clarification, or affirmatively declines to provide the information
or clarification. If the requester fails to respond within 60 days, the request shall be
closed.

(i) If the public record is maintained in a machine readable or electronic form, a copy
of the public record shall be provided in the form requested, if available. If the public
record is not available in the form requested, the public record shall be made available
in the form in which it is maintained.

805.5   RELEASE RESTRICTIONS
Examples of release restrictions include:

(a) Personal identifying information, including an individual's photograph; Social Security
and driver identification numbers; name, address, and telephone number; and medical
or disability information that is contained in any driver license record, motor vehicle
record, or any department record, including traffic collision reports, is restricted except
as authorized by the Agency, and only when such use or disclosure is permitted or
required by law to carry out a legitimate law enforcement purpose (18 USC § 2721;
18 USC § 2722).

(b) Personal identifying information of members including Social Security number, date
of birth, telephone number, home address, email address, driver license number,
employer-issued identification card number, emergency contact information, medical
information, or information of a personal nature that would constitute an unreasonable
invasion of privacy (ORS 192.345; ORS 192.355).

1. A showing of clear and convincing evidence that public interest requires
disclosure may overcome the restriction.

(c) Member identification badge or card as provided in ORS 192.371.
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(d) Information regarding a member working undercover and for the period of six months
after the conclusion of those duties unless the member consents in writing or
disclosure is required by law (ORS 181 181A.672).

(e) A photograph of public safety personnel without the written consent of that member
(ORS 181A.674).

(f) Personnel discipline action, including materials or documents supporting the action,
unless allowed by law (ORS 181A.674; ORS 192.345(12)).

(g) Certain victim information, including participants in the Address Confidentiality
Program (ORS 192.368; ORS 192.844).

(h) Certain juvenile records (ORS 419A.257).

(i) Certain ongoing investigation material for criminal law purposes (ORS 192.345(3)).

(j) Audio or video records of internal investigation interviews (ORS 192.385).

(k) Certain types of reports involving but not limited to child abuse (ORS 419B.035) and
adult abuse (ORS 124.090; ORS 430.763; ORS 441.671).

(l) Records relating to pending litigation and to potential litigation that is reasonably likely
to occur in which the Agency is or will be named as a party (ORS 192.345(1)).

(m) Certain identifying information of an individual that  who has applied for, or is a current
or former holder of, a concealed handgun license as provided in ORS 192.374.

(n) Specific operation plans in connection with an anticipated threat to individual or public
safety (ORS 192.345(18)).

(o) Any public records or information the disclosure of which is prohibited by federal law
(ORS 192.355).

(p) Any public records or information the disclosure of which is prohibited or restricted, or
made confidential or privileged under Oregon law (ORS 192.355).

(q) Records less than 75 years old that were sealed in compliance with statute or by court
order. Such records may only be disclosed in response to a court order (ORS 192.398).

(r) Records of a person who has been in the custody of the Agency are exempt from
disclosure for 25 years after termination of such custody. Disclosure of the fact that a
person is in custody is allowed (ORS 192.398).

(s) Audio or video recordings from an officer's body-worn camera. Such recordings may
only be disclosed under the conditions provided by ORS 192.345(40), including facial
blurring.

(t) Personal information of complainants and of officers who are the subject of bias-based
policing complaints. "Personal information" means an individual's name, address, date
of birth, photograph, fingerprint, biometric data, driver license number, identification
card number, or any other unique personal identifier or number (ORS 131.925; ORS
807.750).

(u) The identity of an individual or an officer from traffic or pedestrian stop data collected
by the Agency (ORS 131.935).
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(v) Information regarding the immigration status of any victim who is requesting
certification for a U or T visa, or any documents submitted for U or T visa certification
and any written responses to a certification request except where allowed by law (ORS
147.620).

(w) Images of a deceased person or parts of a deceased body that are part of a department
investigation if public disclosure would constitute an unreasonable invasion of privacy
of the deceased person's family (ORS 192.355).

1. A showing of clear and convincing evidence that public interest requires
disclosure may overcome the restriction.

805.6   SUBPOENAS AND DISCOVERY REQUESTS
Any member who receives a subpoena duces tecum or discovery request for records should
promptly contact a supervisor and the Custodian of Records for review and processing. While a
subpoena duces tecum may ultimately be subject to compliance, it is not an order from the court
that will automatically require the release of the requested information.

Generally, discovery requests and subpoenas from criminal defendants and their authorized
representatives (including attorneys) should be referred to the District Attorney, City Attorney or
the courts.

All questions regarding compliance with any subpoena duces tecum or discovery request should
be promptly referred to legal counsel for the Agency so that a timely response can be prepared.

805.7   RELEASED RECORDS TO BE MARKED
Each page of any written record released pursuant to this policy should be stamped in a colored
ink or otherwise marked to indicate the department name and to whom the record was released.

Each audio/video recording released should include the department name and to whom the record
was released.

805.8   EXPUNGEMENT
Expungement orders received by the Agency shall be reviewed for appropriate action by the
Custodian of Records. The Custodian of Records shall seal such records as ordered by the court.
Records may include but are not limited to a record of arrest, investigation, detention, or conviction.
Once a record is sealed, members shall respond to any inquiry as though the record did not exist
(ORS 137.225; ORS 419A.269).

805.9   SECURITY BREACHES
In the event of an unauthorized acquisition of personal information, the Police Chief or the
authorized designee shall ensure that an investigation into the breach is made and applicable
steps pursuant to ORS 646A.602 et seq. are taken.

Required notice shall be made as follows (ORS 646A.604):
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(a) Notice shall be made to any individual whose private or confidential data was or
is reasonably believed to have been breached. Notice shall be provided in the
most expeditious manner possible, without unreasonable delay, but not later than
45 days after becoming aware of the breach, unless the notice impedes a criminal
investigation.

1. The notice shall be made as set forth in ORS 646A.604 and include a general
description of the breach of security; the approximate date of the breach; the
type of information that was compromised; the contact information for the person
providing the notice; the contact information for national consumer reporting
agencies; and that any suspected identity theft should be reported to law
enforcement, the Attorney General, and the Federal Trade Commission.

(b) When notice is delayed because it will impede an active criminal investigation, the
member in charge of the investigation must document the reason why a delay in
notification is necessary to the investigation.

(c) Provide substitute notice if notification would cost more than $250,000 or if there were
more than 350,000 individuals whose personal information was breached.

(d) If notification is required to be made to more than 1,000 individuals, the City of
Sherwood Police Department should also notify consumer reporting agencies.

(e) Provide notice to the Oregon Attorney General if the breach involves the personal
information of more than 250 people along with a copy of any notice sent to individuals
whose personal information was affected.

(f) Document when a breach of security is unlikely to cause any harm and does not
require notification. In these cases, the documentation shall be maintained for at least
five years.
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Custodial Searches
901.1   PURPOSE AND SCOPE
This policy provides guidance regarding searches of individuals in custody. Such searches are
necessary to eliminate the introduction of contraband, intoxicants or weapons into the City of
Sherwood Police Department facility. Such items can pose a serious risk to the safety and security
of department  department members, individuals in custody, contractors and the public.

Nothing in this policy is intended to prohibit the otherwise lawful collection of evidence from an
individual in custody.

901.1.1   DEFINITIONS
Definitions related to this policy include:

Custody Search - An in-custody search of an individual and of his/her property, shoes and
clothing, including pockets, cuffs and folds on the clothing, to remove all weapons, dangerous
items and contraband.

Physical body cavity search - A search that includes a visual inspection and may include
a physical intrusion into a body cavity. Body cavity means the stomach or rectal cavity of an
individual, and the vagina of a female person.

Strip search - A search that requires an individual to remove or rearrange some or all of
his/her clothing to permit a visual inspection of the underclothing, breasts, buttocks, anus or
outer genitalia. This includes monitoring an individual who is changing clothes, where his/her
underclothing, buttocks, genitalia or female breasts are visible.

901.2   POLICY
All searches shall be conducted with concern for safety, dignity, courtesy, respect for privacy and
hygiene, and in compliance with policy and law to protect the rights of those who are subject to
any search.

Searches shall not be used for intimidation, harassment, punishment or retaliation.

901.3   FIELD AND TRANSPORTATION SEARCHES
An officer should conduct a custody search of an individual immediately after his/her arrest, when
receiving an individual from the custody of another, and before transporting a person who is in
custody in any department  department vehicle.

Whenever practicable, a custody search should be conducted by an officer of the same sex as
the person being searched. If an officer of the same sex is not reasonably available, a witnessing
officer should be present during the search.
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901.4   SEARCHES AT POLICE FACILITIES
Custody searches shall be conducted on all individuals in custody, upon entry to the City of
Sherwood Police Department facilities. Except in exigent circumstances, the search should be
conducted by a member of the same sex as the individual being searched. If a member of the
same sex is not available, a witnessing member must be present during the search.

Custody searches should also be conducted any time an individual in custody enters or re-enters
a secure area, or any time it is reasonably believed that a search is necessary to maintain the
safety and security of the facility.

901.4.1   PROPERTY
Members shall take reasonable care in handling the property of an individual in custody to avoid
discrepancies or losses. Property retained for safekeeping shall be kept in a secure location until
the individual is released or transferred.

Some property may not be accepted by a facility or agency that is taking custody of an individual
from this department department, such as weapons or large items. These items should be retained
for safekeeping in accordance with the Property and Evidence Policy.

All property shall be inventoried by objective description (this does not include an estimated value).
The individual from whom it was taken shall be required to sign the completed inventory. If the
individual's signature cannot be obtained, the inventory shall be witnessed by another department
department member. The inventory should include the case number, date, time, member's City
of Sherwood Police Department identification number and information regarding how and when
the property may be released.

901.4.2   VERIFICATION OF MONEY
All money shall be counted in front of the individual from whom it was received. When possible, the
individual shall initial the dollar amount on the inventory. Additionally, all money should be placed
in a separate envelope and sealed. Negotiable checks or other instruments and foreign currency
should also be sealed in an envelope with the amount indicated but not added to the cash total. All
envelopes should clearly indicate the contents on the front. The department  department member
sealing it should place his/her initials across the sealed flap. Should any money be withdrawn or
added, the member making such change shall enter the amount below the original entry and initial
it. The amount of money in the envelope should always be totaled and written on the outside of
the envelope.

901.4.3   RECEIPT FOR PROPERTY OR MONEY
The officer or other member charged with such inventories shall ensure that the individual receives
a receipt for any money or other property received and should have the individual countersign
both the original and duplicate receipt. Members will otherwise comply with ORS 133.455 if the
individual is unable to sign.
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901.5   STRIP SEARCHES
No individual in temporary custody at any City of Sherwood Police Department facility shall
be subjected to a strip search unless there is reasonable suspicion based upon specific and
articulable facts to believe the individual has a health condition requiring immediate medical
attention or is concealing a weapon or contraband. Factors to be considered in determining
reasonable suspicion include, but are not limited to:

(a) The detection of an object during a custody search that may be a weapon or
contraband and cannot be safely retrieved without a strip search.

(b) Circumstances of a current arrest that specifically indicate the individual may be
concealing a weapon or contraband.

1. A felony arrest charge or being under the influence of a controlled substance
should not suffice as reasonable suspicion absent other facts.

(c) Custody history (e.g., past possession of contraband while in custody, assaults on

(d) department members, escape attempts).

(e) The individual’s actions or demeanor.

(f) Criminal history (i.e., level of experience in a custody setting).

No transgender or intersex individual shall be searched or examined for the sole purpose of
determining the individual’s genital status. If the individual’s genital status is unknown, it may be
determined during conversations with the person, by reviewing medical records, or as a result of
a broader medical examination conducted in private by a medical practitioner (28 CFR 115.115).

901.5.1   STRIP SEARCH PROCEDURES
Strip searches at City of Sherwood Police Department facilities shall be conducted as follows (28
CFR 115.115):

(a) Written authorization from the Shift Supervisor shall be obtained prior to the strip
search.

(b) All members involved with the strip search shall be of the same sex as the individual
being searched, unless the search is conducted by a medical practitioner.

(c) All strip searches shall be conducted in a professional manner under sanitary
conditions and in a secure area of privacy so that it cannot be observed by those not
participating in the search. The search shall not be reproduced through a visual or
sound recording.

(d) Whenever possible, a second member of the same sex should also be present during
the search, for security and as a witness to the finding of evidence.

(e) Members conducting a strip search shall not touch the breasts, buttocks or genitalia
of the individual being searched.
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(f) The primary member conducting the search shall prepare a written report to include:

1. The facts that led to the decision to perform a strip search.

2. The reasons less intrusive methods of searching were not used or were
insufficient.

3. The written authorization for the search, obtained from the Shift Supervisor.

4. The name of the individual who was searched.

5. The name and sex of the members who conducted the search.

6. The name, sex and role of any person present during the search.

7. The time and date of the search.

8. The place at which the search was conducted.

9. A list of the items, if any, that were recovered.

10. The facts upon which the member based his/her belief that the individual was
concealing a weapon or contraband.

(g) No member should view an individual's private underclothing, buttocks, genitalia
or female breasts while that individual is showering, performing bodily functions or
changing clothes, unless he/she otherwise qualifies for a strip search. However, if
serious hygiene or health issues make it reasonably necessary to assist the individual
with a shower or a change of clothes, a supervisor should be contacted to ensure
reasonable steps are taken to obtain the individual's consent and/or otherwise protect
his/her privacy and dignity.

901.5.2   SPECIAL CIRCUMSTANCE FIELD STRIP SEARCHES
A strip search may be conducted in the field only with Shift Supervisor authorization and only in
exceptional circumstances, such as when:

(a) There is probable cause to believe that the individual is concealing a weapon or other
dangerous item that cannot be recovered by a more limited search.

(b) There is probable cause to believe that the individual is concealing controlled
substances or evidence that cannot be recovered by a more limited search, and there
is no reasonable alternative to ensure the individual cannot destroy or ingest the
substance during transportation.

These special-circumstance field strip searches shall only be authorized and conducted under the
same restrictions as the strip search procedures in this policy, except that the Shift Supervisor
authorization does not need to be in writing.

901.6   PHYSICAL BODY CAVITY SEARCH
Physical body cavity searches shall be subject to the following:
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(a) No individual shall be subjected to a physical body cavity search without written
approval of the Shift Supervisor and only upon a search warrant or approval of legal
counsel. A copy of any search warrant and the results of the physical body cavity
search shall be included with the related reports and made available, upon request,
to the individual or authorized representative (except for those portions of the warrant
ordered sealed by a court).

(b) Only a physician may conduct a physical body cavity search.

(c) Except for the physician conducting the search, persons present must be of the same
sex as the individual being searched. Only the necessary department  department
 members needed to maintain the safety and security of the medical personnel shall
be present.

(d) Privacy requirements, including restricted touching of body parts and sanitary
condition requirements, are the same as required for a strip search.

(e) All such searches shall be documented, including:

1. The facts that led to the decision to perform a physical body cavity search of
the individual.

2. The reasons less intrusive methods of searching were not used or were
insufficient.

3. The Shift Supervisor’s approval.

4. A copy of the search warrant.

5. The time, date and location of the search.

6. The medical personnel present.

7. The names, sex and roles of any department  department members present.

8. Any contraband or weapons discovered by the search.

(f) A copy of the written authorization shall be retained and made available to the
individual who was searched or other authorized representative upon request.

901.7   TRAINING
The Support Captain shall ensure members have training that includes (28 CFR 115.115):

(a) Conducting searches of cross-gender individuals.

(b) Conducting searches of transgender and intersex individuals.

(c) Conducting searches in a professional and respectful manner, and in the least
intrusive manner possible, consistent with security needs.

92



City of Sherwood Police Department
Sherwood PD OR Policy Manual

Custodial Searches

Copyright Lexipol, LLC 2024/07/03, All Rights Reserved.
Published with permission by City of Sherwood Police
Department

***DRAFT*** Custodial Searches - 6

901.8   CLOSED CONTAINER SEARCHES
Closed containers will not be opened for inventory purposes except for the following, which shall be
opened for inventory: wallets, purses, coin purses, fanny packs, personal organizers, briefcases
or other closed containers designed for carrying money or small valuables, or closed containers
which are designed for hazardous materials.

Other closed containers shall be opened and inventoried if the owner acknowledges they contain
cash in excess of $10, valuables or a hazardous material.

901.8   GENDER IDENTITY OR EXPRESSION CONSIDERATIONS
If an individual who is subject to a strip search or physical body cavity search has a gender
identity or expression that differs from their sex assigned at birth, the search should be conducted
by members of the same gender identity or expression as the individual, unless the individual
requests otherwise.

901.9   JUVENILES
No juvenile should be subjected to a strip search or a physical body cavity search at the Agency.

The Police Chief or the authorized designee should establish procedures for the following:

(a) Safely transporting a juvenile who is suspected of concealing a weapon or contraband,
or who may be experiencing a medical issue related to such concealment, to a medical
facility or juvenile detention facility as appropriate in the given circumstances.

1. Procedures should include keeping a juvenile suspected of concealing a weapon
under constant and direct supervision until custody is transferred to the receiving
facility.

(b) Providing officers with information identifying appropriate medical and juvenile
detention facilities to which a juvenile should be transported for a strip or body cavity
search.

Nothing in this section is intended to prevent an officer from rendering medical aid to a juvenile in
emergency circumstances (see the Medical Aid and Response Policy for additional guidance).
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Recruitment and Selection
1000.1   PURPOSE AND SCOPE
This policy provides a framework for employee recruiting efforts and identifying job-related
standards for the selection process. This policy supplements the rules that govern employment
practices for the City of Sherwood Police Department and that are promulgated and maintained
by the Department of Human Resources.

1000.2   POLICY
In accordance with applicable federal, state, and local law, the City of Sherwood Police
Department provides equal opportunities for applicants and employees, regardless of actual
or perceived race, ethnicity, national origin, religion, sex, sexual orientation, gender identity or
expression, age, disability, pregnancy, genetic information, veteran status, marital status, and any
other classification or status protected by law. The Agency does not show partiality or grant any
special status to any applicant, employee, or group of employees unless otherwise required by
law.

The Agency will recruit and hire only those individuals who demonstrate a commitment to service
and who possess the traits and characteristics that reflect personal integrity and high ethical
standards.

1000.2.1   SELECTION
The selection of non-sworn employees will be administered by the City of Sherwood Department
of Human Resources Manager and will include participation of police department personnel
as designated by the Police Chief. Finalists will be interviewed by the Police Chief prior to
appointment. A conditional job offer will be made contingent on submission of inked fingerprints
for criminal history clearance as required by the Oregon State Police Criminal Justice Information
System Division.

The recruitment and selection process for police officers will ensure that the applicant meets the
standards and is tested as required by the Oregon Department of Public Safety and Training,
(Oregon Administrative Rules, Chapter 259-008.) The initial phase of the selection process
will determine whether the applicant meets the minimum qualifications as set forth in the job
description. A formal job description will be established for every position within the agency, and
will be periodically reviewed and updated. The City of Sherwood Human Resources Manager will
maintain current and accurate job descriptions that include required duties and responsibilities
for all positions within the Sherwood Police Department. The subsequent phases of the process
will progressively eliminate unsuitable candidates and advance the most qualified applicants; who
must successfully complete the following:

• Oregon Physical Abilities Test

• National Police Officer Selection Test

94



City of Sherwood Police Department
Sherwood PD OR Policy Manual

Recruitment and Selection

Copyright Lexipol, LLC 2024/07/03, All Rights Reserved.
Published with permission by City of Sherwood Police
Department

***DRAFT*** Recruitment and Selection - 2

• Panel interviews

• Submission of a background packet, Personal History Questionnaire, and California
Personality Inventory

• Initial non-medical assessment of the Personal History Questionnaire

• Submission of inked fingerprints for criminal records check

• Interview by command staff

• Conditional job offer

• Background investigation

• Review of background investigation

• Psychological assessment

• Medical test

• Appointment

This process may be modified to accommodate specific conditions or requirements of
assignments. (An example of such modification may pertain to officers applying for lateral transfer
that are currently certified in Oregon.)

1000.3   RECRUITMENT
The Administration Section  Administration Section Commander should  shall employ a
comprehensive recruitment and selection strategy to recruit and select employees from a qualified
and diverse pool of candidates.

The strategy should  shall include:

(a) Establishment of a written recruitment plan.

1. The plan shall include an outline of steps for recruiting candidates who are
representative of the community. This should include candidates who live in or
are from the community, if appropriate and consistent with applicable laws and
memorandums of understanding or collective bargaining agreements.

(b) Identification of racially and culturally diverse target markets.

(c) Use of marketing strategies to target diverse applicant pools.

(d) Expanded use of technology and maintenance of a strong internet presence.
This may include an interactive department  department website and the use of
department department-managed social networking sites, if resources permit.

(e) Expanded outreach through partnerships with media, community groups, citizen
academies, local colleges, universities, and the military.

(f) Employee referral and recruitment incentive programs.

(g) Consideration of shared or collaborative regional testing processes.
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The Administration Section  Administration Section Commander shall avoid advertising, recruiting,
and screening practices that tend to stereotype, focus on homogeneous applicant pools, or screen
applicants in a discriminatory manner.

The Agency  Agency should strive to facilitate and expedite the screening and testing process,
and should periodically inform each candidate of his/her  their status in the recruiting process.

1000.4   SELECTION PROCESS
The Agency shall actively strive to identify a diverse group of candidates who have in some
manner distinguished themselves as being outstanding prospects. Minimally, the Agency should
shall employ a comprehensive screening, background investigation, and selection process that
assesses cognitive and physical abilities and includes review and verification of the following:

(a) A comprehensive application for employment (including previous employment,
references, current and prior addresses, education, and military record)

1. The personnel records of any applicant for officer or reserve officer shall be
requested from any law enforcement agency where the applicant was previously
employed and reviewed prior to extending an offer of employment (ORS
181A.667).

2. Employment information from another law enforcement agency is confidential
and may not be disclosed except as provided in ORS 192.355. The information
received may only be used for investigative leads and shall be independently
verified (ORS 181A.668).

(b) Driving record

(c) Reference  Personal and professional reference checks

(d) Employment eligibility, including U.S. Citizenship and Immigration Services (USCIS)
Employment Eligibility Verification Form I-9 and acceptable identity and employment
authorization documents. This required documentation should not be requested until
a candidate is hired. This does not prohibit obtaining documents required for other
purposes.

(e) Information obtained from public internet sites

1. This review should include the identification of any activity that promotes or
supports unlawful violence or unlawful bias against persons based on protected
characteristics (e.g., race, ethnicity, national origin, religion, gender, gender
identity, sexual orientation, disability).

(f) Financial history consistent with the Fair Credit Reporting Act (FCRA) (15 USC § 1681
et seq.) and ORS 659A.320

(g) Local, state, and federal criminal history record checks

(h) Medical and psychological examination (may only be given after a conditional offer
of employment)

(i) Review board or selection committee assessment
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(j) Relevant national and state decertification records, if available

(k) Any relevant information in the National Law Enforcement Accountability Database

1000.4.1   VETERAN PREFERENCE
Veterans of the United States Armed Forces who served on active duty and who meet the minimum
qualification for employment may receive preference pursuant to ORS 408.230.

1000.5   BACKGROUND INVESTIGATION
Every candidate shall undergo a thorough background investigation to verify his/her personal
integrity and high ethical standards, and to identify any past behavior that may be indicative of
the candidate’s unsuitability to perform duties relevant to the operation of the City of Sherwood
Police Department (OAR 259-008-0015).

1000.5.1   NOTICES
Background investigators shall ensure that investigations are conducted and notices provided in
accordance with the requirements of the FCRA (15 USC § 1681d).

1000.5.2   REVIEW OF SOCIAL MEDIA SITES
Due to the potential for accessing unsubstantiated, private, or protected information, the
Administration Section Commander should not require candidates to provide passwords, account
information, or access to password-protected social media accounts.

The Administration Section Commander should consider utilizing the services of an appropriately
trained and experienced third party to conduct open source, internet-based searches and/or
review information from social media sites to ensure that:

(a) The legal rights of candidates are protected.

(b) Material and information to be considered are verified, accurate, and validated.

(c) The Agency fully complies with applicable privacy protections and local, state, and
federal law.

Regardless of whether a third party is used, the Administration Section Commander should ensure
that potentially impermissible information is not available to any person involved in the candidate
selection process.

1000.5.3   DOCUMENTING AND REPORTING
The background investigator shall summarize the results of the background investigation in a
report that includes sufficient information to allow the reviewing authority to decide whether to
extend a conditional offer of employment. The report shall not include any information that is
prohibited from use, including that from social media sites, in making employment decisions.
The report and all supporting documentation shall be included in the candidate’s background
investigation file.
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1000.5.4   RECORDS RETENTION
The background report and all supporting documentation shall be maintained in accordance with
the established records retention schedule.

1000.5.5   STATE NOTICES
Background investigators shall ensure that investigations are conducted and notices provided in
accordance with ORS 659A.320.

1000.6   DISQUALIFICATION GUIDELINES
As a general rule, performance indicators and candidate information and records shall be
evaluated by considering the candidate as a whole, and taking into consideration the following:

• Age at the time the behavior occurred

• Passage of time

• Patterns of past behavior

• Severity of behavior

• Probable consequences if past behavior is repeated or made public

• Likelihood of recurrence

• Relevance of past behavior to public safety employment

• Aggravating and mitigating factors

• Other relevant considerations

A candidate’s qualifications will be assessed on a case-by-case basis, using a totality-of-the-
circumstances framework.

1000.7   EMPLOYMENT STANDARDS
All candidates shall meet the minimum standards required by state law (OAR 259-008-0010; OAR
259-008-0300). Candidates will be evaluated based on merit, ability, competence, and experience,
in accordance with the high standards of integrity and ethics valued by the Agency and the
community.

Validated, job-related, and nondiscriminatory employment standards shall be established for each
job classification and shall minimally identify the training, abilities, knowledge, and skills required
to perform the position’s essential duties in a satisfactory manner. Each standard should include
performance indicators for candidate evaluation. The Department of Human Resources should
maintain validated standards for all positions.

1000.7.1   STANDARDS FOR OFFICERS
Candidates shall meet the minimum standards established by the Oregon Department of Public
Safety Standards and Training (DPSST), including the following (OAR 259-008-0010; OAR
259-008-0300):
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(a) Be a citizen of the United States or a nonimmigrant legally admitted to the United
States under a Compact of Free Association within 18 months of hire date

(b) Be at least 21 years of age

(c) Be fingerprinted for a check by the Oregon State Police Identification Services Section
within 90 days of employment

(d) Be free of convictions for any of the following:

1. Any felony

2. Any offense for which the maximum term of imprisonment is more than one year

3. Any offense related to the unlawful use, possession, delivery, or manufacture of
a controlled substance, narcotic, or dangerous drug

4. Any offense that would subject the candidate to a denial or revocation of a peace
officer license

(e) Meet the moral fitness standards

(f) Possess a high school diploma, GED equivalent, or a four-year post-secondary degree

(g) Complete a medical examination

(h) Meet the physical standards requirements

(i) Complete a psychological screening (ORS 181A.485)

(j) Complete a law enforcement skills proficiency test

1000.7.2   STANDARDS FOR DISPATCHERS
Candidates shall meet the minimum standards established by DPSST, including the
following (OAR 259-008-0011; OAR 259-008-0300):

(a) Be fingerprinted for a check by the Oregon State Police Identification Services Section
within 90 days of employment

(b) Be free of convictions for any of the following:

1. Any felony

2. Any offense for which the maximum term of imprisonment is more than one year

3. Any offense related to the unlawful use, possession, delivery, or manufacture of
a controlled substance, narcotic, or dangerous drug

4. Any offense that would subject the candidate to a denial or revocation of a
telecommunicator license

(c) Meet the moral fitness standards

(d) Possess a high school diploma, GED equivalent, or a four-year advanced degree

(e) Complete a medical examination

(f) Meet the physical standards requirements

(g) Complete a psychological screening
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1000.8   PROBATIONARY PERIODS
The Administration Section Commander should coordinate with the Sherwood Department of
Human Resources to identify positions subject to probationary periods and procedures for:

(a) Appraising performance during probation.

(b) Assessing the level of performance required to complete probation.

(c) Extending probation.

(d) Documenting successful or unsuccessful completion of probation.
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Lactation Break Policy
1020.1   PURPOSE AND SCOPE
The purpose of this policy is to provide reasonable accommodations to members desiring to
express breast milk for the member’s infant child.

1020.2   POLICY
It is the policy of this department  the City of Sherwood Police Department to provide reasonable
break time and appropriate facilities to accommodate any member desiring to express breast milk
for her  the member's nursing child 18 months or younger in compliance with state law and the
Fair Labor Standards Act (29 USC § 207  218d and ORS 653.077).

1020.3   LACTATION BREAK TIME
A rest period should be permitted each time the member has the need to express breast milk
(29 USC § 207 218d; OAR 839-020-0051). In general, lactation breaks that cumulatively total 30
minutes or less during any four-hour work period or major portion of a four-hour work period would
be considered reasonable. However, individual circumstances may require more or less time.

Lactation breaks, if feasible, should be taken at the same time as the member’s  member's
regularly scheduled rest or meal periods. While a reasonable effort will be made to provide
additional time beyond authorized breaks, any such time exceeding regularly scheduled and paid
break time will be unpaid.

Members desiring to take a lactation break shall notify Dispatch  the dispatcher or a supervisor
prior to taking such a break  and such  . Such breaks may be reasonably delayed if they would
seriously disrupt department operations.

Once a lactation break has been approved, the break should not be interrupted except in  for
emergency or exigent circumstances.

1020.4   PRIVATE LOCATION
The Agency will make reasonable efforts to provide lactating  accommodate members with the
use of an appropriate room or other location to express milk in private. Such room or place should
be in close proximity to the member’s  member's work area and shall be other than a bathroom or
toilet stall. The location must be shielded from view and free from intrusion from coworkers  co-
workers and the public (29 USC § 207 218d).

Members occupying such private areas shall either secure the door or otherwise make it clear
to others that the area is occupied with a need for privacy. All other members should avoid
interrupting a lactating member during an authorized break, except to announce an emergency
or other urgent circumstance.

Authorized lactation breaks for members assigned to the field may be taken at the nearest
appropriate private area.
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1020.5   STORAGE OF EXPRESSED MILK
Any member storing expressed milk in any authorized refrigerated area within the Agency shall
clearly label it as such and shall remove it when the member's shift ends.
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New Policyolicy 

 
Release Notes 
Forensic Genetic Genealogy: June 2024 
 
New Policy 
 
This new policy provides guidelines for the use of forensic genetic genealogy (FGG). This investigative 
technique is new to most law enforcement agencies. This policy should be accepted with little to no 
customization required. Highlights include: 

• PURPOSE AND SCOPE describes that FGG is used to provide investigative leads. 
• DEFINITIONS includes technical terms as needed for context. 
• CRITERIA FOR FGG USE describes the scope for FGG use, which includes exhausting all other 

reasonable investigative leads and methods before applying FGG to qualifying cases. 
• COORDINATION details cooperation with prosecutors and medical examiners/coroners, as 

applicable. 
• POST-IDENTIFICATION describes appropriate actions and confirmations after an FGG 

investigative lead has been developed, including that the FGG result alone shall not be the 
sole probable cause for an arrest or search warrant. 

• PRIVACY CONSIDERATIONS covers the topic of privacy in FGG; a non-suspect person may 
have a distant genetic relationship with a suspect who is a complete stranger (i.e., not a 
known relation). 

As always, we encourage you to work closely with your local prosecutors and agency legal counsel 
with regard to this policy and the use of FGG. 
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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 or funded by the Department  Agency 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 PCDs)
but is intended to include all mobile telephones, personal digital assistants (PDA) and  PDAs),
wireless-capable tablets, and similar wireless two-way communications and/or portable Internet
internet access devices. PCD use includes , but is not limited to , placing and receiving calls,
text messaging, blogging and microblogging, e-mailing emailing, using video or camera features,
playing games, and accessing sites or services on the Internet internet.

702.2   POLICY
The City of Sherwood Police Department allows members to utilize department-issued or funded
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 for business-related purposes, or reasonably associated with work-related
misconduct, will be subject to monitoring and inspection consistent with the standards set forth
in  applicable law and this policy.

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

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

702.3   PRIVACY EXPECTATION
Members forfeit any expectation of privacy with regard to any communication accessed,
transmitted, received or reviewed on any  PCD  PCD issued or funded by the Department  Agency
and shall have no expectation of privacy in their location should the device be equipped with
location-detection capabilities. This includes records of all keystrokes or web-browsing history
made on the PCD. The fact that access to a database, service, or website requires a username
or password will not create an expectation of privacy if it is accessed through department PCDs
or networks (see the Information Technology Use Policy for additional guidance).

Members have no expectation of privacy regarding any communications while using a personally
owned PCD for department-related business or when the use reasonably implicates work-related
misconduct.
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702.4   DEPARTMENT AGENCY-ISSUED PCD
Depending   Depending on a member’s assignment and the needs of the position, the Department
Agency may, at its discretion, issue or fund a PCD for the member’s use to facilitate on-duty
performance. Department Agency-issued or funded PCDs may not be used for personal business
either on- or off-duty unless authorized by the Police Chief or the authorized designee. Such
devices and the associated telephone number, if any, shall remain the sole property of the
Department  Agency and shall be subject to inspection or monitoring (including all related records
and content) at any time without notice and without cause.

Unless a member is expressly authorized by the Police Chief 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
Members may carry a personally owned PCD while on-duty, subject to the following conditions
and limitations:

(a) Permission to carry a personally owned PCD may be revoked if it is used contrary to
provisions of this policy.

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

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

(d) The device should not be used for work-related purposes except in exigent
circumstances (e.g., unavailability of radio communications) . Members will have a
reduced expectation of privacy when using  or as otherwise authorized by department
procedures.

1. Use of a personally owned PCD

2. for work-related business constitutes consent for the Agency to access the PCD
to inspect and copy the work-related data (e.g., for litigation purposes, public
records retention and release obligations, internal investigations).

3. Use of and data within a personally owned PCD may be discoverable in cases
when there is reason to believe it is associated with work-related misconduct.

4. Searches of a personally owned PCD by the Agency should be limited to those
matters reasonably associated with the work-related business or work-related
misconduct.

(e) The device shall not be utilized to record or disclose any department 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
or appointment with the Department Agency, without the express authorization of the
Police Chief or the authorized designee.
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(f) Use of a personally owned PCD while at work or for work-related business 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 the PCD is carried on-duty, members
will provide the Department  Agency with the telephone number of the device.

(g) All work-related documents, emails, photographs, recordings  or other  , and other
public records created or received on a member’s  member's personally owned PCD
should be transferred to the City  City of Sherwood Police Department and deleted
from the member’s  member's PCD as soon as reasonably practicable but no later
than the end of the member’s  member's shift.

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

702.6   USE OF PCD
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). Members shall
endeavor to limit their use of PCDs to authorized break times , unless an emergency
exists.

(d) Members may use a PCD to communicate with other personnel in situations where
the use of the radio communications 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) Members are prohibited from taking pictures, making audio or video 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  requires the express authorization of the Police  Police
Chief or the authorized designee, may result in discipline.
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(f) Members will not access social networking sites for any purpose that is not official
department business. This restriction does not apply to a personally owned PCD used
during authorized break times.

(g) Using PCDs to harass, threaten, coerce, or otherwise engage in inappropriate conduct
with any third party is prohibited. Any member having knowledge of such conduct shall
promptly notify a supervisor.

702.7   SUPERVISOR RESPONSIBILITIES
The responsibilities of supervisors include, but are not limited to:

(a) Ensuring that members under their command are provided appropriate training on the
use of PCDs consistent with this policy.

(b) Monitoring, to the extent practicable, PCD use in the workplace and take  taking prompt
corrective action if a member is observed or reported to be improperly using a PCD.

1. An investigation into improper conduct should be promptly initiated when
circumstances warrant.

(c) Before conducting any administrative search of a member’s  member's personally
owned device, supervisors should consult with the Police  Police Chief or the
authorized designee.

702.8   USE WHILE DRIVING
The   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, members who are operating vehicles that are not equipped with
lights and siren shall not use a PCD while driving unless the device is specifically designed
and configured to allow hands-free use (ORS 811.507). Hands-free use should be restricted to
business-related calls or calls of an urgent nature.

702.9   OFFICIAL USE
Members 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, members shall conduct sensitive
or private communications on a land-based or other department  department communications
network.
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Missing Persons
318.1   PURPOSE AND SCOPE
This policy provides guidance for handling missing person investigations.

318.1.1   DEFINITIONS
Definitions related to this policy include:

At risk - This includes persons who:

(a) Are 13 years of age or younger.

(b) Regardless of age, are believed or determined to be experiencing one or more of the
following circumstances:

1. Out of the zone of safety for his/her  their chronological age and developmental
stage.

2. Mentally or behaviorally disabled.

3. Drug dependent, including prescribed medication and/or illegal substances, and
the dependency is potentially life-threatening.

4. Absent from home for more than 24 hours before being reported to law
enforcement as missing.

5. In a life-threatening situation.

6. In the company of others who could endanger his/her  their welfare.

7. Absent in a way that is inconsistent with established patterns of behavior and
cannot be readily explained. Most children have an established and reasonably
predictable routine.

8. Involved in a situation that would cause a reasonable person to conclude the
person should be considered at risk.

9. Intellectual or developmental disability, or an impaired mental condition such as
dementia or brain injury (ORS 181A.320).

10. A victim of first- or second-degree custodial interference or kidnapping (ORS
181A.310).

Missing person - Any person who is reported missing to law enforcement when that person’s
person's location is unknown.

Missing person networks - Databases or computer networks that are available to law
enforcement and are suitable for obtaining information related to missing person investigations.
This includes the National Crime Information Center (NCIC), the National Missing and Unidentified
Persons System (NamUs), the Oregon Law Enforcement Data System (LEDS), and the Oregon
State Police Missing Children Clearinghouse.
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318.2   POLICY
The City of Sherwood Police Department does not consider any report of a missing person to
be routine and assumes that the missing person is in need of immediate assistance until an
investigation reveals otherwise. The City of Sherwood Police Department gives missing person
cases priority over property-related cases and does not require a specific amount of time to have
passed before beginning a missing person investigation.

318.3   REQUIRED FORMS AND BIOLOGICAL SAMPLE COLLECTION KITS
The Investigation Unit Supervisor shall ensure the following forms and kits are developed and
available:

• Missing person report form

• Missing person investigation checklist that provides investigation guidelines and
resources that could be helpful in the early hours of a missing person investigation

• Missing person school notification form

• Medical records release form

• Biological sample collection kits

318.4   ACCEPTANCE OF REPORTS
Any member encountering a person who wishes to report a missing person or runaway shall
render assistance without delay. This can be accomplished by accepting the report via telephone
or in-person and initiating the investigation. Those members who do not take such reports or who
are unable to give immediate assistance shall promptly dispatch or alert a member who can take
the report.

A report shall be accepted in all cases and regardless of where the person was last seen, where
the person resides or any question of jurisdiction.

318.4.1   MISSING JUVENILES LOCATED
In any case where a juvenile has been reported as missing or runaway, physical contact shall be
made in person with the located and/or found juvenile to ensure the procedures in policy 332.4 are
followed, prior to clearing any juvenile from LEDS and NCIC. Specifically, the officer should verify;

• The safety of the juvenile in question.

• The identity of the juvenile.

• The circumstances surrounding their disapperance.

318.5   INITIAL INVESTIGATION
Officers or other members conducting the initial investigation of a missing person should take the
following investigative actions, as applicable:

(a) Respond to a dispatched call as soon as practicable.
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(b) Interview the reporting party and any witnesses to determine whether the person
qualifies as a missing person and, if so, whether the person may be at risk.

(c) Notify a supervisor immediately if there is evidence that a missing person is either at
risk or may qualify for a public alert, or both (see the Public Alerts Policy).

(d) Broadcast a “Be  "Be on the Look-Out”  Out (BOLO) bulletin" if the person is under
16 years of age or there is evidence that the missing person is at risk. The BOLO
should be broadcast as soon as practicable but in no event more than one hour after
determining the missing person is under 16 years of age or may be at risk.

(e) Ensure that entries are made into the appropriate missing person networks, as follows:

1. Immediately, when the missing person is at risk.

2. In all other cases, as soon as practicable, but not later than two hours from the
time of the initial report (34 USC § 41308).

(f) Complete the appropriate report forms accurately and completely and initiate a search
as applicable under the facts.

(g) Collect and/or review:

1. A photograph and fingerprint card of the missing person, if available.

2. A voluntarily provided biological sample of the missing person, if available (e.g.,
toothbrush, hairbrush).

3. Any documents that may assist in the investigation, such as court orders
regarding custody.

4. Any other evidence that may assist in the investigation, including personal
electronic devices (e.g., cell phones, computers).

(h) When circumstances permit and if appropriate, attempt to determine the missing
person’s  person's location through his/her  their telecommunications carrier.

(i) Contact the appropriate agency if the report relates to a missing person report
previously made to another agency and that agency is actively investigating the report.
When this is not practicable, the information should be documented in an appropriate
report for transmission to the appropriate agency. If the information relates to an at-risk
missing person, the member should notify a supervisor and proceed with reasonable
steps to locate the missing person.

318.6   REPORT PROCEDURES AND ROUTING
Members should complete all missing person reports and forms promptly and advise the
appropriate supervisor as soon as a missing person report is ready for review.

318.6.1   SUPERVISOR RESPONSIBILITIES
The responsibilities of the supervisor shall include, but are not limited to:

(a) Reviewing and approving missing person reports upon receipt.

1. The reports should be promptly sent to the Records Section.
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(b) Ensuring resources are deployed as appropriate.

(c) Initiating a command post as needed.

(d) Ensuring applicable notifications and public alerts are made and documented.

(e) Ensuring that records have been entered into the appropriate missing persons
networks.

(f) Taking reasonable steps to identify and address any jurisdictional issues to ensure
cooperation among agencies.

1. If the case falls within the jurisdiction of another agency, the supervisor should
facilitate transfer of the case to the agency of jurisdiction.

318.6.2   RECORDS SECTION RESPONSIBILITIES
The responsibilities of the Records Section receiving member shall include, but are not limited to:

(a) As soon as reasonable under the circumstances, notifying and forwarding a copy of
the report to the agency of jurisdiction for the missing person’s residence in cases
where the missing person is a resident of another jurisdiction.

(b) Notifying and forwarding a copy of the report to the agency of jurisdiction where the
missing person was last seen.

(c) Notifying and forwarding a copy of the report to the agency of jurisdiction for the
missing person’s intended or possible destination, if known.

(d) Forwarding a copy of the report to the Investigation Unit.

(e) Coordinating with the NCIC Terminal Contractor for Oregon to have the missing
person record in the NCIC computer networks updated with additional information
obtained from missing person investigations ( 34 USC § 41308).

318.7   INVESTIGATION UNIT FOLLOW-UP
In addition to completing or continuing any actions listed above, the investigator assigned to a
missing person investigation:

(a) Should ensure that the missing person’s  person's school is notified within 10 days if
the missing person is a juvenile.

1. The notice shall be in writing and should also include a photograph.

2. The investigator should meet with school officials as appropriate to stress the
importance of including the notice in the juvenile’s  child's student file, along with
the investigator’s  investigator's contact information, if the school receives a call
requesting the transfer of the missing child’s  child's files to another school.

(b) Should re-contact the reporting person  party and/or other witnesses within 30 days of
the initial report and within 30 days thereafter to keep them informed, as appropriate,
and to determine if any additional information has become available.

(c) Shall, if the person has not been located within 30 days, ensure that a biological
sample, if available, is forwarded to the Oregon State Police (ORS 146.187).
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(d) Should consider contacting other agencies involved in the case to determine if any
additional information is available.

(e) Shall verify and update the Oregon LEDS, the Oregon State Police Missing Children
Clearinghouse, NCIC, and any other applicable missing person networks within 30
days of the original entry into the networks and every 30 days thereafter until the
missing person is located (34 USC § 41308).

(f) Should continue to make reasonable efforts to locate the missing person and
document these efforts at least every 30 days.

(g) Shall maintain a close liaison with state and local child welfare systems and the
National Center for Missing and Exploited Children (NCMEC) if the missing person
is under the age of 21 and shall promptly notify NCMEC when the person is missing
from a foster care family home or childcare institution (34 USC § 41308).

(h) Should make appropriate inquiry with the Medical Examiner.

(i) Should obtain and forward medical and dental records, photos, X-rays, and biological
samples, as applicable.

(j) Shall attempt to obtain the most recent photograph for persons under 18 years of age if
it has not been obtained previously and forward the photograph to Oregon State Police
and enter the photograph into applicable missing person networks (34 USC § 41308).

(k) Should consider making appropriate entries and searches in the National Missing and
Unidentified Persons System (NamUs).

(l) In the case of an at-risk missing person or a person who has been missing for an
extended time, should consult with a supervisor regarding seeking federal assistance
from the FBI and the U.S. Marshals Service (28 USC § 566).

318.8   WHEN A MISSING PERSON IS FOUND
When any person reported missing is found, the assigned investigator shall document the location
of the missing person in the appropriate report, notify the relatives and/or reporting party and other
involved agencies and refer the case for additional investigation if warranted.

The Support Captain shall ensure that, upon receipt of information that a missing person has been
located, the following occurs:

(a) Notification is made to the Oregon State Police.

(b) A missing child’s school is notified.

(c) Entries are made in the applicable missing person networks.

(d) When a person is at risk, the fact that the person has been found should be reported
within 24 hours to the Oregon State Police.

(e) Notification shall be made to any other law enforcement agency that took the initial
report or participated in the investigation.
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(f) All information and materials obtained for the purpose of identifying the missing person
are destroyed if the person is found, or sealed if the person is found to be no longer
living (ORS 146.189(2)).

318.8.1   UNIDENTIFIED PERSONS
Agency members  Members investigating a case of an unidentified person who is deceased or a
living person who cannot assist in identifying him/herself  themself should:

(a) Obtain a complete description of the person.

(b) Enter the unidentified person’s  person's description into the NCIC Unidentified Person
File and the NamUs database.

(c) Use available resources, such as those related to missing persons, to identify the
person.

318.9   CASE CLOSURE
The Investigation Unit Supervisor may authorize the closure of a missing person case after
considering the following:

(a) Closure is appropriate when the missing person is confirmed returned or evidence
matches an unidentified person or body.

(b) If the missing person is a resident of Sherwood or this department is the lead agency,
the case should be kept under active investigation for as long as the person may still
be alive. Exhaustion of leads in the investigation should not be a reason for closing
a case.

(c) If this department is not the lead agency, the case can be made inactive if all
investigative leads have been exhausted, the lead agency has been notified and
entries are made in the applicable missing person networks, as appropriate.

(d) A missing person case should not be closed or reclassified because the person would
have reached a certain age or adulthood or because the person is now the subject
of a criminal or civil warrant.

318.10   TRAINING
Subject to available resources, the Support Captain should ensure that members of this
department whose duties include missing person investigations and reports receive training that
includes:

(a) The initial investigation:

1. Assessments and interviews

2. Use of current resources, such as Mobile Audio Video (MAV)

3. Confirming missing status and custody status of minors

4. Evaluating the need for a heightened response
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5. Identifying the zone of safety based on chronological age and developmental
stage

(b) Briefing of department members at the scene.

(c) Identifying NCIC Missing Person File categories (e.g., disability, endangered,
involuntary, juvenile and catastrophe).

(d) Verifying the accuracy of all descriptive information.

(e) Initiating a neighborhood investigation.

(f) Investigating any relevant recent family dynamics.

(g) Addressing conflicting information.

(h) Key investigative and coordination steps.

(i) Managing a missing person case.

(j) Additional resources and specialized services.

(k) Update procedures for case information and descriptions.

(l) Preserving scenes.

(m) Internet and technology issues (e.g., Internet use, cell phone use).

(n) Media relations.

(o) Interacting with individuals with cognitive impairment, including dementia, intellectual
and developmental disabilities, and brain injuries (ORS 181A.320).
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Vehicle Towing
502.1   PURPOSE AND SCOPE
This policy provides guidance related to vehicle towing. Nothing in this policy shall require a
member of this department to tow a vehicle.

502.2   POLICY
The City of Sherwood Police Department will tow vehicles when appropriate and in accordance
with the law.

502.3   NOTICE PRIOR TO TOW
When circumstances permit, (e.g., when towing a vehicle for parking or registration violations and
the vehicle does not constitute a hazard), the Records Section should make a good-faith effort to
provide notice that is reasonably calculated to apprise the owner of the vehicle that it is subject
to towing and impoundment.

502.4   REMOVAL OF VEHICLES DUE TO HAZARD
When a vehicle should be towed because it presents a hazard, the owner or operator should
arrange for the towing. Agency members may assist by communicating requests through Dispatch
to expedite the process.

If the owner or operator is unable to arrange for towing and the vehicle presents a hazard, the
vehicle may be towed at the direction of the department member when the vehicle is (ORS
819.120):

(a) Parked so that any part of the vehicle extends into the paved portion of the travel lane.

(b) Parked so that any part of the vehicle extends into the highway shoulder or bicycle
lane of any freeway.

Vehicles that are not the property of the City should not be driven by department members unless
it is necessary to move the vehicle a short distance to eliminate a hazard, prevent the obstruction
of a fire hydrant, or comply with posted signs.

502.5   ARREST SCENES
Whenever the owner or operator of a vehicle is arrested, the arresting officer should provide
reasonable safekeeping by leaving the vehicle secured and lawfully parked at the scene or, when
appropriate, by having the vehicle towed, such as when the vehicle presents a traffic hazard or
the vehicle would be in jeopardy of theft or damage if left at the scene.

Officers are not required to investigate whether alternatives to towing a vehicle exist after an
arrest. However, a vehicle should not be towed if reasonable alternatives exist. When considering
whether to leave a vehicle at the scene, officers should take into consideration public safety as
well as the reasonable safety of the vehicle and its contents.
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While Oregon law may authorize the impoundment of a vehicle for issues such as driving with a
suspended or revoked license (ORS 809.720), impounds are only authorized if, in such cases,
leaving the vehicle would create a hazard, obstruction, or a risk of loss.

The following are examples of situations where a vehicle should not be towed  (ORS 809.720):

• The vehicle can be legally parked, left in a reasonably secure and safe location, and
is not needed as evidence.

• The vehicle is parked on private property, on which the arrestee or owner is legally
residing, or the property owner does not object to the vehicle being parked at that
location.

• The arrestee or owner of the vehicle requests that it be released to a person who is
present, willing, and able to legally take control of the vehicle.

• The vehicle is legally parked and the arrestee or owner requests that it be left at the
scene. In such cases the requester should be informed that the Agency will not be
responsible for theft or damages.

502.6   VEHICLES RELATED TO CRIMINAL INVESTIGATIONS
Officers should tow vehicles that are needed for the furtherance of an investigation or prosecution
of a case, or that are otherwise appropriate for seizure as evidence (ORS 133.535).

Officers should make reasonable efforts to return a recovered stolen vehicle to its owner rather
than have it towed, as long as the vehicle is not needed for evidence.

502.6.1   STATE REQUIREMENTS
The impounding officer should take reasonable steps to protect against loss or damage to
impounded vehicles and any contents that may have been taken as evidence (ORS 133.537).

If a recovered stolen vehicle is towed, the officer shall share the owner's contact information,
including the person's home address and telephone number, with the towing service that assumes
control of the vehicle (ORS 98.857).

502.7   RECORDS
Records Section members shall ensure that pertinent data regarding a towed vehicle is promptly
entered into the appropriate database.

502.7.1   VEHICLE STORAGE REPORT
Agency members towing a vehicle shall complete a vehicle tow report. The report should be
submitted to the [recordsBureau]  Records Section as soon as practicable after the vehicle is
towed. _

502.7.2   NOTICE AFTER TOW
Within 48 hours, excluding weekends and holidays, of a vehicle being towed, it shall be the
responsibility of the [recordsBureau]  Records Section to send a notice of tow to all registered
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owners and others having a recorded interest in the vehicle. Notice shall be sent to all such
individuals by certified mail. The notice shall include (ORS 819.180):

(a) That the vehicle has been taken into custody and towed; the identity of the appropriate
towing authority; and the statute, ordinance, or rule under which the vehicle has been
taken into custody and towed.

(b) The location of the vehicle, or the telephone number and address of the authority that
will provide that information.

(c) That the vehicle is subject to towing and storage charges, the amount of charges that
have accrued to the date of the notice, and the daily storage charges.

(d) That the vehicle and its contents are subject to a lien for payment of the towing and
storage charges, and that the vehicle and its contents will be sold to cover the charges
if the charges are not paid by a date specified by the appropriate authority.

(e) That the owner, possessor, or person having an interest in the vehicle and its contents
is entitled to a prompt hearing to contest the validity of taking the vehicle into custody
and towing it, and to contest the reasonableness of the charges for towing and storage
if a hearing is requested in a timely manner.

(f) The time within which a hearing must be requested and the method for requesting a
hearing.

(g) That the vehicle and its contents may be immediately reclaimed by presentation to
the appropriate authority of satisfactory proof of ownership or right to possession, and
either payment of the towing and storage charges or the deposit of cash security or a
bond equal to the charges with the appropriate authority. _

502.8   TOWING SERVICES
Members shall not show preference among towing services that have been authorized for use
by the Agency. A rotation or other system established by the Agency for tow services should be
followed.

502.9   VEHICLE INVENTORIES
The contents of all vehicles towed at the request of department members shall be inventoried and
listed on the inventory report. When reasonably practicable, photographs may be taken to assist
in the inventory.

(a) An inventory of personal property and the contents of open containers will be
conducted throughout the passenger and engine compartments of the vehicle,
including but not limited to the glove box, other accessible areas under or within the
dashboard area, any pockets in the doors or in the back of the front seat, in any console
between the seats, under any floor mats, and under the seats.

(b) In addition to the passenger and engine compartments as described above, an
inventory of personal property and the contents of open containers will also be
conducted in any other type of unlocked compartments that are a part of the vehicle,
including but not limited to unlocked glove compartments, unlocked vehicle trunks,
and unlocked car-top containers.
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(c) Any locked compartments, including but not limited to locked glove compartments,
locked vehicle trunks, locked hatchbacks, and locked car-top containers, should be
inventoried, provided the keys are available and are to be released with the vehicle
to the third-party towing company or an unlocking mechanism for such compartment
is available within the vehicle.

(d) Closed containers located either within the vehicle or any of the vehicle's
compartments will not be opened for inventory purposes except for the following:
wallets, purses, coin purses, fanny packs, personal organizers, briefcases, or other
closed containers designed for carrying money, small valuables, or hazardous
materials.

Members should ask the occupants whether the vehicle contains any valuables or hazardous
materials. Responses should be noted in the inventory report. If the occupant acknowledges that
any closed container contains valuables or a hazardous material, the container shall be opened
and inventoried. When practicable and appropriate, such items should be removed from the
vehicle and given to the owner or booked into property for safekeeping.

Any cash, jewelry, or other small valuables located during the inventory process will be held for
safekeeping, in accordance with the Property and Evidence Policy. A copy of the property receipt
should be given to the person in control of the vehicle or, if that person is not present, left in the
vehicle.

A copy of the vehicle inventory will be given to the tow truck operator.

These inventory procedures are for the purpose of protecting the vehicle owner's property,
providing for the safety of department members, and protecting the Agency against fraudulent
claims of lost, stolen, or damaged property.

Towing a vehicle in order to perform an inventory should not be used as a pretext for an evidence
search. Nothing in this policy prevents the towing of a vehicle that would occur for reasons
independent of any suspicion that the vehicle may contain evidence if it is otherwise justified by
law or this policy.

502.9.1   OPPORTUNITY TO REMOVE PROPERTY
In the event that the owner, operator, or occupant of a vehicle to be impounded is present at
the scene and not subject to arrest, prior to commencing the inventory the officer shall provide
notice and opportunity to that person to take readily retrievable personal belongings (e.g., purse,
backpack, cigarette pack) from the vehicle that are not considered evidence or contraband.

502.10   SECURITY OF VEHICLES AND RETRIEVAL OF PROPERTY
If the search of a vehicle leaves the vehicle or any property contained therein vulnerable to
unauthorized entry, theft, or damage, the department member conducting the search shall take
such steps as are reasonably necessary to secure or protect the vehicle or property from such
hazards.

Unless it would cause an unreasonable delay in towing the vehicle or create an issue of officer
safety, reasonable accommodations should be made to permit the owner, operator, or occupant
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to retrieve small items of value or personal need (e.g., cash, jewelry, cell phone, prescriptions)
that are not considered evidence or contraband.

Members who become aware that a vehicle may have been towed by the Agency in error should
promptly advise a supervisor. Supervisors should approve, when appropriate, the release of the
vehicle without requiring the owner or the owner's agent to request a hearing to contest the tow.
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Chapter 3 – General Operations 

 
Use of Force 
 
This policy is being updated based on a May 2022 Presidential Executive Order and subsequent May 
2023 accreditation standards issued by the United States Department of Justice (DOJ). State accrediting 
entities must comply with the DOJ standards to qualify as independent credentialing bodies. Although 
the standards issued by the DOJ do not directly impact local law enforcement agencies, the federal 
action is structured to encourage local agencies to seek state accreditation by making certain federal 
grant funding dependent on an agency achieving accredited status. Lexipol has updated content to place 
agencies in the best position possible if and when they elect to seek accreditation. Changes to this policy 
include: 
 

• DUTY TO INTERCEDE AND REPORT has been renamed DUTY TO INTERVENE AND REPORT, and 
terminology has been adjusted in the subsection to be consistent with state terminology. 

• In DEADLY FORCE APPLICATIONS, content has been added to provide that an officer should not 
use deadly force against a person whose actions are a threat solely to themself or property, and 
grammar has been corrected. 

• In MOVING VEHICLES, content has been updated to make it clear that this subsection should be 
read in conjunction with DEADLY FORCE APPLICATIONS, and terminology has been updated to 
be consistent with best practices. 

• TRAINING has been updated to provide for annual use of force training. Additionally, content 
relating to specific required annual topics has been moved to TRAINING REQUIREMENTS. 

• TRAINING REQUIREMENTS has been added as a new subsection in TRAINING to outline 
required annual training topics based on the requirements in the DOJ standards. 

 
Unrelated to the DOJ standards update, additional changes include: 
 

• In CAROTID CONTROL HOLD, the Edit Level has been changed from "State" to "Best Practice," 
and gendered pronouns have been removed. 

 

 
 
Control Devices and Techniques 
 
This policy has been updated to address Northwest Accreditation Alliance program standards for 
Oregon. Changes to this policy include: 
 

• In TRAINING FOR CONTROL DEVICES, content has been updated to address standard 1.3.6, 
which requires training at least every two years, and text entities have been added. 

 

 
 
Firearms 
 
This policy is being updated based on a May 2022 Presidential Executive Order and subsequent May 
2023 accreditation standards issued by the United States Department of Justice (DOJ). State accrediting 

123



Copyright 2024 © Lexipol, LLC 1995-2024    Page | 4  

entities must comply with the DOJ standards to qualify as independent credentialing bodies. Although 
the standards issued by the DOJ do not directly impact local law enforcement agencies, the federal 
action is structured to encourage these agencies to seek state accreditation by making certain federal 
grant funding dependent on an agency achieving accredited status. Lexipol has updated content to place 
agencies in the best position possible if and when they elect to seek accreditation. 
 
The May 2023 DOJ standards require agencies to have written directives relating to a prohibition on 
warning shots. The use of warning shots has long been controversial. Previously, Lexipol best practice 
content discouraged warning shots, but allowed for their use in limited circumstances. With this recent 
activity at the federal level and given recent trends relating to the use of warning shots, agencies are 
best served by this restricted approach. Changes to this policy include: 
 

• In WARNING AND OTHER SHOTS, content has been updated to state that warning shots should 
not be used, and a serial comma has been added. 

 
Unrelated to the DOJ standards update, additional changes have been made to address Northwest 
Accreditation Alliance (formerly the Oregon Accreditation Alliance) standards. Changes include: 
 

• In RANGEMASTER DUTIES, wording has been added to require a certified rangemaster to align 
with standard 1.3.4, serial commas have been added, and gendered pronouns have been 
removed. The section name is based on a text entity and may vary depending on how you 
answered the General Information Questionnaire. 

 

 
 
Canines 
 
This policy has been updated because legislative action impacts its content. The update should be 
accepted and implemented as soon as possible. 2022 HR 8454 updated the federal statute regarding the 
Controlled Substance Act, resulting in the renumbering of certain content that is applicable to canine 
handlers. Changes to this policy include: 
 

• In CONTROLLED SUBSTANCE TRAINING AIDS, a citation has been updated. 
 

 
 
Native American Graves Protection and Repatriation 
 
This policy has been updated because regulatory action impacts its content. The update should be 
accepted and implemented as soon as possible. Federal administrative law sets minimum standards for 
agency personnel when Native American remains, funerary objects, associated funerary objects, sacred 
objects, or objects of cultural patrimony are found. The regulatory action reorganizes the law and 
updates definitions and citations in the Native American Graves Protection and Repatriation Act. 
Changes to this policy include: 
 

• In DEFINITIONS, content has been updated to include the regulatory changes. 
• In POLICY, content has been updated to include an additional term. 
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• In COMPLIANCE WITH THE NATIVE AMERICAN GRAVES PROTECTION AND REPATRIATION ACT, 
content has been updated to include an additional term, and citations have been updated. 

• In EVIDENCE AND PROPERTY, a citation has been updated. 
• Serial commas have been added in the updated sections/subsections, as appropriate. 

 
Unrelated to the regulatory update, additional include: 
 

• In PURPOSE AND SCOPE, grammar has been corrected. 
 
 
 

Chapter 4 – Patrol Operations 

 
Bias-Based Policing 
 
This policy is being updated based on a May 2022 Presidential Executive Order and subsequent May 
2023 accreditation standards issued by the United States Department of Justice (DOJ). Although the 
standards issued by the DOJ do not directly impact local law enforcement agencies, the federal action is 
structured to encourage these agencies to seek state accreditation by making certain federal grant 
funding dependent on an agency achieving accredited status. Lexipol has updated content to place 
agencies in the best position possible if and when they elect to seek accreditation. Changes to this policy 
include: 
 

• In DEFINITIONS, a term has been added, and content has been updated to clarify that bias-
based policing includes policing based on actual or perceived characteristics and inappropriate 
explicit and implicit biases. 

• TRAINING has been updated to require annual training to include implicit biases and how to 
avoid improper profiling. 

• DEPARTMENT OF PUBLIC SAFETY STANDARDS AND TRAINING has been renamed ADDITIONAL 
STATE REQUIREMENTS for consistency with other policies in your manual. 

 
Unrelated to the DOJ standards update, additional changes include: 
 

• STATE REPORTING TO LAW ENFORCEMENT CONTACTS POLICY AND DATA REVIEW 
COMMITTEE has been renamed STATE REPORTING TO LAW ENFORCEMENT CONTACTS 
COMMITTEE, and content has been updated for clarity. 

 
 
 

Chapter 6 – Investigation Operations 

 
Warrant Service 
 
This policy is being updated based on a May 2022 Presidential Executive Order and subsequent May 
2023 accreditation standards issued by the United States Department of Justice (DOJ). State accrediting 
entities must comply with the DOJ standards to qualify as independent credentialing bodies. Although 
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the standards issued by the DOJ do not directly impact local law enforcement agencies, the federal 
action is structured to encourage local agencies to seek state accreditation by making certain federal 
grant funding dependent on an agency achieving accredited status. Lexipol has updated content to place 
agencies in the best position possible if and when they elect to seek accreditation. Changes to this policy 
include: 
 

• NO-KNOCK ENTRIES has been added as a new section to address requirements from the DOJ 
standards limiting no-knock entries to situations where exigent circumstances arise at the scene 
such that knocking and announcing would create an imminent threat of physical violence to the 
officer or another person. Please note that this content is more restrictive than what is 
permitted by current federal case law which, for example, continues to allow the use of a no-
knock entry in circumstances involving the destruction of evidence. This change is necessary, 
however, in order for an agency to be in compliance with the federal DOJ standards, and thus 
maintain eligibility for certain discretionary grant funding from the federal government. You are 
encouraged to review these changes with your legal counsel and should also consider 
incorporating the changes into agency-specific training and procedures related to warrant 
service. KMS automatically adds all new sections to the bottom of the policy, so as not to alter 
any agency-specific customization. To move the new section to the location Lexipol 
recommends (below HIGH-RISK WARRANT SERVICE), first, accept all updates. Then, while in the 
edit mode, hold the cursor over NO-KNOCK ENTRIES, right-click for options, and select the 
option "Move." The section titles will appear. Select HIGH-RISK WARRANT SERVICE, and click 
"Move" once more. You will be prompted to select "Position Above" or "Position Below." Select 
"Position Below." KMS will refresh, the new section will be in the correct location, and the other 
sections will be renumbered accordingly. Your agency can also accept all updates without 
relocating the section, but that is not recommended. 

• DOCUMENTATION has been added as a new section to address the requirement that a written 
directive outline your agency's maintenance of records relating to announced and no-knock 
entries. This section may be customized to be consistent with your practices. KMS automatically 
adds all new sections to the bottom of the policy, so as not to alter any agency-specific 
customization. To move the new section to the location Lexipol recommends (below MEDIA 
ACCESS), first, accept all updates. Then, while in the edit mode, hold the cursor 
over DOCUMENTATION, right-click for options, and select the option "Move." The section titles 
will appear. Select MEDIA ACCESS, and click "Move" once more. You will be prompted to select 
"Position Above" or "Position Below." Select "Position Below." KMS will refresh, the new section 
will be in the correct location, and the other sections will be renumbered accordingly. Your 
agency can also accept all updates without relocating the section, but that is not recommended. 

• The Guide Sheet has been updated. 
 
Unrelated to the DOJ standards update, additional changes include: 
 

• WARRANT PREPARATION has been updated to address the state's prohibition on no-knock 
warrants, and a serial comma has been added. 
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Chapter 8 – Support Services 

 
Property and Evidence 
 
This policy has been updated to address Northwest Accreditation Alliance program standards for 
Oregon. Changes to this policy include: 
 

• In INSPECTIONS OF THE EVIDENCE ROOM, content has been updated to address standard 
3.3.10, which requires documented inspections or inventories of the property and evidence 
function at specified intervals and if evidence is suspected to have been tampered with. 

 
Unrelated to the accreditation update, additional changes to this policy include: 
 

• The Guide Sheet has been updated. 
 

 
 
Records Bureau 
 
This policy is being updated based on a May 2022 Presidential Executive Order and subsequent May 
2023 accreditation standards issued by the United States Department of Justice (DOJ). State accrediting 
entities must comply with the DOJ standards to qualify as independent credentialing bodies. Although 
the standards issued by the DOJ do not directly impact local law enforcement agencies, the federal 
action is structured to encourage these agencies to seek state accreditation by making certain federal 
grant funding dependent on an agency achieving accredited status. Lexipol has updated content to place 
agencies in the best position possible if and when they elect to seek accreditation. 
 
The DOJ standards require agencies to have written directives relating to the collection of specific data. 
In addition to the collection of certain data, agencies are required to either submit, or be working 
toward the ability to submit, appropriate data to specific federal databases. Changes to this policy 
include: 
 

• RECORDS BUREAU has been updated to add data collection and submission guidance, content 
has been updated for clarity, content from REPORTING CRIME STATISTICS has been included, 
and punctuation has been corrected. The subsection name is based on a text entity and may 
vary depending on how you answered the General Information Questionnaire. 

• REPORTING CRIME STATISTICS has been deleted in its entirety because content is now covered 
in RECORDS BUREAU. The subsection name is based on a text entity and may vary depending on 
how you answered the General Information Questionnaire. 

• The Guide Sheet has been updated. 
 
Unrelated to the DOJ update, additional changes include: 
 

• In ORIGINAL CASE REPORTS, a text entity has been corrected. 
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Records Maintenance and Release 
 
A review of this policy has resulted in an update to two sections. Changes include: 
 

• In RELEASE RESTRICTIONS, a citation and grammar have been corrected. 
• In EXPUNGEMENT, a citation referencing the juvenile code has been added to support the 

content. 
 

 
 

Chapter 9 – Custody 

 
Custodial Searches 
 
This policy is being updated based on a May 2022 Presidential Executive Order and subsequent May 
2023 accreditation standards issued by the United States Department of Justice (DOJ). State accrediting 
entities must comply with the DOJ standards to qualify as independent credentialing bodies. Although 
the standards issued by the DOJ do not directly impact local law enforcement agencies, the federal 
action is structured to encourage these agencies to seek state accreditation by making certain federal 
grant funding dependent on an agency achieving accredited status. Lexipol has updated content to place 
agencies in the best position possible if and when they elect to seek accreditation. 
 
The DOJ standards require agencies to have written procedures relating to strip and body cavity 
searches that contain provisions specific to juveniles and gender identity and expression. This policy has 
been updated to address these issues. With regard to juveniles, content has been added to provide that 
juveniles requiring a strip or body cavity search be transported to either a medical facility or a juvenile 
detention facility. This content is based on Lexipol's best practice position that local agencies should not 
conduct strip or body cavity searches of juveniles due to the fact that, in addition to the risks commonly 
associated with such searches, when conducted on juveniles these searches are recognized as being 
highly traumatic and therefore present a high-risk scenario for an agency. 
 
Consistent with the new content, you should seek to identify appropriate facilities to receive juveniles in 
need of a strip or body cavity search and establish agreements with those agencies concerning 
transferring custody of juveniles for these types of searches. Changes to this policy include: 
 

• GENDER IDENTITY OR EXPRESSION CONSIDERATIONS has been added as new section to 
address strip and body cavity searches. KMS automatically adds all new sections to the bottom 
of the policy, so as not to alter any agency-specific customization. To move the new section to 
the location Lexipol recommends (below CLOSED CONTAINER SEARCHES), first, accept all 
updates. Then, while in the edit mode, hold the cursor over GENDER IDENTITY OR EXPRESSION 
CONSIDERATIONS, right-click for options, and select the option "Move." The section titles will 
appear. Select CLOSED CONTAINER SEARCHES, and click "Move" once more. You will be 
prompted to select "Position Above" or "Position Below." Select "Position Below." KMS will 
refresh, the new section will be in the correct location, and the other sections will be 
renumbered accordingly. Your agency can also accept all updates without relocating the section, 
but that is not recommended. 
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• JUVENILES has been added as a new section to address strip and body cavity searches of 
juveniles. In addition to the procedures, your agency should seek to establish agreements with 
appropriate medical and juvenile detention facilities concerning transferring custody of juveniles 
for strip or body cavity searches. KMS automatically adds all new sections to the bottom of the 
policy, so as not to alter any agency-specific customization. To move the new section to the 
location Lexipol recommends (below GENDER IDENTITY OR EXPRESSION CONSIDERATIONS), 
first, accept all updates. Then, while in the edit mode, hold the cursor over JUVENILES, right-
click for options, and select the option "Move." The section titles will appear. Select GENDER 
IDENTITY OR EXPRESSION CONSIDERATIONS, and click "Move" once more. You will be 
prompted to select "Position Above" or "Position Below." Select "Position Below." KMS will 
refresh, the new section will be in the correct location, and the other sections will be 
renumbered accordingly. Your agency can also accept all updates without relocating the section, 
but that is not recommended. 

• The Guide Sheet has been updated. 
 
 
 

Chapter 10 – Personnel 

 
Recruitment and Selection 
 
This policy is being updated based on a May 2022 Presidential Executive Order and subsequent May 
2023 accreditation standards issued by the United States Department of Justice (DOJ). State accrediting 
entities must comply with the DOJ standards to qualify as independent credentialing bodies. Although 
the standards issued by the DOJ do not directly impact local law enforcement agencies, the federal 
action is structured to encourage these agencies to seek state accreditation by making certain federal 
grant funding dependent on an agency achieving accredited status. Lexipol has updated content to place 
agencies in the best position possible if and when they elect to seek accreditation. Changes to this policy 
include: 
 

• In RECRUITMENT, content has been added to require agencies to have, as part of their 
recruitment strategy, a written recruitment plan. Content has also been included to provide that 
your agency's recruitment strategy outline steps for recruiting candidates who are 
representative of the community served, gendered pronouns have been removed, and serial 
commas have been added. 

• SELECTION PROCESS has been updated to clarify that the selection process must include both 
personal and professional reference checks and a review of relevant national and state 
decertification records. Content has also been added to require that your agency review any 
relevant information on a candidate available in the new National Law Enforcement 
Accountability Database as part of the hiring process. Your agency should check the DOJ website 
and the International Association of Directors of Law Enforcement Standards and Training 
website for additional information. Finally, content has been added to require that, as part of 
the selection process, information obtained from public internet sites should be reviewed for 
any activity that promotes or supports unlawful violence or unlawful bias against a person based 
on protected characteristics. 
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Lactation Break Policy 
 
This policy has been updated because legislative action impacts its content. The update should be 
accepted and implemented as soon as possible. 2022 HR 2617 changed the location of some federal 
statutory content. As a result, federal statutes cited in this policy were renumbered. Changes to this 
policy include: 
 

• In POLICY, a citation and a text entity have been updated, and a gendered pronoun has been 
removed. 

• In LACTATION BREAK TIME, a citation, a text entity, and wording have been updated. 
• In PRIVATE LOCATION, a citation, wording, and grammar have been updated. 
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Chapter 6 – Investigation Operations 

 
Forensic Genetic Genealogy 
 
New Policy 
 
This new policy provides guidelines for the use of forensic genetic genealogy (FGG). This investigative 
technique is new to most law enforcement agencies. This policy should be accepted with little to no 
customization required. Highlights include: 
 

• PURPOSE AND SCOPE describes that FGG is used to provide investigative leads. 
• DEFINITIONS includes technical terms as needed for context. 
• CRITERIA FOR FGG USE describes the scope for FGG use, which includes exhausting all other 

reasonable investigative leads and methods before applying FGG to qualifying cases. 
• COORDINATION details cooperation with prosecutors and medical examiners/coroners, as 

applicable. 
• POST-IDENTIFICATION describes appropriate actions and confirmations after an FGG 

investigative lead has been developed, including that the FGG result alone shall not be the sole 
probable cause for an arrest or search warrant. 

• PRIVACY CONSIDERATIONS covers the topic of privacy in FGG; a non-suspect person may have a 
distant genetic relationship with a suspect who is a complete stranger (i.e., not a known 
relation). 

 
As always, we encourage you to work closely with your local prosecutors and agency legal counsel with 
regard to this policy and the use of FGG. 
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Chapter 7 – Equipment 

 
Personal Communication Devices 
 
As part of ongoing quality maintenance of manual content, several updates have been made to this 
policy. Changes to this policy include: 
 

• In PURPOSE AND SCOPE, POLICY, PRIVACY EXPECTATION, PERSONALLY OWNED PCD, and USE 
OF PCD, content has been updated to clarify circumstances in which agencies may access 
personal communication devices, punctuation and capitalization have been corrected, and 
gendered pronouns have been removed, where appropriate. 

• In SUPERVISOR RESPONSIBILITIES, punctuation and grammar have been corrected. 
• The Guide Sheet has been updated. 
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Policy Priority 

Chapter 3 – General Operations 
Missing Persons Major 

Chapter 5 – Traffic Operations 
Vehicle Towing Critical 

Total: 2 

August 2024 Updates
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Chapter 3 – General Operations 

 
Missing Persons 
 
This policy has been updated because legislative action impacts its content. This update should be 
accepted and implemented as soon as possible. 2022 US S 5230 amended law by requiring agencies to 
enter missing persons into the National Missing and Unidentified Persons System (NamUs) in addition to 
the National Crime Information Center (NCIC). Changes to this policy include: 
 

• In DEFINITIONS, content has been updated to include a reference to NamUs, gendered 
pronouns have been removed, and punctuation has been corrected. 

• In DETECTIVE BUREAU FOLLOW-UP, content that is now required by law has been removed, 
content has been updated for clarity, a text entity has been added, and serial commas have 
been added. The section name is based on a text entity and may vary depending on how you 
answered the General Information Questionnaire. 

• In UNIDENTIFIED PERSONS, content has been updated to include a reference to NamUs, and a 
text entity and gendered pronouns have been removed. 

 
Unrelated to the legislative update, additional changes include: 
 

• In INITIAL INVESTIGATION, a citation has been added, gendered pronouns have been removed, 
and the Edit Level has been changed from "Best Practice" to "Federal." 

 
 
 

Chapter 5 – Traffic Operations 

 
Vehicle Towing 
 
This policy has been updated because a recent court decision has impacted its content. The update 
should be accepted and implemented as soon as possible. State v. Sevits, 333 Or. App. 745 established a 
requirement that notice and opportunity to remove personal items from a vehicle must be given before 
an inventory is conducted. Changes to this policy include: 
 

• In OPPORTUNITY TO REMOVE PROPERTY, content has been added to address the new 
requirement. 

 
Unrelated to the court decision, additional changes include: 
 

• In ARREST SCENES, content has been added to clarify reasons impounds are authorized, and a 
citation has been moved. 

• In VEHICLE STORAGE REPORT and NOTICE AFTER TOW, text entities have been added. 
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RESOLUTION 2024-072 

 
APPROVING SHERWOOD POLICE DEPARTMENT POLICY UPDATES  

 
WHEREAS, in accordance with Sherwood Municipal Code 2.36.030(B)(1), the Sherwood Police Advisory 
Board will review all police policy amendments and make a recommendation to the Sherwood City Council; 
and 
 
WHEREAS, in accordance with Sherwood Municipal Code 2.36.030(B)(2), the Sherwood City Council will 
review the police policy amendments, and the recommendation by the Sherwood Police Advisory Board, 
and approve the amendments by resolution; and 
 
WHEREAS, the police policy amendments contain updates to legislative passages and language 
improvements; and 
 
WHEREAS, the Sherwood Police Advisory Board reviewed the police policy amendments during their 
regular meeting on August 15th, 2024 and recommends approval by the Sherwood City Council; and 
 
WHEREAS, Sherwood Police Chief has reviewed all the updates and recommends the Sherwood City 
Council approve them; and 
 
WHEREAS, the Sherwood City Council recognizes the need to maintain a current and legally sound police 
policy manual and approves the police policy updates. 
 
NOW, THEREFORE, THE CITY OF SHERWOOD RESOLVES AS FOLLOWS: 
 
Section 1. The City Council approves the updates to the police policy manual attached hereto as 

Exhibit 1. 
 
Section 2. This Resolution shall be effective upon its approval and adoption.  
 
Duly passed by the City Council this 29th of October 2024. 
 
              
        Tim Rosener, Mayor 
 
Attest: 
 
      
Sylvia Murphy, MMC, City Recorder 
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Control Devices and Techniques
303.1   PURPOSE AND SCOPE
This policy provides guidelines for the use and maintenance of control devices that are described
in this policy.

303.2   POLICY
In order to control subjects who are violent or who demonstrate the intent to be violent, the City
of Sherwood Police Department authorizes officers to use control devices in accordance with the
guidelines in this policy and the Use of Force Policy. The Police Chief may also authorize other
positions or individual Agency members to use specific control devices.

303.3   ISSUING, CARRYING, AND USING CONTROL DEVICES
Control devices described in this policy may be carried and used by members of this department
only if the device has been issued by the Agency or approved by the Police Chief or the authorized
designee.

Only officers who have successfully completed department-approved training in the use of any
control device are authorized to carry and use the device.

Control devices may be used when a decision has been made to control, restrain, or arrest a
subject who is violent or who demonstrates the intent to be violent, and the use of the device
appears reasonable under the circumstances. When reasonable, a verbal warning and opportunity
to comply should precede the use of these devices.

303.4   RESPONSIBILITIES

303.4.1   SHIFT SUPERVISOR RESPONSIBILITIES
The Shift Supervisor may authorize the use of a control device by selected personnel or members
of specialized units who have successfully completed the required training.

303.4.2   SUPPORT CAPTAIN RESPONSIBILITIES
The Support Captain shall control the inventory and issuance of all control devices and shall
ensure that all damaged, inoperative, outdated or expended control devices or munitions are
properly disposed of, repaired or replaced.

Every control device will be periodically inspected by the Support Captain or the designated
instructor for a particular control device. The inspection shall be documented.

303.4.3   USER RESPONSIBILITIES
All normal maintenance, charging or cleaning shall remain the responsibility of personnel using
the various devices.

Resolution 2024-072, EXH 1 
October 29, 2024, Page 1 of 107
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Any damaged, inoperative, outdated or expended control devices or munitions, along with
documentation explaining the cause of the damage, shall be returned to the Support Captain for
disposition. Damage to City property forms shall also be prepared and forwarded through the
chain of command, when appropriate, explaining the cause of damage.

303.5   BATON GUIDELINES
The need to immediately control a suspect must be weighed against the risk of causing serious
injury. The head, neck, throat, spine, heart, kidneys and groin should not be intentionally targeted
except when the officer reasonably believes the suspect poses an imminent threat of serious
bodily injury or death to the officer or others.

When carrying a baton, uniformed personnel shall carry the baton in its authorized holder on the
equipment belt. Plainclothes and non-field personnel may carry the baton as authorized and in
accordance with the needs of their assignment or at the direction of their supervisor.

303.6   TEAR GAS GUIDELINES
Tear gas may be used for crowd control, crowd dispersal, or against barricaded suspects based
on the circumstances.

Only the Shift Supervisor, Incident Commander, or Crisis Response Unit Commander may
authorize the delivery and use of tear gas, and only after evaluating all conditions known at the
time and determining that such force reasonably appears justified and necessary.

When practicable, fire personnel should be alerted or summoned to the scene prior to the
deployment of tear gas to control any fires and to assist in providing medical aid or gas evacuation
if needed.

303.7   CROWD CONTROL GUIDELINES
For the purpose of this section, "crowd control" means an operation in which crowds are managed
to prevent the outbreak of violence or physical harm to persons, or in which an assembly, protest,
or demonstration is dispersed (ORS 181A.708).

Handheld chemical incapacitants and kinetic impact projectiles as defined by ORS 181A.708 shall
not be used for crowd control. Tear gas may be used for crowd control when the Shift Supervisor,
Incident Commander, or Tactical Negotiations Team (TNT) Commander reasonably believes that
the use is necessary to prevent death or serious bodily injury or to bring an objectively dangerous
and unlawful situation under control (ORS 181A.708).

Prior to deploying tear gas for crowd control purposes, the Shift Supervisor, Incident Commander,
or TNT Commander shall direct that the intent to use tear gas be announced twice via reasonable
and available means, the second announcement occurring after a reasonable amount of time has
elapsed to allow for crowd dispersal (ORS 181A.708).
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303.7.1   ADDITIONAL CROWD CONTROL CONSIDERATIONS
Officers may not use electronically amplified noise-producing equipment for crowd control except
to make announcements, facilitate movement of emergency vehicles, or as otherwise allowed by
law. When possible, announcements shall be made both audibly and visually (ORS 181A.708).

After deploying chemical incapacitants, kinetic impact projectiles, or sound devices in a crowd
control operation, and when it is possible to do so safely, officers shall (ORS 181A.708):

(a) Attempt to take injured individuals to safety or allow them to seek medical help.

(b) Allow emergency medical personnel to reach injured individuals.

(c) Take reasonable action to accommodate individuals with disabilities when issuing or
enforcing orders to disperse.

(d) Coordinate the removal of visible debris caused by the use of tear gas and kinetic
impact projectiles.

(e) Make reasonable efforts to notify emergency departments in the vicinity of the type of
chemical incapacitants and/or kinetic impact projectiles used.

303.8   OLEORESIN CAPSICUM (OC) GUIDELINES
As with other control devices, oleoresin capsicum (OC) spray and pepper projectiles may be
considered for use to bring under control an individual or groups of individuals who are engaging
in violent behavior. Pepper projectiles and OC spray should not, however, be used against
individuals or groups who merely fail to disperse or do not reasonably appear to present a risk to
the safety of officers or the public (ORS 181A.708).

303.8.1   OC SPRAY
Uniformed personnel carrying OC spray shall carry the device in its holster on the equipment belt.
Plainclothes and non-field personnel may carry OC spray as authorized, in accordance with the
needs of their assignment or at the direction of their supervisor.

303.8.2   PEPPER PROJECTILE SYSTEMS
Pepper projectiles are plastic spheres that are filled with a derivative of OC powder. Because the
compressed gas launcher delivers the projectiles with enough force to burst the projectiles on
impact and release the OC powder, the potential exists for the projectiles to inflict injury if they
strike the head, neck, spine, or groin. Therefore, personnel using a pepper projectile system should
not intentionally target those areas, except when the officer reasonably believes the suspect poses
an imminent threat of serious bodily injury or death to the officer or others.

Officers encountering a situation that warrants the use of a pepper projectile system shall notify
a supervisor as soon as practicable. A supervisor shall respond to all pepper projectile system
incidents where the suspect has been hit or exposed to the chemical agent. The supervisor shall
ensure that all notifications and reports are completed as required by the Use of Force Policy.

Each deployment of a pepper projectile system shall be documented. This includes situations
where the launcher was directed toward the suspect, whether or not the launcher was used.
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Unintentional discharges shall be promptly reported to a supervisor and documented on the
appropriate report form. Only non-incident use of a pepper projectile system, such as training and
product demonstrations, is exempt from the reporting requirement.

303.8.3   TREATMENT FOR OC SPRAY EXPOSURE
Persons who have been sprayed with or otherwise affected by the use of OC should be promptly
provided with clean water to cleanse the affected areas. Those persons who complain of further
severe effects shall be examined by appropriate medical personnel.

303.9   POST-APPLICATION NOTICE
Whenever tear gas or OC has been introduced into a residence, building interior, vehicle, or
other enclosed area, officers should provide the owners or available occupants with notice of
the possible presence of residue that could result in irritation or injury if the area is not properly
cleaned. Such notice should include advisement that cleanup will be at the owner’s expense.
Information regarding the method of notice and the individuals notified should be included in
related reports.

303.10   KINETIC ENERGY PROJECTILE GUIDELINES
This department is committed to reducing the potential for violent confrontations. Kinetic energy
projectiles, when used properly, are less likely to result in death or serious physical injury and can
be used in an attempt to de-escalate a potentially deadly situation.

303.10.1   DEPLOYMENT AND USE
Only department-approved kinetic energy munitions shall be carried and deployed. Approved
munitions may be used to compel an individual to cease his/her actions when such munitions
present a reasonable option.

Officers are not required or compelled to use approved munitions in lieu of other reasonable tactics
if the involved officer determines that deployment of these munitions cannot be done safely. The
safety of hostages, innocent persons and officers takes priority over the safety of subjects engaged
in criminal or suicidal behavior.

Circumstances appropriate for deployment include, but are not limited to, situations in which:

(a) The suspect is armed with a weapon and the tactical circumstances allow for the safe
application of approved munitions.

(b) The suspect has made credible threats to harm him/herself or others.

(c) The suspect is engaged in riotous behavior or is throwing rocks, bottles or other
dangerous projectiles at people and/or officers.

(d) There is probable cause to believe that the suspect has already committed a crime of
violence and is refusing to comply with lawful orders.
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303.10.2   DEPLOYMENT CONSIDERATIONS
Before discharging projectiles, the officer should consider such factors as:

(a) Distance and angle to target.

(b) Type of munitions employed.

(c) Type and thickness of subject's clothing.

(d) The subject's proximity to others.

(e) The location of the subject.

(f) Whether the subject's actions dictate the need for an immediate response and the use
of control devices appears appropriate.

A verbal warning of the intended use of the device should precede its application, unless it would
otherwise endanger the safety of officers or when it is not practicable due to the circumstances.
The purpose of the warning is to give the individual a reasonable opportunity to voluntarily comply
and to warn other officers and individuals that the device is being deployed.

Officers should keep in mind the manufacturer's recommendations and their training regarding
effective distances and target areas. However, officers are not restricted solely to use according to
manufacturer recommendations. Each situation must be evaluated on the totality of circumstances
at the time of deployment.

The need to immediately incapacitate the subject must be weighed against the risk of causing
serious injury or death. The head and neck should not be intentionally targeted, except when the
officer reasonably believes the suspect poses an imminent threat of serious bodily injury or death
to the officer or others (ORS 181A.708).

303.10.3   SAFETY PROCEDURES
Shotguns specifically designated for use with kinetic energy projectiles will be specially marked
in a manner that makes them readily identifiable as such.

Officers will inspect the shotgun and projectiles at the beginning of each shift to ensure that the
shotgun is in proper working order and the projectiles are of the approved type and appear to be
free from defects.

When it is not in use, the shotgun will be unloaded and properly and securely stored in the vehicle.
When deploying the kinetic energy projectile shotgun, the officer shall visually inspect the kinetic
energy projectiles to ensure that conventional ammunition is not being loaded into the shotgun.

Absent compelling circumstances, officers who must transition from conventional ammunition to
kinetic energy projectiles will employ the two-person rule for loading. The two-person rule is a
safety measure in which a second officer watches the unloading and loading process to ensure
that the weapon is completely emptied of conventional ammunition.
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303.11   TRAINING FOR CONTROL DEVICES
The Support Captain shall ensure that all personnel who are authorized to carry a control device
have been properly trained and certified to carry the specific control device and are retrained or
recertified at least every two years.

(a) Proficiency training shall be monitored and documented by a certified, control-device
weapons or tactics instructor.

(b) All training and proficiency for control devices will be documented in the officer's
training file.

(c) Officers who fail to demonstrate proficiency with the control device or knowledge of this
department's Use of Force Policy will be provided remedial training. If an officer cannot
demonstrate proficiency with a control device or knowledge of this department's Use
of Force Policy after remedial training, the officer will be restricted from carrying the
control device and may be subject to discipline.

303.12   REPORTING USE OF CONTROL DEVICES AND TECHNIQUES
Any application of a control device or technique listed in this policy shall be documented in the
related incident report and reported pursuant to the Use of Force Policy.
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Firearms
306.1   PURPOSE AND SCOPE
This policy provides guidelines for issuing firearms, the safe and legal carrying of firearms, firearms
maintenance and firearms training.

This policy does not apply to issues related to the use of firearms that are addressed in the Use
of Force or Officer-Involved Shootings and Deaths policies.

This policy only applies to those members who are authorized to carry firearms.

306.2   POLICY
The City of Sherwood Police Department will equip its members with firearms to address the
risks posed to the public and department members by violent and sometimes well-armed persons.
The Agency will ensure firearms are appropriate and in good working order and that relevant
training is provided as resources allow.

306.3   AUTHORIZED FIREARMS, AMMUNITION AND OTHER WEAPONS
Members shall only use firearms that are issued, or approved by the Department, and have
been thoroughly inspected by the Support Captain and/or armorer. Except in an emergency or as
directed by a supervisor, no firearm shall be carried by a member who has not qualified with that
firearm at an authorized department range.

Department members shall not carry any chemical weapons, electronic weapons or impact
weapons that have not been issued by the department in the performance of their official duties.
This exclusion does not apply to the carrying of edged weapons that are permitted by law.

306.3.1   HANDGUNS
The standard department-issued handgun is the Glock 9mm pistol, in various models as
authorized by the department. Other handguns may be issued and/or authorized by the
department as needed.

306.3.2   SHOTGUNS
The authorized department-issued shotgun is the Remington 870, 12 guage. The following
additional shotguns are approved for on-duty use:

Make Model Caliber

When not deployed, the shotgun shall be properly secured consistent with department training in
a locking weapons rack in the patrol vehicle.

306.3.3   PATROL RIFLES
The department will issue patrol rifles for use by those members who are authorized to carry a
patrol rifle and have received the required training.
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Members may deploy the patrol rifle in any circumstance where the member can articulate a
reasonable expectation that the rifle may be needed. Examples of some general guidelines for
deploying the patrol rifle may include, but are not limited to:

(a) Situations where the member reasonably anticipates an armed encounter.

(b) When a member is faced with a situation that may require accurate and effective fire
at long range.

(c) Situations where a member reasonably expects the need to meet or exceed a
suspect's firepower.

(d) When a member reasonably believes that there may be a need to fire on a barricaded
person or a person with a hostage.

(e) When a member reasonably believes that a suspect may be wearing body armor.

(f) When authorized or requested by a supervisor.

(g) When needed to euthanize an animal.

When not deployed, the patrol rifle shall be properly secured consistent with department training
inthe patrol vehicle.

306.3.4   PERSONALLY OWNED DUTY FIREARMS
Members desiring to carry an authorized but personally owned duty firearm must receive written
approval from the Police Chief or the authorized designee. Once approved, personally owned duty
firearms are subject to the following restrictions:

(a) The firearm shall be in good working order and on the department list of approved
firearms.

(b) The firearm shall be inspected by the Support Captain prior to being carried and
thereafter shall be subject to inspection whenever it is deemed necessary.

(c) Prior to carrying the firearm, members shall qualify under range supervision and
thereafter shall qualify in accordance with the department qualification schedule.
Members must demonstrate proficiency and safe handling, and that the firearm
functions properly.

(d) Members shall provide written notice of the make, model, color, serial number and
caliber of the firearm to the Support Captain, who will maintain a list of the information.

306.3.5   AUTHORIZED SECONDARY HANDGUN
Members desiring to carry department or personally owned secondary handguns are subject to
the following restrictions:

(a) The handgun shall be in good working order and on the department list of approved
firearms.

(b) Only one secondary handgun may be carried at a time.

(c) The purchase of the handgun and ammunition shall be the responsibility of the
member unless the handgun and ammunition are provided by the Agency.
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(d) The handgun shall be carried concealed at all times and in such a manner as to prevent
unintentional cocking, discharge or loss of physical control.

(e) The handgun shall be inspected by the Support Captain prior to being carried and
thereafter shall be subject to inspection whenever it is deemed necessary.

(f) Ammunition shall be the same as department issue. If the caliber of the handgun is
other than department issue, the Police Chief or the authorized designee shall approve
the ammunition.

(g) Prior to carrying the secondary handgun, members shall qualify under range
supervision and thereafter shall qualify in accordance with the department qualification
schedule. Members must demonstrate proficiency and safe handling, and that the
handgun functions properly.

(h) Members shall provide written notice of the make, model, color, serial number and
caliber of a secondary handgun to the Support Captain, who will maintain a list of the
information.

306.3.6   AUTHORIZED OFF-DUTY FIREARMS
The carrying of firearms by members while off-duty is permitted by the Police Chief but may be
rescinded should circumstances dictate (e.g., administrative leave). Members who choose to carry
a firearm while off-duty, based on their authority as peace officers, will be required to meet the
following guidelines:

(a) A personally owned firearm shall be used, carried and inspected in accordance with
the Personally Owned Duty Firearms requirements in this policy.

1. The purchase of the personally owned firearm and ammunition shall be the
responsibility of the member.

(b) The firearm shall be carried concealed at all times and in such a manner as to prevent
unintentional cocking, discharge or loss of physical control.

(c) It will be the responsibility of the member to submit the firearm to the Support
Captain for inspection prior to being personally carried. Thereafter the firearm shall be
subject to periodic inspection by the Support Captain.

(d) Prior to carrying any off-duty firearm, the member shall demonstrate to the Support
Captain that he/she is proficient in handling and firing the firearm and that it will be
carried in a safe manner.

(e) The member will successfully qualify with the firearm prior to it being carried.

(f) Members shall provide written notice of the make, model, color, serial number and
caliber of the firearm to the Support Captain, who will maintain a list of the information.

(g) If a member desires to use more than one firearm while off-duty, he/she may do so,
as long as all requirements set forth in this policy for each firearm are met.

(h) Members shall only carry department-authorized ammunition.
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(i) When armed, officers shall carry their badges and City of Sherwood Police
Department identification cards under circumstances requiring possession of such
identification.

306.3.7   AMMUNITION
Members shall carry only department-authorized ammunition. Members shall be issued fresh
duty ammunition in the specified quantity for all department-issued firearms during the member’s
firearms qualification. Replacements for unserviceable or depleted ammunition issued by
the Agency shall be dispensed by the Support Captain when needed, in accordance with
established policy.

Members carrying personally owned authorized firearms of a caliber differing from department-
issued firearms shall be responsible for obtaining fresh duty ammunition in accordance with the
above, at their own expense.

306.4   FIREARMS TRAINING AND QUALIFICATIONS
All members who carry a firearm either on-duty or off-duty are required to complete training as
follows;

• Members will attend department training and qualify with their on-duty firearm at least
twice per year

• Members who carry a secondary firearm, either on-duty or off-duty, will attend
department training and qualify at least twice per year with any firearm they carry

At least annually, all members carrying a firearm should receive practical training designed to
simulate field situations including low-light shooting.

A certified firearms instructor will monitor all range activities and oversee and conduct all firearms
training.

306.4.1   NON-CERTIFICATION OR NON-QUALIFICATION
If any member fails to meet minimum standards for firearms training or qualification for any
reason, including injury, illness, duty status or scheduling conflict, that member shall submit
a memorandum to his/her immediate supervisor prior to the end of the required training or
qualification period.

Those who fail to meet minimum standards or qualify on their first shooting attempt shall be
provided remedial training and will be subject to the following requirements:

(a) Additional range assignments may be scheduled to assist the member in
demonstrating consistent firearm proficiency.

(b) Members shall be given credit for a range training or qualification when obtaining a
qualifying score or meeting standards after remedial training.

(c) No range credit will be given for the following:

1. Unauthorized range make-up

2. Failure to meet minimum standards or qualify after remedial training
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Members who repeatedly fail to meet minimum standards will be removed from field assignment
and may be subject to disciplinary action.

306.5   FIREARM DISCHARGE
Except during training or recreational use, any member who discharges a firearm intentionally
or unintentionally, on- or off-duty, shall make a verbal report to his/her supervisor as soon as
circumstances permit. If the discharge results in injury or death to another person, additional
statements and reports shall be made in accordance with the Officer-Involved Shootings and
Deaths Policy. If a firearm was discharged as a use of force, the involved member shall adhere
to the additional reporting requirements set forth in the Use of Force Policy.

In all other cases, written reports shall be made as follows:

(a) If on-duty at the time of the incident, the member shall file a written report with his/her
Section Commander or provide a recorded statement to investigators prior to the end
of shift, unless otherwise directed.

(b) If off-duty at the time of the incident, a written report shall be submitted or recorded
statement provided no later than the end of the next regularly scheduled shift, unless
otherwise directed by a supervisor.

306.5.1   DESTRUCTION OF ANIMALS
Members are authorized to use firearms to stop an animal in circumstances where the animal
reasonably appears to pose an imminent threat to human safety and alternative methods are not
reasonably available or would likely be ineffective.

In circumstances where there is sufficient advance notice that a potentially dangerous animal
may be encountered, department members should develop reasonable contingency plans for
dealing with the animal (e.g., fire extinguisher, conducted energy device, oleoresin capsicum (OC)
spray, animal control officer). Nothing in this policy shall prohibit any member from shooting a
dangerous animal if circumstances reasonably dictate that a contingency plan has failed, becomes
impractical, or if the animal reasonably appears to pose an imminent threat to human safety.

306.5.2   INJURED ANIMALS
With the approval of a supervisor, a member may euthanize an animal that is so badly injured
that human compassion requires its removal from further suffering and where other dispositions
are impractical.

306.5.3   WARNING AND OTHER SHOTS
Generally, shots fired for the purpose of summoning aid are discouraged and may not be
discharged unless the member reasonably believes that they appear necessary, effective, and
reasonably safe.

Warning shots should not be used.
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306.6   SUPPORT CAPTAIN DUTIES
The range will be under the exclusive control of a certified Support Captain. All members attending
will follow the directions of the Support Captain. The Support Captain will maintain a roster of
all members attending the range and will submit the roster to the Support Captain after each
range date. Failure of any member to sign in and out with the Support Captain may result in non-
participation or non-qualification.

The range shall remain operational and accessible to department members during hours
established by the Agency.

The Support Captain has the responsibility of making periodic inspection, at least once a year, of
all duty firearms carried by members of this department to verify proper operation. The Support
Captain has the authority to deem any department-issued or personally owned firearm unfit for
service. The member will be responsible for all repairs to their personally owned firearm; it will not
be returned to service until it has been inspected and approved by the Support Captain.

The Support Captain has the responsibility for ensuring each member meets the minimum
requirements during training shoots and, on at least a yearly basis, can demonstrate proficiency
in the care, cleaning, and safety of all firearms the member is authorized to carry.

The Support Captain shall complete and submit to the Support Captain documentation of the
training courses provided. Documentation shall include the qualifications of each instructor who
provides the training, a description of the training provided, and, on a form that has been approved
by the Agency, a list of each member who completes the training. The Support Captain should
keep accurate records of all training shoots, qualifications, repairs, maintenance, or other records
as directed by the Support Captain.

306.7   FLYING WHILE ARMED
The Transportation Security Administration (TSA) has imposed rules governing law enforcement
officers flying armed on commercial aircraft. The following requirements apply to officers who
intend to be armed while flying on a commercial air carrier or flights where screening is conducted
(49 CFR 1544.219):

(a) Officers wishing to fly while armed must be flying in an official capacity, not for vacation
or pleasure, and must have a need to have the firearm accessible, as determined by
the Agency based on the law and published TSA rules.

(b) Officers must carry their City of Sherwood Police Department identification card,
bearing the officer’s name, a full-face photograph, identification number, the officer’s
signature and the signature of the Police Chief or the official seal of the Agency and
must present this identification to airline officials when requested. The officer should
also carry the standard photo identification needed for passenger screening by airline
and TSA officials (e.g., driver license, passport).

(c) The City of Sherwood Police Department must submit a National Law Enforcement
Telecommunications System (NLETS) message prior to the Officer’s travel. If
approved, TSA will send the City of Sherwood Police Department an NLETS message
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containing a unique alphanumeric identifier. The officer must present the message on
the day of travel to airport personnel as authorization to travel while armed.

(d) An official letter signed by the Police Chief authorizing armed travel may also
accompany the officer. The letter should outline the officer’s need to fly armed, detail
his/her itinerary, and include that the officer has completed the mandatory TSA training
for a law enforcement officer flying while armed.

(e) Officers must have completed the mandated TSA security training
covering officers flying while armed. The training shall be given by the department-
appointed instructor.

(f) It is the officer’s responsibility to notify the air carrier in advance of the intended
armed travel. This notification should be accomplished by early check-in at the carrier’s
check-in counter.

(g) Any officer flying while armed should discreetly contact the flight crew prior to take-off
and notify them of his/her assigned seat.

(h) Discretion must be used to avoid alarming passengers or crew by displaying a
firearm. The officer must keep the firearm concealed on his/her person at all times.
Firearms are not permitted in carry-on luggage and may not be stored in an overhead
compartment.

(i) Officers should try to resolve any problems associated with flying armed through the
flight captain, ground security manager, TSA representative or other management
representative of the air carrier.

(j) Officers shall not consume alcoholic beverages while aboard an aircraft, or within eight
hours prior to boarding an aircraft.

306.8   CARRYING FIREARMS OUT OF STATE
Qualified, active, full-time officers of this department are authorized to carry a concealed firearm
in all other states subject to the following conditions (18 USC § 926B):

(a) Theofficer shall carry his/her City of Sherwood Police Department identification card
whenever carrying such firearm.

(b) The officer is not the subject of any current disciplinary action.

(c) The officer may not be under the influence of alcohol or any other intoxicating or
hallucinatory drug.

(d) The officer will remain subject to this and all other department policies (including
qualifying and training).

Officers are cautioned that individual states may enact local regulations that permit private
persons or entities to prohibit or restrict the possession of concealed firearms on their property,
or that prohibit or restrict the possession of firearms on any state or local government property,
installation, building, base or park. Federal authority may not shield an officer from arrest and
prosecution in such locally restricted areas.
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Active law enforcement officers from other states are subject to all requirements set forth in 18
USC § 926B.

306.9   EQUIPMENT
Firearms carried on- or off-duty shall be maintained in a clean, serviceable condition. Maintenance
and repair of authorized personally owned firearms are the responsibility of the individual member.

306.9.1   REPAIRS OR MODIFICATIONS
Each member shall be responsible for promptly reporting any damage or malfunction of an
assigned firearm to a supervisor or the Support Captain.

Firearms that are the property of the Agency or personally owned firearms that are approved
for department use may be repaired or modified only by a person who is department-approved
and certified as an armorer or gunsmith in the repair of the specific firearm. Such modification or
repair must be authorized in advance by the Support Captain.

Any repairs or modifications to the member’s personally owned firearm shall be done at his/her
expense and must be approved by the Support Captain.

306.9.2   HOLSTERS
Only department-approved holsters shall be used and worn by members. Members shall
periodically inspect their holsters to make sure they are serviceable and provide the proper security
and retention of the handgun.

306.9.3   TACTICAL LIGHTS
Tactical lights may only be installed on a firearm carried on- or off-duty after they have been
examined and approved by the Support Captain. Once the approved tactical lights have been
properly installed on any firearm, the member shall qualify with the firearm to ensure proper
functionality and sighting of the firearm prior to carrying it.

306.9.4   OPTICS OR LASER SIGHTS
Optics or laser sights may only be installed on a firearm carried on- or off-duty after they have
been examined and approved by the Support Captain. Any approved sight shall only be installed
in strict accordance with manufacturer specifications. Once approved sights have been properly
installed on any firearm, the member shall qualify with the firearm to ensure proper functionality
and sighting of the firearm prior to carrying it.

Except in an approved training situation, a member may only sight in on a target when the member
would otherwise be justified in pointing a firearm at the target.

306.10   SAFE HANDLING, INSPECTION AND STORAGE
Members shall maintain the highest level of safety when handling firearms and shall consider the
following:

(a) Members shall not unnecessarily display or handle any firearm.
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(b) Members shall be governed by all rules and regulations pertaining to the use of the
range and shall obey all orders issued by the Support Captain. Members shall not
dry fire or practice quick draws except as instructed by the Support Captain or other
firearms training staff.

(c) Members shall not clean, repair, load or unload a firearm anywhere in the Department,
except where instructed.

(d) Shotguns or rifles removed from vehicles or the equipment storage room shall be
loaded and unloaded in the parking lot and outside of the vehicle, using clearing
barrels.

(e) Members shall not place or store any firearm or other weapon on department premises
except where the place of storage is locked. No one shall carry firearms into the jail
section or any part thereof when securing or processing an arrestee, but shall place all
firearms in a secured location. Members providing access to the jail section to persons
from outside agencies are responsible for insuring firearms are not brought into the
jail section.

(f) Members shall not use any automatic firearm, heavy caliber rifle, gas or other type of
chemical weapon or firearm from the armory, except with approval of a supervisor.

(g) Any firearm authorized by the Department to be carried on- or off-duty that is
determined by a member to be malfunctioning or in need of service or repair shall
not be carried. It shall be promptly presented to the Department or a Support
Captain approved by the Department for inspection and repair. Any firearm deemed
in need of repair or service by the Support Captain will be immediately removed from
service. If the firearm is the member’s primary duty firearm, a replacement firearm will
be issued to the member until the duty firearm is serviceable.

306.10.1   INSPECTION AND STORAGE
Handguns shall be inspected regularly and upon access or possession by another person.
Shotguns and rifles shall be inspected at the beginning of the shift by the member to whom the
weapon is issued. The member shall insure that the firearm is carried in the proper condition and
loaded with approved ammunition. Inspection of the shotgun and rifle shall be done while standing
outside of the patrol vehicle. All firearms shall be pointed in a safe direction or into clearing barrels.

Handguns may be safely stored in lockers at the end of the shift so long as the locker is secured/
locked. Handguns may remain loaded if they are secured in an appropriate holster. Shotguns and
rifles shall be unloaded in a safe manner outside the building and then stored in secured/locked
storage in accordance with department training.

306.10.2   STORAGE AT HOME
Members shall ensure that all firearms and ammunition are locked and secured while in
their homes, vehicles or any other area under their control, and in a manner that will keep
them inaccessible to children and others who should not have access. Members shall not
permit department-issued firearms to be handled by anyone not authorized by the Agency to do
so. Members should be aware that negligent storage of a firearm could result in civil liability.
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306.10.3   ALCOHOL AND DRUGS
Firearms shall not be carried by any member, either on- or off-duty, who has consumed an amount
of an alcoholic beverage, taken any drugs or medication, or has taken any combination thereof
that would tend to adversely affect the member’s senses or judgment.
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Canines
309.1   PURPOSE AND SCOPE
This policy establishes guidelines for the use of canines to augment law enforcement services
in the community and agency, including but not limited to locating individuals and contraband,
apprehending criminal offenders and providing support, therapy and comfort to department
members and the community.

309.2   POLICY
It is the policy of the City of Sherwood Police Department that all canines and handlers meet and
maintain the appropriate proficiency to effectively and reasonably carry out their objectives.

309.3   ASSIGNMENT
Canine teams should be assigned to assist and supplement the Patrol Section Section to function
primarily in assist or cover assignments. However, they may be assigned by the Shift Supervisor
to other functions, such as routine calls for service, based on the current operational needs.

Canine teams should generally not be assigned to handle routine matters that will take them out
of service for extended periods of time. If such assignment is necessary, it should only be made
with the approval of the Shift Supervisor.

309.4   CANINE COORDINATOR
The canine coordinator shall be appointed by and directly responsible to the Patrol Section Section
Commander or the authorized designee.

The responsibilities of the coordinator include but are not limited to:

(a) Reviewing all canine use reports to ensure compliance with policy and to identify
training issues and other needs of the program.

(b) Maintaining a liaison with the vendor kennel.

(c) Maintaining a liaison with command staff and functional supervisors.

(d) Maintaining a liaison with other agency canine coordinators.

(e) Maintaining accurate records to document canine activities.

(f) Recommending and overseeing the procurement of equipment and services for the
teams of handlers and canines.

(g) Scheduling all canine-related activities.

(h) Ensuring the canine teams are scheduled for regular training to maximize their
capabilities.
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309.5   REQUESTS FOR CANINE TEAMS
Patrol Section Section members are encouraged to request the use of a canine. Requests for
a canine team from department units outside of the Patrol Section Section shall be reviewed by
the Shift Supervisor.

309.5.1   OUTSIDE AGENCY REQUEST
All requests for canine assistance from outside agencies must be approved by the Shift Supervisor
 and are subject to the following:

(a) Canine teams shall not be used for any assignment that is not consistent with this
policy.

(b) The canine handler shall have the authority to decline a request for any specific
assignment that he/she deems unsuitable.

(c) Calling out off-duty canine teams is discouraged.

(d) It shall be the responsibility of the canine handler to coordinate operations with agency
personnel in order to minimize the risk of unintended injury.

(e) It shall be the responsibility of the canine handler to complete all necessary reports
or as directed.

309.5.2   PUBLIC DEMONSTRATION
All public requests for a canine team shall be reviewed and, if appropriate, approved by the canine
coordinator prior to making any resource commitment. The canine coordinator is responsible for
obtaining resources and coordinating involvement in the demonstration to include proper safety
protocols. Canine handlers shall not demonstrate any apprehension work unless authorized to do
so by the canine coordinator.

309.6   APPREHENSION GUIDELINES
A canine may be used to locate and apprehend a suspect if the canine handler reasonably believes
that the individual has committed, is committing, or is threatening to commit any serious offense
and if any of the following conditions exist:

(a) There is a reasonable belief the suspect poses an imminent threat of violence or
serious harm to the public, any officer, or the handler.

(b) The suspect is physically resisting or threatening to resist arrest and the use of a
canine reasonably appears to be necessary to overcome such resistance.

(c) The suspect is believed to be concealed in an area where entry by other than the
canine would pose a threat to the safety of officers or the public.

It is recognized that situations may arise that do not fall within the provisions set forth in this policy.
Such events require consideration of the totality of the circumstances and the use of an objective
reasonableness standard applied to the decision to use a canine.
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Absent a reasonable belief that a suspect has committed, is committing, or is threatening to commit
a serious offense, mere flight from a pursuing officer, without any of the above conditions, shall
not serve as the basis for the use of a canine to apprehend a suspect.

Use of a canine to locate and apprehend a suspect wanted for a lesser criminal offense than those
identified above requires approval from the Shift Supervisor. Absent a change in circumstances
that presents an imminent threat to officers, the canine, or the public, such canine use should
be conducted on-leash or under conditions that minimize the likelihood the canine will bite or
otherwise injure the individual.

In all applications, once the suspect has been located and no longer reasonably appears to present
a threat or risk of escape, the handler should secure the canine as soon as it becomes reasonably
practicable.

If the canine has apprehended the suspect with a secure bite, and the handler believes that the
suspect no longer poses a threat, the handler should promptly command the canine to release
the suspect.

309.6.1   PREPARATION FOR DEPLOYMENT
Prior to the use of a canine to search for or apprehend any suspect, the canine handler and/or
the supervisor on-scene should carefully consider all pertinent information reasonably available
at the time. The information should include but is not limited to:

(a) The nature and seriousness of the suspected offense.

(b) Whether violence or weapons were used or are anticipated.

(c) The degree of resistance or threatened resistance, if any, the suspect has shown.

(d) The suspect’s known or perceived age.

(e) The potential for injury to officers or the public caused by the suspect if the canine
is not utilized.

(f) Any potential danger to the public and/or other officers at the scene if the canine is
released.

(g) The potential for the suspect to escape or flee if the canine is not utilized.

As circumstances permit, the canine handler should make every reasonable effort to communicate
and coordinate with other involved members to minimize the risk of unintended injury.

It is the canine handler’s responsibility to evaluate each situation and determine whether the use
of a canine is appropriate and reasonable. The canine handler shall have the authority to decline
the use of the canine whenever he/she deems deployment is unsuitable.

A supervisor who is sufficiently apprised of the situation may prohibit deploying the canine.

Unless otherwise directed by a supervisor, assisting members should take direction from the
handler in order to minimize interference with the canine.
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309.6.2   WARNINGS AND ANNOUNCEMENTS
Unless it would increase the risk of injury or escape, a clearly audible warning announcing that a
canine will be used if the suspect does not surrender should be made prior to releasing a canine.
The handler should allow a reasonable time for a suspect to surrender and should quiet the canine
momentarily to listen for any verbal response to the warning. If feasible, other members should
be in a location opposite the warning to verify that the announcement could be heard. If available,
warnings given in other languages should be used as necessary.

If a warning is not to be given, the canine handler, when practicable, should first advise the
supervisor of his/her decision before releasing the canine. In the event of an apprehension, the
handler shall document in any related report how the warning was given and, if none was given,
the reasons why.

309.6.3   REPORTING DEPLOYMENTS, BITES, AND INJURIES
Handlers should document canine deployments in a canine use report. Whenever a canine
deployment results in a bite or causes injury to an intended suspect, a supervisor should be
promptly notified and the injuries documented in the canine use report. The injured person shall
be promptly treated by Emergency Medical Services personnel and, if appropriate, transported to
an appropriate medical facility for further treatment. The deployment and injuries should also be
included in any related incident or arrest report.

Any unintended bite or injury caused by a canine, whether on- or off-duty, shall be promptly
reported to the canine coordinator. Unintended bites or injuries caused by a canine should be
documented in an administrative report, not in a canine use report.

If an individual alleges an injury, either visible or not visible, a supervisor shall be notified and both
the individual’s injured and uninjured areas shall be photographed as soon as practicable after first
tending to the immediate needs of the injured party. Photographs shall be retained as evidence in
accordance with current department evidence procedures. The photographs shall be retained until
the criminal proceeding is completed and the time for any related civil proceeding has expired.

If the local public health administrator has exempted this department from the requirement to
hold the canine after a bite, the canine handler shall notify the local public health administrator
immediately should the canine develop any abnormal behavior within 10 days of biting a person
(OAR 333-019-0024).

309.7   NON-APPREHENSION GUIDELINES
Properly trained canines may be used to track or search for non-criminals (e.g., lost children,
individuals who may be disoriented or in need of medical attention). The canine handler is
responsible for determining the canine’s suitability for such assignments based on the conditions
and the particular abilities of the canine. When the canine is deployed in a search or other non-
apprehension operation, the following guidelines apply:

(a) Absent a change in circumstances that presents an imminent threat to officers, the
canine, or the public, such applications should be conducted on-leash or under
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conditions that minimize the likelihood the canine will bite or otherwise injure the
individual, if located.

(b) Unless otherwise directed by a supervisor, assisting members should take direction
from the handler in order to minimize interference with the canine.

(c) Throughout the deployment, the handler should periodically give verbal assurances
that the canine will not bite or hurt the individual and encourage the individual to make
him/herself known.

(d) Once the individual has been located, the handler should place the canine in a down-
stay or otherwise secure it as soon as reasonably practicable.

309.7.1   ARTICLE DETECTION
A canine trained to find objects or property related to a person or crime may be used to locate or
identify articles. A canine search should be conducted in a manner that minimizes the likelihood
of unintended bites or injuries.

309.7.2   NARCOTICS DETECTION
A canine trained in narcotics detection may be used in accordance with current law and under
certain circumstances, including:

(a) The search of vehicles, buildings, bags, and other articles.

(b) Assisting in the search for narcotics during a search warrant service.

(c) Obtaining a search warrant by using the narcotics-detection trained canine in support
of probable cause.

A narcotics-detection trained canine will not be used to search a person for narcotics unless the
canine is trained to passively indicate the presence of narcotics.

309.7.3   BOMB/EXPLOSIVE DETECTION
Because of the high risk of danger to the public and officers when a bomb or other explosive
device is suspected, the use of a canine team trained in explosive detection may be considered.
When available, an explosive-detection canine team may be used in accordance with current law
and under certain circumstances, including:

(a) Assisting in the search of a building, structure, area, vehicle, or article where an actual
or suspected explosive device has been reported or located.

(b) Assisting with searches at transportation facilities and vehicles (e.g., buses, airplanes,
trains).

(c) Preventive searches at special events, VIP visits, official buildings, and other restricted
areas. Searches of individuals should remain minimally intrusive and shall be strictly
limited to the purpose of detecting explosives.

(d) Assisting in the search of scenes where an explosion has occurred and an explosive
device or secondary explosive device is suspected.
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At no time will an explosive-detection trained canine be used to render a suspected device safe
or clear.

309.8   HANDLER SELECTION
The minimum qualifications for the assignment of canine handler include:

(a) An officer who has 3 years of patrol experience.

(b) Residing in an adequately fenced single-family residence (minimum 5-foot-high fence
with locking gates).

(c) A driveway that can accommodate a canine vehicle.

(d) Living within 30 minutes travel time from the Sherwood City limits.

(e) Agreeing to be assigned to the position for a minimum of five years.

309.9   HANDLER RESPONSIBILITIES
The canine handler shall ultimately be responsible for the health and welfare of the canine and
shall ensure that the canine receives proper nutrition, grooming, training, medical care, affection,
and living conditions.

The canine handler will be responsible for the following:

(a) Except as required during appropriate deployment, the handler shall not expose the
canine to any foreseeable and unreasonable risk of harm.

(b) The handler shall maintain all department equipment under his/her control in a clean
and serviceable condition.

(c) When not in service, the handler shall maintain the canine vehicle in a locked garage,
away from public view.

(d) When a handler is off-duty for an extended number of days, the assigned canine
vehicle should be stored at the City of Sherwood Police Department facility.

(e) Handlers shall permit the canine coordinator to conduct spontaneous on-site
inspections of affected areas of their homes as well as their canine vehicles to verify
that conditions and equipment conform to this policy.

(f) Any changes in the living status of the handler that may affect the lodging or
environment of the canine shall be reported to the canine coordinator as soon as
possible.

(g) When off-duty, the canine shall be in a kennel provided by the City at the home of the
handler. When a canine is kenneled at the handler’s home, the gate shall be secured
with a lock. When off-duty, the canine may be let out of the kennel while under the
direct control of the handler.

(h) The canine should be permitted to socialize in the home with the handler’s family for
short periods of time and under the direct supervision of the handler.

(i) Under no circumstances will the canine be lodged at another location unless approved
by the canine coordinator or Shift Supervisor.
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(j) When off-duty, the handler shall not involve the canine in any law enforcement activity
or official conduct unless approved in advance by the canine coordinator or Shift
Supervisor.

(k) Whenever a canine handler is off-duty for an extended number of days, it may be
necessary to temporarily relocate the canine. In those situations, the handler shall
give reasonable notice to the canine coordinator so that appropriate arrangements
can be made.

(l) Handlers should not tether a canine in a manner that would violate ORS
167.325(1); ORS 167.330(1); and/or ORS 167.343.

309.9.1   CANINE IN PUBLIC AREAS
The canine should be kept on a leash when in areas that allow access to the public. Exceptions
to this rule would include specific law enforcement operations for which the canine is trained.

(a) A canine shall not be left unattended in any area to which the public may have access.

(b) When the canine vehicle is left unattended, all windows and doors shall be secured
in such a manner as to prevent unauthorized access to the canine. The handler shall
also ensure that the unattended vehicle remains inhabitable for the canine.

309.10   CANINE INJURY AND MEDICAL CARE
In the event that a canine is injured, or there is an indication that the canine is not in good physical
condition, the injury or condition will be reported to the canine coordinator or Shift Supervisor as
soon as practicable and appropriately documented.

All medical attention shall be rendered by the designated canine veterinarian, except during
an emergency where treatment should be obtained from the nearest available veterinarian. All
records of medical treatment shall be maintained in the handler’s personnel file.

309.11   TRAINING
Before assignment in the field, each canine team shall be trained and certified to meet current
Oregon Police Canine Association (OPCA) standards or other accredited and recognized animal
handling organization standards (ORS 167.310). Cross-trained canine teams or those canine
teams trained exclusively for the detection of narcotics and/or explosives also shall be trained
and certified to meet current nationally recognized standards or other recognized and approved
certification standards established for their particular skills.

The canine coordinator shall be responsible for scheduling periodic training for all department
members in order to familiarize them with how to conduct themselves in the presence of
department canines. Because canines may be exposed to dangerous substances such as opioids,
as resources are available, the canine coordinator should also schedule periodic training for the
canine handlers about the risks of exposure and treatment for it.

All canine training shall be conducted while on-duty unless otherwise approved by the canine
coordinator or Shift Supervisor.
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309.11.1   CONTINUED TRAINING
Each canine team shall thereafter be recertified to OPCA or other recognized and approved
certification standards on an annual basis. Additional training considerations are as follows:

(a) Canine teams should receive training as defined in the current contract with the City
of Sherwood Police Department canine training provider.

(b) Canine handlers are encouraged to engage in additional training with approval of the
canine coordinator.

(c) To ensure that all training is consistent, no handler, trainer, or outside vendor is
authorized to train to a standard that is not reviewed and approved by the Agency.

(d) All canine training shall be conducted while on-duty unless otherwise approved by the
canine coordinator or the Shift Supervisor.

309.11.2   FAILURE TO SUCCESSFULLY COMPLETE TRAINING
Any canine team failing OPCA canine certification standards, or other accredited or recognized
animal handling organization standards, shall not be deployed in the field for tasks the team is
not certified to perform until graduation or certification is achieved. When reasonably practicable,
pending successful certification, the canine handler shall be temporarily reassigned to regular
patrol duties.

309.11.3   TRAINING RECORDS
All canine training records shall be maintained in the canine handler’s and the canine’s training file.

309.11.4   TRAINING AIDS
Training aids are required to effectively train and maintain the skills of canines.
Officers possessing, using, or transporting controlled substances or explosives for canine training
purposes must comply with federal and state requirements. Alternatively, the City of Sherwood
Police Department may work with outside trainers with the applicable licenses or permits.

309.11.5   CONTROLLED SUBSTANCE TRAINING AIDS
Officers acting in the performance of their official duties may possess or transfer controlled
substances for the purpose of narcotics-detection canine training in compliance with state and
federal laws (21 USC § 823(g); ORS 475.135).

The Police Chief or the authorized designee may authorize a member to seek a court order to
allow controlled substances seized by the City of Sherwood Police Department to be possessed
by the member or a narcotics-detection canine trainer who is working under the direction of this
department for training purposes, provided the controlled substances are no longer needed as
criminal evidence.

As an alternative, the Police Chief or the authorized designee may request narcotics training aids
from the Drug Enforcement Administration (DEA).

These procedures are not required if the canine handler uses commercially available synthetic
substances that are not controlled narcotics.
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309.11.6   CONTROLLED SUBSTANCE PROCEDURES
Due to the responsibilities and liabilities involved with possessing readily usable amounts of
controlled substances and the ever-present danger of the canine’s accidental ingestion of these
controlled substances, the following procedures shall be strictly followed:

(a) All controlled substance training samples shall be weighed and tested prior to
dispensing to the individual canine handler or trainer.

(b) The weight and test results shall be recorded and maintained by this department.

(c) Any person possessing controlled substance training samples pursuant to court order
or DEA registration shall maintain custody and control of the controlled substances and
shall keep records regarding any loss of, or damage to, those controlled substances.

(d) All controlled substance training samples will be inspected, weighed, and tested
quarterly. The results of the quarterly testing shall be recorded and maintained by the
canine coordinator with a copy forwarded to the dispensing agency.

(e) All controlled substance training samples will be stored in locked, airtight, and
watertight cases at all times, except during training. The locked cases shall be secured
in the trunk of the canine handler’s assigned patrol vehicle during transport and stored
in an appropriate locked container. There are no exceptions to this procedure.

(f) The canine coordinator shall periodically inspect every controlled substance training
sample for damage or tampering and take any appropriate action.

(g) Any unusable controlled substance training samples shall be returned to the Property
and Evidence or to the dispensing agency.

(h) All controlled substance training samples shall be returned to the dispensing agency
upon the conclusion of the training or upon demand by the dispensing agency.

309.11.7   EXPLOSIVE TRAINING AIDS
Officers may possess, transport, store, or use explosives or destructive devices in compliance
with state and federal laws (18 USC § 842; 27 CFR 555.41; ORS 480.205).

Explosive training aids designed specifically for canine teams should be used whenever feasible.
Due to the safety concerns in the handling and transportation of explosives, inert or non-hazardous
training aids should be employed whenever feasible. The use of explosives or destructive devices
for training aids by canine teams is subject to the following:

(a) All explosive training aids, when not in use, shall be properly stored in a secure facility
appropriate for the type of materials.

(b) An inventory ledger shall be maintained to document the type and quantity of explosive
training aids that are stored.

(c) The canine coordinator shall be responsible for verifying the explosive training aids on
hand against the inventory ledger once each quarter.

(d) Only members of the canine team shall have access to the explosive training aids
storage facility.
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(e) A primary and secondary custodian will be designated to minimize the possibility of
loss of explosive training aids during and after the training. Generally, the handler will
be designated as the primary custodian while the trainer or authorized second person
on-scene will be designated as the secondary custodian.

(f) Any lost or damaged explosive training aids shall be promptly reported to the canine
coordinator, who will determine if any further action will be necessary. Any loss
of explosives will be reported to the Bureau of Alcohol, Tobacco, Firearms and
Explosives (ATF).
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Missing Persons
318.1   PURPOSE AND SCOPE
This policy provides guidance for handling missing person investigations.

318.1.1   DEFINITIONS
Definitions related to this policy include:

At risk - This includes persons who:

(a) Are 13 years of age or younger.

(b) Regardless of age, are believed or determined to be experiencing one or more of the
following circumstances:

1. Out of the zone of safety for their chronological age and developmental stage

2. Mentally or behaviorally disabled

3. Drug dependent, including prescribed medication and/or illegal substances, and
the dependency is potentially life-threatening

4. Absent from home for more than 24 hours before being reported to law
enforcement as missing

5. In a life-threatening situation

6. In the company of others who could endanger their welfare

7. Absent in a way that is inconsistent with established patterns of behavior and
cannot be readily explained. Most children have an established and reasonably
predictable routine.

8. Involved in a situation that would cause a reasonable person to conclude the
person should be considered at risk

9. Intellectual or developmental disability, or an impaired mental condition such as
dementia or brain injury (ORS 181A.320)

10. A victim of first- or second-degree custodial interference or kidnapping (ORS
181A.310)

Missing person - Any person who is reported missing to law enforcement when that person's
location is unknown.

Missing person networks - Databases or computer networks that are available to law
enforcement and are suitable for obtaining information related to missing person investigations.
This includes the National Crime Information Center (NCIC), the National Missing and Unidentified
Persons System (NamUs), the Oregon Law Enforcement Data System (LEDS), and the Oregon
State Police Missing Children Clearinghouse.
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318.2   POLICY
The City of Sherwood Police Department does not consider any report of a missing person to
be routine and assumes that the missing person is in need of immediate assistance until an
investigation reveals otherwise. The City of Sherwood Police Department gives missing person
cases priority over property-related cases and does not require a specific amount of time to have
passed before beginning a missing person investigation.

318.3   REQUIRED FORMS AND BIOLOGICAL SAMPLE COLLECTION KITS
The Investigation Unit Supervisor shall ensure the following forms and kits are developed and
available:

• Missing person report form

• Missing person investigation checklist that provides investigation guidelines and
resources that could be helpful in the early hours of a missing person investigation

• Missing person school notification form

• Medical records release form

• Biological sample collection kits

318.4   ACCEPTANCE OF REPORTS
Any member encountering a person who wishes to report a missing person or runaway shall
render assistance without delay. This can be accomplished by accepting the report via telephone
or in-person and initiating the investigation. Those members who do not take such reports or who
are unable to give immediate assistance shall promptly dispatch or alert a member who can take
the report.

A report shall be accepted in all cases and regardless of where the person was last seen, where
the person resides or any question of jurisdiction.

318.4.1   MISSING JUVENILES LOCATED
In any case where a juvenile has been reported as missing or runaway, physical contact shall be
made in person with the located and/or found juvenile to ensure the procedures in policy 332.4 are
followed, prior to clearing any juvenile from LEDS and NCIC. Specifically, the officer should verify;

• The safety of the juvenile in question.

• The identity of the juvenile.

• The circumstances surrounding their disapperance.

318.5   INITIAL INVESTIGATION
Officers or other members conducting the initial investigation of a missing person should take the
following investigative actions, as applicable:

(a) Respond to a dispatched call as soon as practicable.
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(b) Interview the reporting party and any witnesses to determine whether the person
qualifies as a missing person and, if so, whether the person may be at risk.

(c) Notify a supervisor immediately if there is evidence that a missing person is either at
risk or may qualify for a public alert, or both (see the Public Alerts Policy).

(d) Broadcast a "Be on the Look-Out (BOLO) bulletin" if the person is under 16 years
of age or there is evidence that the missing person is at risk. The BOLO should be
broadcast as soon as practicable but in no event more than one hour after determining
the missing person is under 16 years of age or may be at risk.

(e) Ensure that entries are made into the appropriate missing person networks, as follows:

1. Immediately, when the missing person is at risk.

2. In all other cases, as soon as practicable, but not later than two hours from the
time of the initial report (34 USC § 41308).

(f) Complete the appropriate report forms accurately and completely and initiate a search
as applicable under the facts.

(g) Collect and/or review:

1. A photograph and fingerprint card of the missing person, if available.

2. A voluntarily provided biological sample of the missing person, if available (e.g.,
toothbrush, hairbrush).

3. Any documents that may assist in the investigation, such as court orders
regarding custody.

4. Any other evidence that may assist in the investigation, including personal
electronic devices (e.g., cell phones, computers).

(h) When circumstances permit and if appropriate, attempt to determine the missing
person's location through their telecommunications carrier.

(i) Contact the appropriate agency if the report relates to a missing person report
previously made to another agency and that agency is actively investigating the report.
When this is not practicable, the information should be documented in an appropriate
report for transmission to the appropriate agency. If the information relates to an at-risk
missing person, the member should notify a supervisor and proceed with reasonable
steps to locate the missing person.

318.6   REPORT PROCEDURES AND ROUTING
Members should complete all missing person reports and forms promptly and advise the
appropriate supervisor as soon as a missing person report is ready for review.

318.6.1   SUPERVISOR RESPONSIBILITIES
The responsibilities of the supervisor shall include, but are not limited to:

(a) Reviewing and approving missing person reports upon receipt.

1. The reports should be promptly sent to the Records Section.
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(b) Ensuring resources are deployed as appropriate.

(c) Initiating a command post as needed.

(d) Ensuring applicable notifications and public alerts are made and documented.

(e) Ensuring that records have been entered into the appropriate missing persons
networks.

(f) Taking reasonable steps to identify and address any jurisdictional issues to ensure
cooperation among agencies.

1. If the case falls within the jurisdiction of another agency, the supervisor should
facilitate transfer of the case to the agency of jurisdiction.

318.6.2   RECORDS SECTION RESPONSIBILITIES
The responsibilities of the Records Section receiving member shall include, but are not limited to:

(a) As soon as reasonable under the circumstances, notifying and forwarding a copy of
the report to the agency of jurisdiction for the missing person’s residence in cases
where the missing person is a resident of another jurisdiction.

(b) Notifying and forwarding a copy of the report to the agency of jurisdiction where the
missing person was last seen.

(c) Notifying and forwarding a copy of the report to the agency of jurisdiction for the
missing person’s intended or possible destination, if known.

(d) Forwarding a copy of the report to the Investigation Unit.

(e) Coordinating with the NCIC Terminal Contractor for Oregon to have the missing
person record in the NCIC computer networks updated with additional information
obtained from missing person investigations ( 34 USC § 41308).

318.7   INVESTIGATION UNIT FOLLOW-UP
In addition to completing or continuing any actions listed above, the investigator assigned to a
missing person investigation:

(a) Should ensure that the missing person's school is notified within 10 days if the missing
person is a juvenile.

1. The notice shall be in writing and should also include a photograph.

2. The investigator should meet with school officials as appropriate to stress the
importance of including the notice in the child's student file, along with the
investigator's contact information, if the school receives a call requesting the
transfer of the missing child's files to another school.

(b) Should re-contact the reporting party and/or other witnesses within 30 days of the
initial report and within 30 days thereafter to keep them informed, as appropriate, and
to determine if any additional information has become available.

(c) Shall, if the person has not been located within 30 days, ensure that a biological
sample, if available, is forwarded to the Oregon State Police (ORS 146.187).
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(d) Should consider contacting other agencies involved in the case to determine if any
additional information is available.

(e) Shall verify and update the Oregon LEDS, the Oregon State Police Missing Children
Clearinghouse, NCIC, and any other applicable missing person networks within 30
days of the original entry into the networks and every 30 days thereafter until the
missing person is located (34 USC § 41308).

(f) Should continue to make reasonable efforts to locate the missing person and
document these efforts at least every 30 days.

(g) Shall maintain a close liaison with state and local child welfare systems and the
National Center for Missing and Exploited Children (NCMEC) if the missing person
is under the age of 21 and shall promptly notify NCMEC when the person is missing
from a foster care family home or childcare institution (34 USC § 41308).

(h) Should make appropriate inquiry with the Medical Examiner.

(i) Should obtain and forward medical and dental records, photos, X-rays, and biological
samples, as applicable.

(j) Shall attempt to obtain the most recent photograph for persons under 18 years of age if
it has not been obtained previously and forward the photograph to Oregon State Police
and enter the photograph into applicable missing person networks (34 USC § 41308).

(k) In the case of an at-risk missing person or a person who has been missing for an
extended time, should consult with a supervisor regarding seeking federal assistance
from the FBI and the U.S. Marshals Service (28 USC § 566).

318.8   WHEN A MISSING PERSON IS FOUND
When any person reported missing is found, the assigned investigator shall document the location
of the missing person in the appropriate report, notify the relatives and/or reporting party and other
involved agencies and refer the case for additional investigation if warranted.

The Support Captain shall ensure that, upon receipt of information that a missing person has been
located, the following occurs:

(a) Notification is made to the Oregon State Police.

(b) A missing child’s school is notified.

(c) Entries are made in the applicable missing person networks.

(d) When a person is at risk, the fact that the person has been found should be reported
within 24 hours to the Oregon State Police.

(e) Notification shall be made to any other law enforcement agency that took the initial
report or participated in the investigation.

(f) All information and materials obtained for the purpose of identifying the missing person
are destroyed if the person is found, or sealed if the person is found to be no longer
living (ORS 146.189(2)).
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318.8.1   UNIDENTIFIED PERSONS
Members investigating a case of an unidentified person who is deceased or a living person who
cannot assist in identifying themself should:

(a) Obtain a complete description of the person.

(b) Enter the unidentified person's description into the NCIC Unidentified Person File and
the NamUs database.

(c) Use available resources, such as those related to missing persons, to identify the
person.

318.9   CASE CLOSURE
The Investigation Unit Supervisor may authorize the closure of a missing person case after
considering the following:

(a) Closure is appropriate when the missing person is confirmed returned or evidence
matches an unidentified person or body.

(b) If the missing person is a resident of Sherwood or this department is the lead agency,
the case should be kept under active investigation for as long as the person may still
be alive. Exhaustion of leads in the investigation should not be a reason for closing
a case.

(c) If this department is not the lead agency, the case can be made inactive if all
investigative leads have been exhausted, the lead agency has been notified and
entries are made in the applicable missing person networks, as appropriate.

(d) A missing person case should not be closed or reclassified because the person would
have reached a certain age or adulthood or because the person is now the subject
of a criminal or civil warrant.

318.10   TRAINING
Subject to available resources, the Support Captain should ensure that members of this
department whose duties include missing person investigations and reports receive training that
includes:

(a) The initial investigation:

1. Assessments and interviews

2. Use of current resources, such as Mobile Audio Video (MAV)

3. Confirming missing status and custody status of minors

4. Evaluating the need for a heightened response

5. Identifying the zone of safety based on chronological age and developmental
stage

(b) Briefing of department members at the scene.
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(c) Identifying NCIC Missing Person File categories (e.g., disability, endangered,
involuntary, juvenile and catastrophe).

(d) Verifying the accuracy of all descriptive information.

(e) Initiating a neighborhood investigation.

(f) Investigating any relevant recent family dynamics.

(g) Addressing conflicting information.

(h) Key investigative and coordination steps.

(i) Managing a missing person case.

(j) Additional resources and specialized services.

(k) Update procedures for case information and descriptions.

(l) Preserving scenes.

(m) Internet and technology issues (e.g., Internet use, cell phone use).

(n) Media relations.

(o) Interacting with individuals with cognitive impairment, including dementia, intellectual
and developmental disabilities, and brain injuries (ORS 181A.320).
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Native American Graves Protection and
Repatriation
346.1   PURPOSE AND SCOPE
This policy is intended to ensure the protection and security of ancient or historic grave sites,
including notification of personnel responsible for cultural items, in compliance with the Native
American Graves Protection and Repatriation Act (NAGPRA) (25 USC § 3001 et seq.).

346.1.1   DEFINITIONS
Definitions related to this policy include (43 CFR 10.2):

Funerary objects - Objects that, as part of the death rite or ceremony of a Native American
culture, are reasonably believed to have been placed intentionally at the time of death or later
with or near individual human remains. Funerary objects are either associated funerary objects
or unassociated funerary objects.

Associated funerary objects are any funerary objects related to removed human remains, where
the location of the human remains is known. This includes objects that were made exclusively for
burial purposes or to contain human remains, regardless of the physical location or existence of
any related human remains.

Unassociated funerary objects are any other funerary objects that are identified by a
preponderance of the evidence such as:

• Related to human remains but the remains were not removed, or the location of the
remains is unknown.

• Related to specific individuals or families.

• Removed from specific burial sites with Native American cultural affiliation.

• Removed from an area where such burial sites are known to have existed, but the
site no longer exists.

Native American human remains - Any physical part of the body of a Native American individual.

Objects of cultural patrimony - Objects having ongoing historical, traditional, or cultural
importance that is central to the Native American group or culture itself and, therefore, cannot be
appropriated or conveyed by any individual, including members of the Native American group or
Native Hawaiian organization. Such objects must have been considered inalienable by the Native
American group at the time the object was separated from the group.

Sacred objects - Specific ceremonial objects needed by traditional Native American religious
leaders for the practice of traditional Native American religions.

346.2   POLICY
It is the policy of the City of Sherwood Police Department that the protection of Native American
human remains, funerary objects, associated funerary objects, unassociated funerary objects,
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sacred objects, or objects of cultural patrimony is the responsibility of all members. Such protection
includes minimizing destruction, contamination, inadvertent disruption, or complicated custody
transfer processes.

346.3   COMPLIANCE WITH THE NATIVE AMERICAN GRAVES PROTECTION AND
REPATRIATION ACT
Upon discovery or arrival upon a scene where it reasonably appears that a Native American grave,
human remains, funerary objects, associated funerary objects, unassociated funerary objects,
sacred objects, or objects of cultural patrimony are exposed or otherwise unsecured, members
shall secure the site in the same manner as a crime scene. All activity at the scene other than
scene preservation activity must cease (43 CFR 10.5).

No photography or video recording may be permitted by the media or any group or individual who
may wish to exhibit the remains.

Without delay, the appropriate agency or group shall be notified to respond and take control of
the scene. These include the following (43 CFR 10.5):

• Federal land - Appropriate agency at the U.S. Department of the Interior or U.S.
Department of Agriculture

• State land/Private land - Oregon State Police, State Historical Preservation Officer,
appropriate Indian tribe, and the Commission on Indian Services (ORS 97.745)

• Tribal land - Responsible Indian tribal official

346.4   EVIDENCE AND PROPERTY
If the location has been investigated as a possible homicide scene prior to identification as a
NAGPRA site, investigators shall work with other appropriate agencies and individuals to ensure
the proper transfer and repatriation of any material collected. Members shall ensure that any
remains or artifacts located at the site are expediently processed (43 CFR 10.7).
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Bias-Based Policing
401.1   PURPOSE AND SCOPE
This policy provides guidance to department members that affirms the City of Sherwood Police
Department's commitment to policing that is fair and objective (ORS 131.920).

Nothing in this policy prohibits the use of specified characteristics in law enforcement activities
designed to strengthen the department's relationship with its diverse communities (e.g., cultural
and ethnicity awareness training, youth programs, community group outreach, partnerships).

See the Personnel Complaints Policy regarding acceptance of complaints alleging profiling and
investigation of such complaints.

401.1.1   DEFINITIONS
Definitions related to this policy include:

Bias-based policing or improper profiling - An inappropriate reliance on actual or perceived
characteristics such as race, ethnicity, national origin (including limited English proficiency),
language, religion, sex, sexual orientation, gender identity or expression, economic status, age,
cultural group, disability, or affiliation with any non-criminal group (protected characteristics) as
the basis for providing differing law enforcement service or enforcement. This includes profiling as
defined by ORS 131.915 and explicit and implicit biases (i.e., conscious and unconscious beliefs
or attitudes toward certain groups).

401.2   POLICY
The City of Sherwood Police Department is committed to providing law enforcement services to
the community with due regard for the racial, cultural or other differences of those served. It is
the policy of this department to provide law enforcement services and to enforce the law equally,
fairly, objectively and without discrimination toward any individual or group.

401.3   BIAS-BASED POLICING PROHIBITED
Bias-based policing is strictly prohibited.

However, nothing in this policy is intended to prohibit an officer from considering protected
characteristics in combination with credible, timely and distinct information connecting a person or
people of a specific characteristic to a specific unlawful incident, or to specific unlawful incidents,
specific criminal patterns or specific schemes.

401.4   MEMBER RESPONSIBILITIES
Every member of this department shall perform his/her duties in a fair and objective manner and
is responsible for promptly reporting any suspected or known instances of bias-based policing to
a supervisor. Members should, when reasonable to do so, intervene to prevent any biased-based
actions by another member.
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401.4.1   REASON FOR CONTACT
Officers contacting a person shall be prepared to articulate sufficient reason for the
contact, independent of the protected characteristics of the individual.

To the extent that written documentation would otherwise be completed (e.g., arrest report, Field
Interview (FI) card), the involved officer should include those facts giving rise to the contact, as
applicable.

Except for required data-collection forms or methods, nothing in this policy shall require any officer
to document a contact that would not otherwise require reporting.

401.4.2   REPORTING TRAFFIC AND PEDESTRIAN STOPS
Each time an officer makes an officer-initiated traffic or pedestrian stop, the officer shall record
the required stop data in the method and manner prescribed by the Oregon Criminal Justice
Commission (OCJC) (ORS 131.935).

401.5   SUPERVISOR RESPONSIBILITIES
Supervisors should monitor those individuals under their command for compliance with this policy
and shall handle any alleged or observed violations in accordance with the Personnel Complaints
Policy.

(a) Supervisors should discuss any issues with the involved officer and his/her supervisor
in a timely manner.

1. Supervisors should document these discussions, in the prescribed manner.

(b) Supervisors should periodically review Mobile Audio/Video (MAV) recordings, portable
audio/video recordings, Mobile Data Terminal (MDT) data and any other available
resource used to document contact between officers and the public to ensure
compliance with this policy.

1. Supervisors should document these periodic reviews.

2. Recordings that capture a potential instance of bias-based policing should be
appropriately retained for administrative investigation purposes.

(c) Supervisors shall initiate investigations of any actual or alleged violations of this policy.

(d) Supervisors should take prompt and reasonable steps to address any retaliatory action
taken against any member of this department who discloses information concerning
bias-based policing.

401.6   STATE REPORTING

401.6.1   STATE REPORTING TO LAW ENFORCEMENT CONTACTS COMMITTEE
The Records Section shall annually provide the Law Enforcement Contacts Committee (LECC)
the following (ORS 131.925):

(a) Copies of profiling complaints received by the Agency.
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(b) A summary of each profiling complaint received by the Agency and the final disposition
of the profiling complaint on the appropriate form.

(c) The annual profiling complaint certification form.

1. This form is to be submitted even if no profiling complaints were received by
the Agency.

Summaries of complaints and copies of complaints provided to LECC may not include personal
information concerning the complainant or an officer (ORS 131.925).

The Records Section should provide LECC, upon request, data regarding stops or contacts as
identified in ORS 131.906(5). Data provided may not identify an officer or an individual whose
demographic data is collected (ORS 131.906).

401.6.2   STATE REPORTING TO OREGON CRIMINAL JUSTICE COMMISSION
The Records Section shall provide the OCJC with traffic and pedestrian stop data annually as
prescribed by ORS 131.935.

Data may not include information that reveals the identity of any stopped individual or of any officer
(ORS 131.935).

401.7   ADMINISTRATION
The Patrol Section Section Commander should review the efforts of the Agency to provide fair and
objective policing and submit an annual report, including public concerns and complaints, to the
Police Chief. The annual report should not contain any identifying information about any specific
complainant, citizen, or officers. It should be reviewed by the Police Chief to identify any changes
in training or operations that should be made to improve service.

Supervisors should review the annual report and discuss the results with those they are assigned
to supervise.

401.8   TRAINING
Training on fair and objective policing and review of this policy shall be conducted annually and
include:

(a) Explicit and implicit biases.

(b) Avoiding improper profiling.

401.8.1   ADDITIONAL STATE REQUIREMENTS
The Support Captain should ensure that officers receive training implemented by the Department
of Public Safety Standards and Training regarding procedures to facilitate the collection of officer-
initiated traffic and pedestrian stop data (ORS 131.935).
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Vehicle Towing
502.1   PURPOSE AND SCOPE
This policy provides guidance related to vehicle towing. Nothing in this policy shall require a
member of this department to tow a vehicle.

502.2   POLICY
The City of Sherwood Police Department will tow vehicles when appropriate and in accordance
with the law.

502.3   NOTICE PRIOR TO TOW
When circumstances permit, (e.g., when towing a vehicle for parking or registration violations and
the vehicle does not constitute a hazard), the Records Section should make a good-faith effort to
provide notice that is reasonably calculated to apprise the owner of the vehicle that it is subject
to towing and impoundment.

502.4   REMOVAL OF VEHICLES DUE TO HAZARD
When a vehicle should be towed because it presents a hazard, the owner or operator should
arrange for the towing. Agency members may assist by communicating requests through Dispatch
to expedite the process.

If the owner or operator is unable to arrange for towing and the vehicle presents a hazard, the
vehicle may be towed at the direction of the department member when the vehicle is (ORS
819.120):

(a) Parked so that any part of the vehicle extends into the paved portion of the travel lane.

(b) Parked so that any part of the vehicle extends into the highway shoulder or bicycle
lane of any freeway.

Vehicles that are not the property of the City should not be driven by department members unless
it is necessary to move the vehicle a short distance to eliminate a hazard, prevent the obstruction
of a fire hydrant, or comply with posted signs.

502.5   ARREST SCENES
Whenever the owner or operator of a vehicle is arrested, the arresting officer should provide
reasonable safekeeping by leaving the vehicle secured and lawfully parked at the scene or, when
appropriate, by having the vehicle towed, such as when the vehicle presents a traffic hazard or
the vehicle would be in jeopardy of theft or damage if left at the scene.

Officers are not required to investigate whether alternatives to towing a vehicle exist after an
arrest. However, a vehicle should not be towed if reasonable alternatives exist. When considering
whether to leave a vehicle at the scene, officers should take into consideration public safety as
well as the reasonable safety of the vehicle and its contents.
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While Oregon law may authorize the impoundment of a vehicle for issues such as driving with a
suspended or revoked license (ORS 809.720), impounds are only authorized if, in such cases,
leaving the vehicle would create a hazard, obstruction, or a risk of loss.

The following are examples of situations where a vehicle should not be towed:

• The vehicle can be legally parked, left in a reasonably secure and safe location, and
is not needed as evidence.

• The vehicle is parked on private property, on which the arrestee or owner is legally
residing, or the property owner does not object to the vehicle being parked at that
location.

• The arrestee or owner of the vehicle requests that it be released to a person who is
present, willing, and able to legally take control of the vehicle.

• The vehicle is legally parked and the arrestee or owner requests that it be left at the
scene. In such cases the requester should be informed that the Agency will not be
responsible for theft or damages.

502.6   VEHICLES RELATED TO CRIMINAL INVESTIGATIONS
Officers should tow vehicles that are needed for the furtherance of an investigation or prosecution
of a case, or that are otherwise appropriate for seizure as evidence (ORS 133.535).

Officers should make reasonable efforts to return a recovered stolen vehicle to its owner rather
than have it towed, as long as the vehicle is not needed for evidence.

502.6.1   STATE REQUIREMENTS
The impounding officer should take reasonable steps to protect against loss or damage to
impounded vehicles and any contents that may have been taken as evidence (ORS 133.537).

If a recovered stolen vehicle is towed, the officer shall share the owner's contact information,
including the person's home address and telephone number, with the towing service that assumes
control of the vehicle (ORS 98.857).

502.7   RECORDS
Records Section members shall ensure that pertinent data regarding a towed vehicle is promptly
entered into the appropriate database.

502.7.1   VEHICLE STORAGE REPORT
Agency members towing a vehicle shall complete a vehicle tow report. The report should be
submitted to the Records Section as soon as practicable after the vehicle is towed._

502.7.2   NOTICE AFTER TOW
Within 48 hours, excluding weekends and holidays, of a vehicle being towed, it shall be the
responsibility of the Records Section to send a notice of tow to all registered owners and others
having a recorded interest in the vehicle. Notice shall be sent to all such individuals by certified
mail. The notice shall include (ORS 819.180):
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(a) That the vehicle has been taken into custody and towed; the identity of the appropriate
towing authority; and the statute, ordinance, or rule under which the vehicle has been
taken into custody and towed.

(b) The location of the vehicle, or the telephone number and address of the authority that
will provide that information.

(c) That the vehicle is subject to towing and storage charges, the amount of charges that
have accrued to the date of the notice, and the daily storage charges.

(d) That the vehicle and its contents are subject to a lien for payment of the towing and
storage charges, and that the vehicle and its contents will be sold to cover the charges
if the charges are not paid by a date specified by the appropriate authority.

(e) That the owner, possessor, or person having an interest in the vehicle and its contents
is entitled to a prompt hearing to contest the validity of taking the vehicle into custody
and towing it, and to contest the reasonableness of the charges for towing and storage
if a hearing is requested in a timely manner.

(f) The time within which a hearing must be requested and the method for requesting a
hearing.

(g) That the vehicle and its contents may be immediately reclaimed by presentation to
the appropriate authority of satisfactory proof of ownership or right to possession, and
either payment of the towing and storage charges or the deposit of cash security or a
bond equal to the charges with the appropriate authority._

502.8   TOWING SERVICES
Members shall not show preference among towing services that have been authorized for use
by the Agency. A rotation or other system established by the Agency for tow services should be
followed.

502.9   VEHICLE INVENTORIES
The contents of all vehicles towed at the request of department members shall be inventoried and
listed on the inventory report. When reasonably practicable, photographs may be taken to assist
in the inventory.

(a) An inventory of personal property and the contents of open containers will be
conducted throughout the passenger and engine compartments of the vehicle,
including but not limited to the glove box, other accessible areas under or within the
dashboard area, any pockets in the doors or in the back of the front seat, in any console
between the seats, under any floor mats, and under the seats.

(b) In addition to the passenger and engine compartments as described above, an
inventory of personal property and the contents of open containers will also be
conducted in any other type of unlocked compartments that are a part of the vehicle,
including but not limited to unlocked glove compartments, unlocked vehicle trunks,
and unlocked car-top containers.

(c) Any locked compartments, including but not limited to locked glove compartments,
locked vehicle trunks, locked hatchbacks, and locked car-top containers, should be
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inventoried, provided the keys are available and are to be released with the vehicle
to the third-party towing company or an unlocking mechanism for such compartment
is available within the vehicle.

(d) Closed containers located either within the vehicle or any of the vehicle's
compartments will not be opened for inventory purposes except for the following:
wallets, purses, coin purses, fanny packs, personal organizers, briefcases, or other
closed containers designed for carrying money, small valuables, or hazardous
materials.

Members should ask the occupants whether the vehicle contains any valuables or hazardous
materials. Responses should be noted in the inventory report. If the occupant acknowledges that
any closed container contains valuables or a hazardous material, the container shall be opened
and inventoried. When practicable and appropriate, such items should be removed from the
vehicle and given to the owner or booked into property for safekeeping.

Any cash, jewelry, or other small valuables located during the inventory process will be held for
safekeeping, in accordance with the Property and Evidence Policy. A copy of the property receipt
should be given to the person in control of the vehicle or, if that person is not present, left in the
vehicle.

A copy of the vehicle inventory will be given to the tow truck operator.

These inventory procedures are for the purpose of protecting the vehicle owner's property,
providing for the safety of department members, and protecting the Agency against fraudulent
claims of lost, stolen, or damaged property.

Towing a vehicle in order to perform an inventory should not be used as a pretext for an evidence
search. Nothing in this policy prevents the towing of a vehicle that would occur for reasons
independent of any suspicion that the vehicle may contain evidence if it is otherwise justified by
law or this policy.

502.9.1   OPPORTUNITY TO REMOVE PROPERTY
In the event that the owner, operator, or occupant of a vehicle to be impounded is present at
the scene and not subject to arrest, prior to commencing the inventory the officer shall provide
notice and opportunity to that person to take readily retrievable personal belongings (e.g., purse,
backpack, cigarette pack) from the vehicle that are not considered evidence or contraband.

502.10   SECURITY OF VEHICLES AND RETRIEVAL OF PROPERTY
If the search of a vehicle leaves the vehicle or any property contained therein vulnerable to
unauthorized entry, theft, or damage, the department member conducting the search shall take
such steps as are reasonably necessary to secure or protect the vehicle or property from such
hazards.

Unless it would cause an unreasonable delay in towing the vehicle or create an issue of officer
safety, reasonable accommodations should be made to permit the owner, operator, or occupant
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to retrieve small items of value or personal need (e.g., cash, jewelry, cell phone, prescriptions)
that are not considered evidence or contraband.

Members who become aware that a vehicle may have been towed by the Agency in error should
promptly advise a supervisor. Supervisors should approve, when appropriate, the release of the
vehicle without requiring the owner or the owner's agent to request a hearing to contest the tow.
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Warrant Service
606.1   PURPOSE AND SCOPE
This policy establishes guidelines for the planning and serving of arrest and search warrants by
members of this department. It is understood that this policy cannot address every variable or
circumstance that can arise in the service of a search or arrest warrant, as these tasks can involve
rapidly evolving and unique circumstances.

This policy is intended to be used in conjunction with the Operations Planning and Deconfliction
Policy, which has additional guidance on planning and serving high-risk warrants.

This policy is not intended to address the service of search warrants on locations or property
already secured or routine field warrant arrests by patrol officers.

606.2   POLICY
It is the policy of the City of Sherwood Police Department to balance the safety needs of the public,
the safety of department members, privacy interests and other relevant factors when making
decisions related to the service of search and arrest warrants.

606.3   OPERATIONS DIRECTOR
The operations director (see the Operations Planning and Deconfliction Policy) shall review all risk
assessment forms with the involved supervisor to determine the risk level of the warrant service.

The operations director will also have the responsibility to coordinate service of those warrants
that are categorized as high risk. Deconfliction, risk assessment, operational planning, briefing
and debriefing should follow guidelines in the Operations Planning and Deconfliction Policy.

606.4   SEARCH WARRANTS
Officers should receive authorization from a supervisor before preparing a search warrant
application. Once authorization is received, the officer will prepare the affidavit and search warrant,
consulting with the applicable prosecuting attorney as needed. He/she will also complete the risk
assessment form and submit it, along with the warrant affidavit, to the appropriate supervisor
and the operations director for review and classification of risk (see the Operations Planning and
Deconfliction Policy).

606.5   ARREST WARRANTS
If an officer reasonably believes that serving an arrest warrant may pose a higher risk than
commonly faced on a daily basis, the officer should complete the risk assessment form and submit
it to the appropriate supervisor and the operations director for review and classification of risk (see
the Operations Planning and Deconfliction Policy).

If the warrant is classified as high risk, service will be coordinated by the operations director. If the
warrant is not classified as high risk, the supervisor should weigh the risk of entry into a residence

Resolution 2024-072, EXH 1 
October 29, 2024, Page 44 of 107

180



City of Sherwood Police Department
Sherwood PD OR Policy Manual

Warrant Service

Copyright Lexipol, LLC 2024/10/23, All Rights Reserved.
Published with permission by City of Sherwood Police
Department

***DRAFT*** Warrant Service - 448

to make an arrest against other alternatives, such as arresting the person outside the residence
where circumstances may pose a lower risk.

606.6   WARRANT PREPARATION
An officer who prepares a warrant should ensure the documentation in support of the warrant
contains as applicable:

(a) Probable cause to support the search or arrest, including relevant dates and times
to demonstrate timeliness and facts to support any request for nighttime warrant
execution.

1. Officers shall not seek a no-knock warrant (ORS 133.575).

(b) A clear explanation of the affiant's training, experience, and relevant education.

(c) Adequately supported opinions, when relevant, that are not left to unsubstantiated
conclusions.

(d) A nexus between the place to be searched and the persons or items central to
the investigation. The facts supporting this nexus should be clear and current. For
example, the affidavit shall explain why there is probable cause to believe that a
particular person is currently residing at a particular location or that the items sought
are present at a particular location.

(e) Full disclosure of known or suspected residents at the involved location and any
indication of separate living spaces at the involved location. For example, it should be
disclosed that several people may be renting bedrooms at a single location, even if
the exact location of the rooms is not known.

(f) A specific description of the location to be searched, including photographs of the
location, if reasonably available.

(g) A sufficient description of the items to be seized.

(h) Full disclosure of any known exculpatory information relevant to the warrant
application (refer to the Brady Material Disclosure Policy).

606.7   HIGH-RISK WARRANT SERVICE
The operations director or the authorized designee shall coordinate the service of warrants that
are categorized as high risk and shall have sole authority in determining the manner in which the
warrant will be served, including the number of officers deployed.

The member responsible for directing the service should ensure the following as applicable:

(a) When practicable and when doing so does not cause unreasonable risk, video or
photographic documentation is made of the condition of the location prior to execution
of a search warrant. The images should include the surrounding area and persons
present.

(b) The warrant service is video-recorded when practicable and reasonable to do so. The
warrant service may be audio-recorded with notice to all parties to a conversation that
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a recording is being made unless otherwise permitted in the warrant or ORS 133.726
(ORS 165.540).

(c) Evidence is handled and collected only by those members who are designated to do
so. All other members involved in the service of the warrant should alert one of the
designated members to the presence of potential evidence and not touch or disturb
the items.

(d) Reasonable efforts are made during the search to maintain or restore the condition
of the location.

(e) Persons who are detained as part of the warrant service are handled appropriately
under the circumstances.

(f) Reasonable care provisions are made for children and dependent adults (see  the
Child and Dependent Adult Safety Policy).

(g) A list is made of all items seized and a copy provided to the person in charge of the
premises if present or otherwise left in a conspicuous place.

(h) A copy of the search warrant is left at the location.

(i) The condition of the property is documented with video recording or photographs after
the search.

606.8   DETENTIONS DURING WARRANT SERVICE
Officers must be sensitive to the safety risks of all persons involved with the service of a warrant.
Depending on circumstances and facts present, it may be appropriate to control movements of
any or all persons present at a warrant service, including those who may not be the subject of a
warrant or suspected in the case. However, officers must be mindful that only reasonable force
may be used and weapons should be displayed no longer than the officer reasonably believes is
necessary (see the Use of Force Policy).

As soon as it can be determined that an individual is not subject to the scope of a warrant and that
no further reasonable suspicion or safety concerns exist to justify further detention, the person
should be promptly released.

Officers should, when and to the extent reasonable, accommodate the privacy and personal needs
of people who have been detained.

606.9   ACTIONS AFTER WARRANT SERVICE
The supervisor shall ensure that all affidavits, warrants, receipts and returns, regardless of any
associated cases, are filed with the issuing judge or magistrate as soon as reasonably possible,
but in any event no later than any date specified on the warrant.

606.10   OUTSIDE AGENCIES AND CROSS-JURISDICTIONAL WARRANTS
The operations director will ensure that cooperative efforts with other agencies in the service of
warrants conform to existing mutual aid agreements or other memorandums of understanding and
will work cooperatively to mitigate risks including, but not limited to, the following:
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• Identity of team members

• Roles and responsibilities

• Familiarity with equipment

• Rules of engagement

• Asset forfeiture procedures

Any outside agency requesting assistance in the service of a warrant within this jurisdiction should
be referred to the operations director. The director should review and confirm the warrant, including
the warrant location, and should discuss the service with the appropriate supervisor from the other
agency. The director should ensure that members of the City of Sherwood Police Department
are utilized appropriately. Any concerns regarding the requested use of City of Sherwood Police
Department members should be brought to the attention of the Police Chief or the authorized
designee. The actual service of the warrant will remain the responsibility of the agency requesting
assistance.

If the operations director is unavailable, the Shift Supervisor should assume this role.

If officers intend to serve a warrant outside City of Sherwood Police Department jurisdiction, the
operations director should provide reasonable advance notice to the applicable agency, request
assistance as needed and work cooperatively on operational planning and the mitigation of risks
detailed in this policy.

Officers will remain subject to the policies of the City of Sherwood Police Department when
assisting outside agencies or serving a warrant outside City of Sherwood Police Department
jurisdiction.

606.11   MEDIA ACCESS
No advance information regarding warrant service operations shall be released without the
approval of the Police Chief. Any media inquiries or press release after the fact shall be handled
in accordance with the Media Relations Policy.

606.12   TRAINING
The Support Captain should ensure officers receive periodic training on this policy and associated
topics, such as legal issues, warrant preparation, warrant service and reporting requirements.

606.13   NO-KNOCK ENTRIES
No-knock entries are only authorized if exigent circumstances arise at the scene such that
knocking and announcing the officer's presence would create an imminent threat of physical
violence to the officer or another person.
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606.14   DOCUMENTATION
Documentation related to the service of a warrant shall be maintained in accordance with the
established records retention schedule.
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Forensic Genetic Genealogy
613.1   PURPOSE AND SCOPE
This policy provides guidance for the use of forensic genetic genealogy (FGG) to generate
investigative leads.

613.1.1   DEFINITIONS
Definitions related to this policy include:

Combined DNA Index System (CODIS) - An FBI computer software program that operates
deoxyribonucleic acid (DNA) profile databases for law enforcement use.

DNA typing laboratory - A laboratory that analyzes biological samples, including extracted DNA,
in order to provide various DNA profile types. State or local crime labs are generally not equipped
to provide single nucleotide polymorphism (SNP) DNA profiles; therefore, the use of private DNA
typing laboratories is often necessary for FGG.

Extracted DNA - The DNA isolated from a biological sample remaining after previous DNA testing
has been completed.

Forensic genetic genealogy (FGG) - The process of obtaining a SNP DNA profile from a
biological sample collected during an investigation; uploading the profile to a genetic genealogy
site for comparison to the consumer profiles in the site's database to identify genetic relatives; and
using the identified genetic relationships, as well as traditional genealogy research, to generate
investigative leads.

Genetic genealogist - A genealogist who uses DNA testing with traditional genealogical research
methods to assist law enforcement or private clients in identifying biological relatives of an
individual.

Genetic genealogy site - A database of DNA profiles voluntarily submitted by public consumers
for the purpose of identifying genetic relatives. The availability of genetic genealogy sites for law
enforcement use varies depending on their terms of service.

Short tandem repeat (STR) DNA profile - The results of DNA typing in a format that can be
processed through CODIS and state DNA databases. This is the type of DNA used in conventional
non-FGG law enforcement investigations.

Single nucleotide polymorphism (SNP) DNA profile - The results of DNA typing in a format that
enables an unknown DNA sample to be compared to the DNA profiles maintained by a genetic
genealogy site. This is the DNA type used in FGG.

613.2   POLICY
The City of Sherwood Police Department's use of FGG will be in coordination with prosecutors,
the Medical Examiner, and other appropriate resources only in qualifying cases after reasonable
conventional investigative methods have been pursued. Members will take reasonable steps to

Resolution 2024-072, EXH 1 
October 29, 2024, Page 49 of 107

185



City of Sherwood Police Department
Sherwood PD OR Policy Manual

Forensic Genetic Genealogy

Copyright Lexipol, LLC 2024/10/23, All Rights Reserved.
Published with permission by City of Sherwood Police
Department

***DRAFT*** Forensic Genetic Genealogy - 463

maintain the integrity of the FGG process and safeguard the privacy rights of individuals whose
DNA profiles are analyzed.

613.3   CRITERIA FOR FGG USE
Before using FGG, the lead investigator should coordinate with the supervisor to determine
whether the case meets the following requirements:

(a) Biological evidence collected as part of the underlying investigation (or extracted
DNA from the biological evidence) is available for additional testing and is reasonably
believed to be attributable to:

1. The perpetrator of an unsolved violent felony.

2. The unidentified human remains of a suspected homicide victim.

(b) All reasonable conventional investigative methods have been utilized and all
reasonable investigative leads have been pursued (e.g., relevant case information
entered in the National Missing and Unidentified Persons System (NamUs) and the
Violent Criminal Apprehension Program (ViCAP) national database).

(c) An STR DNA profile has been developed from the biological evidence collected in
the case and, absent unusual circumstances, has been uploaded to CODIS and any
applicable state DNA database for comparison with negative results.

613.4   COORDINATION
Once a preliminary determination has been made that a case may qualify for the use of FGG, the
lead investigating member should consult with the appropriate prosecutor to address current and
prospective legal issues and determine if a search warrant is required.

In the case of unidentified human remains, the lead investigator should also consult with the
Medical Examiner.

613.5   SUBMISSION OF SAMPLE
The biological evidence or extracted DNA should be submitted to a DNA typing laboratory
approved by the Agency in order to obtain a SNP DNA profile.

Once a SNP DNA profile has been obtained from the biological evidence or extracted DNA, the
lead investigating member should arrange for it to be compared to the SNP DNA profiles contained
in one or more genetic genealogy sites to identify possible genetic relatives. The lead investigator
should work with a qualified genetic genealogist as needed during this process.

When submitting a SNP DNA profile for comparison, the lead investigator or the authorized
designee (e.g., assigned genetic genealogist) shall notify the genetic genealogy site that the
request for comparison is from a law enforcement agency and confirm that the site's terms of
service permit FGG for the type of case being investigated. The use of the SNP DNA profile and
any subsequent comparison shall be limited to the original underlying investigation.
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If at any time during the FGG process the case no longer meets the criteria for FGG use, the
lead investigator should promptly notify the DNA typing laboratory, genetic genealogy site, and/or
genetic genealogist to cease any further analysis and to return all evidence, data, and materials
to the Agency.

613.6   ANALYSIS OF FGG DATA
Once results of a comparison are received from a genetic genealogy site, the information should
be evaluated by a genetic genealogist, who will assist the lead investigator in identifying potential
investigative leads.

The lead investigator should promptly and diligently pursue each viable lead identified through the
FGG process using traditional investigative methods, as appropriate, to:

(a) Eliminate an individual as a potential suspect in the case.

(b) Link an individual to the case as a potential suspect.

(c) Identify human remains.

613.7   COLLECTION OF THIRD-PARTY DNA SAMPLE
If it is determined that a third-party DNA sample (i.e., from a person not likely to be a suspect in
the investigation) should be collected and analyzed for FGG, consent from the third party should
be obtained prior to collection.

If there is a reasonable belief that the integrity of the investigation would be compromised by
seeking consent from the third party prior to collection, the lead investigator should consult with the
prosecutor regarding applicable laws and procedures in both the jurisdiction of the investigation
and the jurisdiction where the collection will occur, if different.

The use of a third-party DNA sample shall be limited to the original underlying investigation.

613.8   POST-IDENTIFICATION
Members shall not rely solely on FGG identification of a potential suspect for probable cause to
make an arrest or obtain an arrest warrant. Unless there is sufficient evidence independent of the
FGG data to support an arrest, a potential suspect identified through FGG should not be arrested
until the suspect's identity is confirmed.

Members shall not rely solely on FGG to identify human remains unless there is sufficient
evidence independent of the FGG data to declare the identification or confirmation testing has
been completed.

Confirmatory DNA testing should be conducted by collecting a known DNA sample from the
potential suspect or, in the case of unidentified human remains, from a close biological relative.
This known DNA sample should be submitted for comparison to the original unknown STR DNA
profile through conventional methods (e.g., in CODIS).
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The lead investigator should consult with the prosecutor to determine the appropriate method of
obtaining a known DNA sample.

Once the identity of a suspect or the identity of unidentified human remains has been confirmed
through conventional DNA testing, the lead investigator should:

(a) Consult with the prosecutor to evaluate the entire investigative file for consideration
of criminal charges or further investigation.

(b) If applicable, consult with the Medical Examiner for an amendment to a certificate of
death.

613.9   PRIVACY CONSIDERATIONS
Members should make reasonable efforts to respect and protect the privacy of non-suspect
genetic relatives identified through the FGG process. The names and identifying information
of any non-suspect genetic relatives should not be included in official reports, probable cause
declarations, or affidavits for search warrants and should not be disclosed unless otherwise
required by law or court order.

The lead investigator should formally request that the SNP DNA profile be removed from all genetic
genealogy sites upon identity confirmation and should retain a copy of the request for department
records. The lead investigator should request that all case-related records and data provided to,
or generated by, a genetic genealogist during the FGG process be returned to the Agency.

613.10   RETENTION OF DNA SAMPLES AND RELATED RECORDS
Genetic information, including any derivative profiles and genetic genealogy site user information,
should be retained in accordance with the established records retention schedule. The lead
investigator should coordinate with the Community Services Officer and provide adequate notice
to the appropriate prosecutor's office before destroying any profiles or data obtained from the
FGG process.

See the Property and Evidence Policy for guidelines regarding biological evidence, including DNA
samples.
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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 or funded by the Agency 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 (PCDs) but
is intended to include all mobile telephones, personal digital assistants (PDAs), wireless-capable
tablets, 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, emailing, using video or camera features, playing games, and accessing sites or
services on the internet.

702.2   POLICY
The City of Sherwood Police Department allows members to utilize department-issued or funded
PCDs and to possess personally owned PCDs in the workplace, subject to certain limitations. Any
PCD used while on- or off-duty for business-related purposes, or reasonably associated with work-
related misconduct, will be subject to monitoring and inspection consistent with applicable law
and this policy.

Additionally, the use of a PCD either on-duty or after duty hours for business-related purposes, or
reasonably associated with work-related misconduct, may subject the member and the member's
PCD records to civil or criminal discovery or disclosure under applicable public records laws.

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

702.3   PRIVACY EXPECTATION
Members forfeit any expectation of privacy with regard to any communication accessed,
transmitted, received or reviewed on any PCD issued or funded by the Agency and shall have
no expectation of privacy in their location should the device be equipped with location-detection
capabilities. This includes records of all keystrokes or web-browsing history made on the PCD.
The fact that access to a database, service, or website requires a username or password will not
create an expectation of privacy if it is accessed through department PCDs or networks (see the
Information Technology Use Policy for additional guidance).

Members have no expectation of privacy regarding any communications while using a personally
owned PCD for department-related business or when the use reasonably implicates work-related
misconduct.
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702.4   AGENCY-ISSUED PCD
Depending on a member’s assignment and the needs of the position, the Agency may, at its
discretion, issue or fund a PCD for the member’s use to facilitate on-duty performance. Agency-
issued or funded PCDs may not be used for personal business either on- or off-duty unless
authorized by the Police Chief or the authorized designee. Such devices and the associated
telephone number, if any, shall remain the sole property of the Agency and shall be subject to
inspection or monitoring (including all related records and content) at any time without notice and
without cause.

Unless a member is expressly authorized by the Police Chief 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
Members may carry a personally owned PCD while on-duty, subject to the following conditions
and limitations:

(a) Permission to carry a personally owned PCD may be revoked if it is used contrary to
provisions of this policy.

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

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

(d) The device should not be used for work-related purposes except in exigent
circumstances (e.g., unavailability of radio communications) or as otherwise
authorized by department procedures.

1. Use of a personally owned PCD for work-related business constitutes consent
for the Agency to access the PCD to inspect and copy the work-related data
(e.g., for litigation purposes, public records retention and release obligations,
internal investigations).

2. Use of and data within a personally owned PCD may be discoverable in cases
when there is reason to believe it is associated with work-related misconduct.

3. Searches of a personally owned PCD by the Agency should be limited to those
matters reasonably associated with the work-related business or work-related
misconduct.

(e) The device shall not be utilized to record or disclose any department 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
or appointment with the Agency, without the express authorization of the Police Chief
or the authorized designee.

(f) If the PCD is carried on-duty, members will provide the Agency with the telephone
number of the device.
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(g) All work-related documents, emails, photographs, recordings, and other public records
created or received on a member's personally owned PCD should be transferred to
the City of Sherwood Police Department and deleted from the member's PCD as soon
as reasonably practicable but no later than the end of the member's shift.

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

702.6   USE OF PCD
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). Members shall
endeavor to limit their use of PCDs to authorized break times unless an emergency
exists.

(d) Members may use a PCD to communicate with other personnel in situations where
the use of radio communications 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) Members are prohibited from taking pictures, audio or video 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 requires the express authorization of the Police Chief or the authorized
designee.

(f) Members will not access social networking sites for any purpose that is not official
department business. This restriction does not apply to a personally owned PCD used
during authorized break times.

(g) Using PCDs to harass, threaten, coerce, or otherwise engage in inappropriate conduct
with any third party is prohibited. Any member having knowledge of such conduct shall
promptly notify a supervisor.
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702.7   SUPERVISOR RESPONSIBILITIES
The responsibilities of supervisors include, but are not limited to:

(a) Ensuring that members under their command are provided appropriate training on the
use of PCDs consistent with this policy.

(b) Monitoring, to the extent practicable, PCD use in the workplace and taking prompt
corrective action if a member is observed or reported to be improperly using a PCD.

1. An investigation into improper conduct should be promptly initiated when
circumstances warrant.

(c) Before conducting any administrative search of a member's personally owned device,
supervisors should consult with the Police Chief or the authorized designee.

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, members who are operating vehicles that are not equipped with
lights and siren shall not use a PCD while driving unless the device is specifically designed
and configured to allow hands-free use (ORS 811.507). Hands-free use should be restricted to
business-related calls or calls of an urgent nature.

702.9   OFFICIAL USE
Members 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, members shall conduct sensitive
or private communications on a land-based or other department communications network.
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Property and Evidence
800.1   PURPOSE AND SCOPE
This policy provides for the proper collection, storage, and security of evidence and other property.
Additionally, this policy provides for the protection of the chain of evidence and those persons
authorized to remove and/or destroy property.

800.2   DEFINITIONS
Evidence - Includes items taken or recovered in the course of an investigation that may be used
in the prosecution of a case. This includes photographs and latent fingerprints.

Found Property - Includes property found by an employee or citizen that has no apparent
evidentiary value and where the owner cannot be readily identified or contacted.

Property - Includes all items of evidence, items taken for safekeeping, and found property.

Safekeeping - Includes the following types of property:

• Property obtained by the Agency for safekeeping, such as a firearm

• Personal property of an arrestee not taken as evidence

• Property taken for safekeeping under authority of a law

800.3   PROPERTY HANDLING
Any employee who first comes into possession of any property (except found bikes), shall retain
such property in his/her possession until it is properly tagged and placed in the designated property
locker or storage room along with the property form. Found bikes shall be left in the location of
discovery and not be placed into storage unless they are considered evidence to a crime. Any
person who finds a bike shall be advised of their rights as finder. Care shall be taken to maintain
the chain of custody for all evidence. When not specifically addressed by this manual, collection
and handling of all evidence and property should follow the guidelines established by the State
of Oregon Physical Evidence Manual.

Employees will provide a receipt for all items of property or evidence that are received or taken
from any person. If no person is present, and the property or evidence is removed from private
property or a vehicle, the employee will leave a receipt prominently placed on the private property
or the vehicle.

Where ownership can be established as to found property with no apparent evidentiary value,
such property may be released to the owner without the need for booking. The property form must
be completed to document the release of property not booked and the owner shall sign the form
acknowledging receipt of the item(s).
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800.3.1   PROPERTY BOOKING PROCEDURE
All property must be booked prior to the employee going off-duty unless otherwise approved by a
supervisor. Employees booking property shall observe the following guidelines:

(a) Complete the property form describing each item of property separately, listing all
serial numbers, owner’s name, finder's name, and other identifying information or
markings.

(b) Mark each item of evidence with the booking employee’s initials and the date booked
using the appropriate method so as not to deface or damage the value of the property.

(c) Complete an evidence/property tag and attach it to each package or envelope in which
the property is stored.

(d) Place the case number in the upper right-hand corner of the bag.

(e) The original property form shall be submitted with the case report. A copy shall be
placed with the property in the temporary property locker or with the property if property
is stored somewhere other than a property locker.

(f) When the property is too large to be placed in a locker, the item may be retained in the
supply room. Submit the completed property record into a numbered locker indicating
the location of the property.

800.3.2   NARCOTICS AND DANGEROUS DRUGS
All_narcotics and dangerous drugs (including paraphernalia as defined by ORS 475.525(2)) shall
be booked separately using a separate Property Record.

The officer seizing the narcotics and dangerous drugs shall place them in the designated locker
accompanied by two copies of the form for the Records Section and Detectives. The remaining
copy will be detached and submitted with the case report.

800.3.3   EXPLOSIVES/HAZARDOUS SUBSTANCES
Officers who encounter a suspected explosive device shall promptly notify their immediate
supervisor or the Shift Supervisor. The bomb squad will be called to handle explosive-related
incidents and will be responsible for the handling, storage, sampling, and disposal of all suspected
explosives. In the event of military ordnance, the closest military unit shall be notified and will be
responsible for removal of the device.

Explosives will not be retained in the police facility. Only fireworks that are considered stable and
safe and road flares or similar signaling devices may be booked into property. All such items shall
be stored in proper containers and in an area designated for the storage of flammable materials.
The Community Services Officer is responsible for transporting to the Fire Department, on a
regular basis, any fireworks or signaling devices that are not retained as evidence.

800.3.4   EXCEPTIONAL HANDLING
Certain property items require a separate process. The following items shall be processed in the
described manner:
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(a) Bodily fluids such as blood or semen stains shall be air dried prior to booking and
packages should be labeled with a biohazard sticker.

(b)

(c) All bicycles and bicycle frames require a property record. Property tags will be securely
attached to each bicycle or bicycle frame. The property may be released directly to the
Community Services Officer or placed in the bicycle storage area until a Community
Services Officer can log the property.

(d) All cash shall be counted in the presence of a supervisor and the envelope initialed
by the booking officer and the supervisor. The Shift Supervisor shall be contacted for
cash in excess of $1,000 for special handling procedures.

City property, unless connected to a known criminal case, should be released directly to the
appropriate City department. No formal booking is required. In cases where no responsible person
can be located, the property should be booked for safekeeping in the normal manner.

800.3.5   COLLECTION AND PRESERVATION OF DNA EVIDENCE
Because DNA evidence can play a key role in establishing guilt or innocence, it is important that
such evidence be collected, handled, and preserved in a manner that will maintain its integrity
for future testing. Unless impracticable to do so, officers should collect samples of all biological
evidence that may reasonably be used to incriminate or exculpate any person as part of any
criminal death investigation or a sex crime listed in ORS 163A.005. The Community Services
Officer will be responsible to ensure that biological evidence is preserved in an amount and manner
that is sufficient to develop a DNA profile.

Collection and preservation should follow established protocols as outlined in the Oregon Physical
Evidence Manual.

800.3.6   COLLECTION AND PRESERVATION OF SAFE KITS
Under current law, victims of sexual assault may seek medical assessment and choose not to
make a report to law enforcement, yet still have evidence collected and preserved. The City of
Sherwood Police Department will collect and maintain the chain of evidence for all Oregon State
Police Sexual Assault Forensic Evidence Kits (SAFE Kits) and any associated evidence collected
by medical facilities in this jurisdiction for victims of sexual assault, regardless of where the assault
may have occurred. Victims who choose to remain anonymous and not make a report shall not
be required to do so (ORS 147.397).

The collection and preservation of SAFE Kits from anonymous victims shall be handled by the
Support Section Section, which shall assign a detective to ensure their proper collection and
preservation. When a medical facility notifies this department that evidence of a sexual assault
has been collected and a SAFE Kit is available, the assigned detective shall be responsible for
the following:

(a) Respond promptly to the medical facility to retrieve the evidence.

(b) Provide a unique case number to a responsible representative of the medical facility,
which will be provided to the victim. The case number will be used to identify all
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associated evidence so that a chain of evidence can be maintained in the event the
victim later decides to report the assault.

(c) Ensure that no identifying information regarding the victim, other than the case
number, is visible on the evidence packaging.

(d) Prepare and submit an evidence report and book the evidence in accordance with
current evidence procedures.

A SAFE Kit collected for a victim whose identity is not disclosed should be maintained in the same
manner as other SAFE Kits, but should not be opened until or unless the victim reports the assault.
Opening SAFE Kits may compromise the admissibility of evidence in the event of a prosecution.

800.3.7   STORAGE OF SURRENDERED WEAPONS
Officers shall accept and store any weapons and ammunition from an individual who has been
ordered by a court pursuant to an extreme risk protection order (ORS 166.527) or a protection
order or judgment of conviction subject to the provisions of ORS 166.255 to surrender weapons
and ammunition. The officer receiving the surrendered items shall prepare a property receipt and
provide the individual with a copy. The officer should promptly forward the original receipt to the
Support Captain for timely filing with the court (ORS 166.537).

800.4   PACKAGING OF PROPERTY
Certain items require special consideration and shall be booked separately as follows:

(a) Narcotics and dangerous drugs

(b) Firearms (ensure they are unloaded and booked separately from ammunition). A flex
cuff or similar device should be inserted through the chamber, barrel, or cylinder
whenever possible.

(c) Property with more than one known owner

(d) Paraphernalia as described in ORS 475.525(2)

(e) Fireworks and other hazardous materials

(f) Contraband

800.4.1   PACKAGING CONTAINER
Employees shall package all property in a suitable container available for its size. Knife boxes
should be used to package knives. All packages containing evidence must be sealed with evidence
tape, initialed, and dated across the seal.

Needles or syringes will normally be disposed of in a sharps container and will not be submitted
to the Property Room; however, when required for evidence in a serious crime or in a major
investigation, a syringe tube should be used for packaging.

A property tag shall be securely attached to the outside of all items or group of items packaged
together.

Resolution 2024-072, EXH 1 
October 29, 2024, Page 60 of 107

196



City of Sherwood Police Department
Sherwood PD OR Policy Manual

Property and Evidence

Copyright Lexipol, LLC 2024/10/23, All Rights Reserved.
Published with permission by City of Sherwood Police
Department

***DRAFT*** Property and Evidence - 497

800.4.2   PACKAGING NARCOTICS
The officer seizing narcotics and dangerous drugs shall retain such property in their possession
until it is properly weighed, packaged, tagged, and placed in the designated narcotics locker,
accompanied by two copies of the property record. Prior to packaging and if the quantity allows, a
presumptive test should be made on all suspected narcotics. If conducted, the results of this test
shall be included in the officer's report.

Narcotics and dangerous drugs shall be packaged in an envelope of appropriate size available in
the report room. The booking officer shall initial the sealed envelope and the initials covered with
cellophane tape. Narcotics and dangerous drugs shall not be packaged with other property.

A completed property tag shall be attached to the outside of the container. The chain of evidence
shall be recorded on the back of this tag.

800.5   RECORDING OF PROPERTY
The Community Services Officer receiving custody of evidence or property shall record his/her
signature, the date and time the property was received and where the property will be stored on
the property control card.

A property number shall be obtained for each item or group of items. This number shall be recorded
on the property tag and the property control card.

Any changes in the location of property held by the City of Sherwood Police Department shall be
noted in the property logbook.

800.6   PROPERTY ROOM SECURITY
Access to the Property Room shall be tightly controlled and limited to Community Services Officers
unless visitors are logged in and out, including the time, date and purpose of entry. All personnel
entering the Property Room must be accompanied at all times by a Community Services Officer.

800.6.1   RESPONSIBILITY OF OTHER PERSONNEL
Every time property is released or received, an appropriate entry on the evidence package shall
be completed to maintain the chain of possession. No evidence is to be released without first
receiving written authorization from the assigned investigator or his/her supervisor.

Request for analysis for items other than narcotics or drugs shall be completed on the appropriate
forms and submitted to the Community Services Officer. This request may be filled out any time
after the booking of property or evidence.

800.6.2   TRANSFER OF EVIDENCE TO CRIME LABORATORY
The transporting employee will check the evidence out of property, indicating the date and time
on the property control card and the request for laboratory analysis.

The Community Services Officer releasing the evidence must complete the required information
on the property control card and the evidence. The lab forms will be transported with the property
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to the examining laboratory. Upon delivering the item involved, the officer will record the delivery
time on both copies, and indicate the locker in which the item was placed or the employee to whom
it was delivered. The original copy of the lab form will remain with the evidence and the copy will
be returned to the Records Section for filing with the case.

800.6.3   STATUS OF PROPERTY
Each person receiving property will make the appropriate entry to document the chain of evidence.
Temporary release of property to officers for investigative purposes, or for court, shall be noted
on the property control card, stating the date, time and to whom released.

The Community Services Officer shall obtain the signature of the person to whom property is
released, and the reason for release. Any employee receiving property shall be responsible for
such property until it is properly returned to property or properly released to another authorized
person or entity.

The return of the property should be recorded on the property control card, indicating date, time,
and the person who returned the property.

800.6.4   RELEASE OF PROPERTY
Property_may be released to a verified owner at the discretion of the Community Services Officer
without further authorization. A Community Services Officer shall release the property upon proper
identification being presented by the owner for which an authorized release has been received.
A signature of the person receiving the property shall be recorded on the original property form.
After release of all property entered on the property control card, the card shall be forwarded to
the Records Section for filing with the case. If some items of property have not been released,
the property card will remain with the property division. Upon release, the proper entry shall be
documented in the Property Log.

All reasonable attempts shall be made to identify the rightful owner of found property or evidence
not needed for an investigation. Property not claimed within 30 days after notification of owner of
its availability for release will be auctioned, destroyed, or disposed of in accordance with these
procedures and existing law.

Unless the owner is known, found property and property held for safekeeping will be held for at
least 90 days.

800.6.5   RELEASE OF EVIDENCE
Evidence may only be released with the authorization of the DA’s office and the officer or detective
assigned to the case.

Once a case has been adjudicated or passed the statute of limitations for prosecution, a
Community Services Officer will request a disposition authorization from the DA’s office and the
assigned officer or detective. Care should be taken to ensure there are no outstanding warrants
for suspects or additional defendants for the same case prior to authorizing release.
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Release of evidence shall be made upon receipt of an authorized release form, listing the name
and address of the person to whom the property is to be released. The release authorization shall
be signed by the assigned officer or detective and must conform to the items listed on the property
form or must specify the specific item(s) to be released. Once evidence has been authorized for
release and is no longer needed for any pending criminal cases, it shall be considered property
and released or disposed of in accordance with those procedures.

800.6.6   DISPUTED CLAIMS TO PROPERTY
Occasionally more than one party may claim an interest in property being held by the City of
Sherwood Police Department, and the legal rights of the parties cannot be clearly established.
Such property shall not be released until one party has obtained a valid court order or other
undisputed right to the involved property.

All parties should be advised that their claims are civil and in extreme situations, legal counsel for
the City of Sherwood Police Department may wish to file an interpleader to resolve the disputed
claim (ORCP 31).

800.6.7   CONTROL OF NARCOTICS AND DANGEROUS DRUGS
The Investigation Unit will be responsible for the storage, control, and destruction of all narcotics
and dangerous drugs coming into the custody of this department.

800.6.8   RELEASE OF DEADLY WEAPONS IN EXTREME RISK PROTECTION ORDER
MATTERS
If an extreme risk protection order is terminated or expires without renewal, a deadly weapon or
concealed handgun license that was surrendered pursuant to the order shall be returned to the
person after (ORS 166.540):

(a) Confirming through a background check, if the deadly weapon is a firearm, that the
person is legally eligible to own or possess the firearm under federal and state law; and

(b) Confirming that the extreme risk protection order is no longer in effect.

If a third party claims lawful ownership or rightful possession to a deadly weapon that was
surrendered pursuant to an extreme risk protection order, the Agency may return the weapon to
the third party if the third party provides proof of ownership and affirms by sworn affidavit that
(ORS 166.537(5)):

• He/she may lawfully possess the deadly weapon.

• He/she did not consent to the prior possession of the deadly weapon by the person
subject to the extreme risk protection order.

• He/she will prevent the person subject to the order from accessing or possessing the
deadly weapon in the future.

A deadly weapon that remains unclaimed shall be disposed of in accordance with Agency policies
and procedures for disposal of deadly weapons (ORS 166.540).
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800.6.9   RELEASE OF FIREARMS IN DOMESTIC VIOLENCE PROTECTION ORDER
MATTERS
If a protection order subject to the provisions of ORS 166.255 is terminated or expires without
renewal, any firearms or ammunition surrendered pursuant to the order shall be returned upon
the request of the respondent after the following actions are taken (ORS 166.257):

(a) Notify the Department of Justice of the request.

(b) Confirm that the protection order is no longer in effect.

(c) Confirm through a background check that the respondent is legally eligible to own or
possess firearms and ammunition under federal and state law.

Return of the surrendered items will take place no earlier than 72 hours after the request was
received (ORS 166.257).

Firearms and ammunition that remain unclaimed shall be disposed of in accordance with
department policies and procedures for disposal of deadly weapons (ORS 166.540).

800.7   DISPOSITION OF PROPERTY
All property not held for evidence in a pending criminal investigation or proceeding, and held for 90
days or longer (60 days or more, plus 30 days after notice), where the owner has not been located
or fails to claim the property, may be disposed of in compliance with existing laws upon receipt of
proper authorization for disposal. The Community Services Officer shall request a disposition or
status on all property that has been held in excess of 120 days, and for which no disposition has
been received from a supervisor or detective. ORS 98.245 and ORS 98.336 govern the disposition
of property held by law enforcement agencies.

800.7.1   DEFINITIONS
As set out in ORS 98.245, the following definition applies to the disposition of property by law
enforcement agencies:

Unclaimed Property - Personal property that was seized by the City of Sherwood Police
Department as evidence, abandoned property, found property or stolen property, and that has
remained in the physical possession of the City of Sherwood Police Department for a period of
more than 60 days following conclusion of all criminal actions related to the seizure of the evidence,
abandoned property, found property or stolen property, or conclusion of the investigation if no
criminal action is filed.

800.7.2   DISPOSITION
Unclaimed property will be disposed of in accordance with the provisions of ORS 98.245. Disposal
may consist of:

(a) Destruction

(b) Sale at public auction

(c) Retention for public use
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800.7.3   RETENTION OF BIOLOGICAL EVIDENCE
The Property and Evidence supervisor shall ensure that no biological evidence held by the Agency
is destroyed without adequate notification to the following persons, when applicable:

(a) The defendant

(b) The defendant’s attorney

(c) The appropriate prosecutor

(d) Any sexual assault victim

(e) The Support Section Section supervisor

Biological evidence shall be retained for a minimum period established by law (ORS 133.707),
the Property and Evidence supervisor or the expiration of any sentence imposed related to the
evidence, whichever time period is greater. Following the retention period, notifications should
be made by certified mail and should inform the recipient that the evidence will be destroyed
after a date specified in the notice unless a motion seeking an order to retain the sample is
filed and served on the Agency within 90 days of the date of the notification. A record of all
certified mail receipts shall be retained in the appropriate file. Any objection to, or motion regarding,
the destruction of the biological evidence should be retained in the appropriate file and a copy
forwarded to the Support Section Section supervisor.

Biological evidence related to a homicide shall be retained indefinitely and may only be destroyed
with the written approval of the Police Chief and the head of the applicable prosecutor’s office.

Biological evidence from an unsolved sexual assault should not be disposed of prior to expiration
of the statute of limitations. Even after expiration of the applicable statute of limitations, the Support
Section Section Commander should be consulted and the sexual assault victim should be notified.

The Property and Evidence supervisor should incorporate OAR 137-140-0030 et seq. as
applicable to the preservation and documentation of biological evidence. Sexual assault kits,
including anonymous kits, shall be retained by the Agency no less than 60 years after the collection
of the evidence (ORS 181A.325).

800.8   INSPECTIONS OF THE EVIDENCE ROOM

(a) On a quarterly basis, the supervisor of the Community Services Officer shall make
a documented inspection of the evidence/property storage areass and practices to
ensure adherence to appropriate policies and procedures.

(b) Unannounced documented inspections of evidence/property storage areas shall be
conducted as directed by the Police Chief.

(c) An annual documented audit of a random sample of evidence held by the Agency
shall be conducted by a Section Commander designated by the Police Chief who is
not routinely or directly connected with evidence/property control.

(d) Whenever a change is made in personnel who have regular access to the secure
areas of evidence/property storage, a documented inventory of all evidence/property
shall be made by members not associated with evidence control.
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(e) If there is reason to believe evidence has been tampered with, a documented inventory
of all evidence/property shall be conducted by members not associated with evidence
control.
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Records Section
802.1   PURPOSE AND SCOPE
This policy establishes the guidelines for the operational functions of the City of Sherwood Police
Department Records Section. The policy addresses department file access and internal requests
for case reports._

802.2   POLICY
It is the policy of the City of Sherwood Police Department to maintain department records securely,
professionally, and efficiently.

802.3   RESPONSIBILITIES

802.3.1   SUPPORT CAPTAIN
The Police Chief shall appoint and delegate certain responsibilities to a Support Captain. The
Support Captain shall be directly responsible to the Administration Section Commander or the
authorized designee.

The responsibilities of the Support Captain include but are not limited to:

(a) Overseeing the efficient and effective operation of the Records Section.

(b) Scheduling and maintaining Records Section time records.

(c) Supervising, training, and evaluating Records Section staff.

(d) Maintaining and updating a Records Section procedure manual.

(e) Ensuring compliance with established policies and procedures.

(f) Supervising the access, use, and release of protected information (see the Protected
Information Policy).

(g) Establishing security and access protocols for case reports designated as sensitive,
where additional restrictions to access have been implemented. Sensitive reports may
include but are not limited to:

1. Homicides

2. Cases involving department members or public officials

3. Any case where restricted access is prudent

(h) Ensure that information is entered into the Oregon State Police Law Enforcement Data
System (LEDS) from court orders received as required by Oregon law.

802.3.2   RECORDS SECTION
The responsibilities of the Records Section include but are not limited to:

(a) Maintaining a records management system for case reports.
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1. The records management system should include a process for numbering,
identifying, tracking, and retrieving case reports.

(b) Entering case report information into the records management system.

1. Modification of case reports shall only be made when authorized by a supervisor.

(c) Providing members of the Agency with access to case reports when needed for
investigation or court proceedings.

(d) Maintaining compliance with federal, state, and local regulations regarding reporting
requirements of crime statistics.

(e) Maintaining compliance with federal, state, and local regulations regarding criminal
history reports and auditing.

(f) Identifying missing case reports and notifying the responsible member's supervisor.

(g) Establishing a process for collecting and submitting data to appropriate federal
data collection authorities (e.g., FBI National Use-of-Force Data Collection, U.S.
Department of Justice's National Law Enforcement Accountability Database), as
applicable, for the following types of occurrences:

1. Officer suicides

2. Officer misconduct

3. Uses of force (ORS 181A.663)

4. Officer deaths or assaults

5. Crime incidents

6. Deaths in custody

(h) Maintaining records of reports received from OSP of persons who are prohibited from
possessing firearms attempting to purchase or otherwise procure them, and of the
actions taken by the Agency in response to those reports. Information and outcome
of the actions taken by the Agency shall be provided to OSP on or before Jan. 31 of
each year as required by ORS 166.412 and ORS 166.436.

(i) Assigning UCR codes to all crime reports in accordance with the Federal Bureau of
Investigation's Uniform Crime Reporting Program, entering such information into the
City of Sherwood Police Department data system, and transmitting it on a monthly
basis to the Oregon State Police Law Enforcement Data System (LEDS) (ORS
181A.225)

802.4   FILE ACCESS AND SECURITY
The security of files in the Records Section must be a high priority and shall be maintained as
mandated by state or federal law. All case reports including but not limited to initial, supplemental,
follow-up, evidence and any other reports related to a police department case, including field
interview (FI) cards, criminal history records, and publicly accessible logs, shall be maintained
in a secure area within the Records Section, and accessible only by authorized members of the
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Records Section. Access to case reports or files when Records Section staff is not available may
be obtained through the Shift Supervisor.

The Records Section will also maintain a secure file for case reports deemed by the Police Chief
as sensitive or otherwise requiring extraordinary access restrictions.

802.4.1   ORIGINAL CASE REPORTS
Generally, original case reports shall not be removed from the Records Section. Should an
original case report be needed for any reason, the requesting department member shall first
obtain authorization from the Support Captain. All original case reports removed from the Records
Section shall be recorded on a designated report check-out log, which shall be the only authorized
manner by which an original case report may be removed from the Records Section.

All original case reports to be removed from the Records Section shall be photocopied and the
photocopy retained in the file location of the original case report until the original is returned to
the Records Section. The photocopied report shall be shredded upon return of the original report
to the file.

802.5   CONFIDENTIALITY
Records Section staff has access to information that may be confidential or sensitive in nature.
Records Section staff shall not access, view, or distribute, or allow anyone else to access, view,
or distribute, any record, file, or report, whether in hard copy or electronic file format, or any
other confidential, protected, or sensitive information except in accordance with the Records
Maintenance and Release and Protected Information policies and the Records Section procedure
manual.

802.6   LAW ENFORCEMENT DATA SYSTEM (LEDS) VALIDATION

802.6.1   VEHICLE / VEHICLE PARTS VALIDATIONS
Upon receipt of a Vehicle / Vehicle Parts Validations list from LEDS, the working copy of said case
to be validated is pulled from its designated place in the Records office and placed in the LEDS
VALIDATION FILE drawer.

Once the files are pulled, they are checked for accurate contact information, i.e. telephone
numbers and addresses. If no current phone numbers are available then a letter is sent to the
registered owner. If the letter is returned unclaimed or no response is received within the allotted
time allowed (15 days from date of letter), the vehicle may be cleared from LEDS/NCIC.

If an insurance company has paid the owner for the stolen vehicle, said insurance company is
to be contacted. It is necessary to keep insurance information current and accurate. If the phone
numbers listed for the insurance company have been disconnected or are no longer in service and/
or letters have been returned as undeliverable and/or no response from the insurance company
has been received within the allotted 15-day period, the entries into LEDS/NCIC may be cancelled.
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Once the above process has been completed on each entry for a particular file, all documentation
pertaining to the Validation process is placed in the original file and the file is returned to the
appropriate permanent file storage.

A working copy is defined as the copy of the case kept in records upon entry of the stolen
information into LEDS.

802.6.2   GUNS VALIDATIONS
Upon receipt of a Guns Validations list from LEDS, the working copy of said case to be validated
is pulled from its designated place in the Records office and placed in the LEDS VALIDATION
FILE drawer.

Once the files are pulled, they are checked for accurate contact information, i.e. telephone
numbers and addresses. If no current phone numbers are available then a letter is sent to the
registered owner. If the letter is returned unclaimed or no response is received within the allotted
time allowed (15 days from date of letter), the gun may be cancelled from LEDS/NCIC.

If an insurance company has paid the owner for the stolen gun, said insurance company is to
be contacted. It is necessary to keep insurance information current and accurate. If the phone
numbers listed for the insurance company have been disconnected or are no longer in service and/
or letters have been returned as undeliverable and/or no response from the insurance company
has been received within the allotted 15-day period, the LEDS/NCIC entries may be cancelled.

Once the above process has been completed on each entry for a particular file, all documentation
pertaining to the Validation process is placed in said file and the file is returned to the appropriate
permanent file storage.

A working copy is defined as the copy of the case kept in records upon entry of the stolen
information into LEDS.

802.6.3   ARTICLES / SECURITIES VALIDATIONS
Upon receipt of an Articles / Securities Validations list from LEDS, the working copy of said case
to be validated is pulled from its designated place in the Records office and placed in the LEDS
VALIDATION FILE drawer.

Once the files are pulled, they are checked for accurate contact information, i.e. telephone
numbers and addresses. If no current phone numbers are available then a letter is sent to the
registered owner. If the letter is returned unclaimed or no response is received within the allotted
time allowed (15 days from date of letter), the article or security may be cancelled from LEDS/
NCIC.

If an insurance company has paid the owner for the stolen article or security, said insurance
company is to be contacted. It is necessary to keep insurance information current and accurate.
If the phone numbers listed for the insurance company have been disconnected or are no longer
in service and/or letters have been returned as undeliverable and/or no timely response has been
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received from the insurance company within the allotted 15-day period, the LEDS/NCIC entries
may be cancelled.

A working copy is defined as the copy of the case kept in records upon entry of the stolen
information into LEDS.

802.6.4   BOATS / BOAT PARTS VALIDATIONS
Upon receipt of a Boats / Boat Parts Validations list from LEDS, the working copy of said case
to be validated is pulled from its designated place in the Records office and placed in the LEDS
VALIDATION FILE drawer.

Once the files are pulled, they are checked for accurate contact information, i.e. telephone
numbers and addresses. If no current phone numbers are available then a letter is sent to the
registered owner. If the letter is returned unclaimed or no response is received within the allotted
time allowed (15 days from date of letter), the boat may be cleared from LEDS/NCIC.

If an insurance company has paid the owner for the stolen boat, said insurance company is to
be contacted. It is necessary to keep insurance information current and accurate. If the phone
numbers listed for the insurance company have been disconnected or are no longer in service
and/or letters have been returned as undeliverable and/or no timely response has been received
from the insurance company within the allotted 15-day period, the LEDS/NCIC entries may be
cancelled.

Once the above process has been completed on each entry for a particular file, all documentation
pertaining to the Validation process is placed in said file and the file is returned to the appropriate
permanent file storage.

A working copy is defined as the copy of the case kept in records upon entry of the stolen
information into LEDS.

802.6.5   MISSING PERSONS VALIDATIONS
Upon receipt of a Missing Persons Validations list from LEDS, the working copy of said case to
be validated is pulled from its designated place in the Records office and placed in the LEDS
VALIDATION FILE drawer.

If the person who has been reported as missing as not been located within 30 days after the
missing person report is made, the officer assigned to said case shall contact the reporting party
and determine if the person is still missing.

All records for juvenile, runaways, or missing persons that cannot be validated will be retained
in the system.

Upon receipt of a License Plates Validations list from LEDS, the working copy of said case to
be validated is pulled from its designated place in the Records office and placed in the LEDS
VALIDATION FILE drawer.

Once the files are pulled, they are checked for accurate contact information, i.e. telephone
numbers and addresses. If no current phone numbers are available then a letter is sent to the
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registered owner. If the letter is returned unclaimed or no response is received within the allotted
time allowed (15 days from date of letter), the license plate(s) may be cleared from LEDS/NCIC.

If the tags on the stolen license plate(s) have expired, the entries in LEDS/NCIC can be cleared.

Once the above process has been completed on each entry for a particular file, all documentation
pertaining to the Validation process is placed in said file and the file is returned to the appropriate
permanent file storage.

A working copy is defined as the copy of the case kept in records upon entry of the stolen
information into LEDS.
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Records Maintenance and Release
805.1   PURPOSE AND SCOPE
This policy provides guidance on the maintenance and release of department records. Protected
information is separately covered in the Protected Information Policy.

805.2   POLICY
The City of Sherwood Police Department is committed to providing public access to records in a
manner that is consistent with the Oregon Public Records Law.

805.3   CUSTODIAN OF RECORDS RESPONSIBILITIES
The Police Chief shall designate a Custodian of Records. The responsibilities of the Custodian of
Records include but are not limited to (ORS 192.318; OAR 166-020-0010 et seq.):

(a) Managing the records management system for the Agency, including the retention,
archiving, release, and destruction of department public records (OAR 166-017-0005
et seq.; OAR 166-030-0005 et seq.).

(b) Maintaining and updating the department records retention schedule, including:

1. Identifying the minimum length of time the Agency must keep records.

2. Identifying the department section responsible for the original record.

(c) Establishing rules regarding the inspection and copying of department public records
as reasonably necessary for the protection of such records.

(d) Identifying records or portions of records that are confidential under state or federal
law and not open for inspection or copying.

(e) Establishing rules regarding the processing of subpoenas for the production of
records.

(f) Ensuring the availability of a current schedule of fees for public records as allowed by
law (ORS 192.324(4); ORS 192.324(5)).

(g) Preparing and making available to the public a written procedure that includes the
name of one or more individuals and address of where to send record requests to
obtain department records as well as the amounts and the manner of calculating fees
for responding to requests for public records (ORS 192.324(7)).

805.4   PROCESSING REQUESTS FOR PUBLIC RECORDS
Any department member who receives a request for any record shall route the request to the
Custodian of Records or the authorized designee.

805.4.1   DENIALS
If the Custodian of Records determines that a requested record is not subject to disclosure or
release, the Custodian of Records shall inform the requester in writing of that fact and state the
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reason for the denial. When the denial is pursuant to federal or state law, the specific law shall
be provided to the requester (ORS 192.329).

When asserting that a record is exempt, the written statement of denial shall include a statement
that the requester may seek review of the determination pursuant to Oregon Law as identified
by ORS 192.329.

If the denial is challenged by the requester by petition to the District Attorney, the Agency will have
the burden to support the denial (ORS 192.415).

805.4.2   REQUESTS FOR RECORDS
The processing of requests for any record is subject to the following (ORS 192.324; ORS 192.329):

(a) Requests for public records shall be made in writing.

(b) The Agency is not required to create records that do not exist.

(c) Within five business days of receiving a written request to inspect or receive a copy of
a public record, the Custodian of Records or authorized designee shall acknowledge
receipt of the request or complete the response to the request.

(d) A written acknowledgement shall advise the requester of one of the following:

1. The Agency is the custodian of the requested record.

2. The Agency is not the custodian of the requested record.

3. The Agency is uncertain whether the Agency is the custodian of the requested
record.

(e) As soon as reasonably practicable but not later than 10 business days after
acknowledgement of receipt of the request, the Custodian of Records shall:

1. Complete the response to the records request or;

2. Provide a written statement that the request is being processed and a
reasonable estimated date by which the response should be completed based
on the information currently available.

(f) A request for records is considered complete when:

1. Access or copies of the requested public records are provided to the requester
or an explanation is provided to the requester where the records are publicly
available.

2. A written statement is sent to the requester that an exemption exists and that
access is denied.

(a) When a record contains material with release restrictions and material
that is not subject to release restrictions, the restricted material shall be
redacted, and the unrestricted material released (ORS 192.338).

1. A copy of the redacted release should be maintained in the case file
for proof of what was actually released and as a place to document
the reasons for the redactions. If the record is audio/video, a copy
of the redacted audio/video release should be maintained in the
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department-approved media storage system and a notation should
be made in the case file to document the release and the reasons
for the redacted portions.

3. A written statement is sent to the requester that the Agency is not the custodian
of records for the record requested.

4. A written statement that state or federal law prohibits the Agency from
acknowledging whether the record exists or would result in the loss of federal
benefits or other sanctions. This statement shall include the state or federal law
citation relied upon by the Agency.

(g) If a fee is permitted under ORS 192.324(4) and the requester has been informed, the
request is suspended until the requester has paid the fee or the Agency has waived
the fee. If the fee is not paid within 60 days of informing the requester of the fee or of
the denial of the request for a fee waiver, the request shall be closed.

(h) If necessary, the Custodian of Records or the authorized designee may request
additional information or clarification for the purpose of expediting the response to the
request. The response to the request is suspended until the requester provides the
requested information, clarification, or affirmatively declines to provide the information
or clarification. If the requester fails to respond within 60 days, the request shall be
closed.

(i) If the public record is maintained in a machine readable or electronic form, a copy
of the public record shall be provided in the form requested, if available. If the public
record is not available in the form requested, the public record shall be made available
in the form in which it is maintained.

805.5   RELEASE RESTRICTIONS
Examples of release restrictions include:

(a) Personal identifying information, including an individual's photograph; Social Security
and driver identification numbers; name, address, and telephone number; and medical
or disability information that is contained in any driver license record, motor vehicle
record, or any department record, including traffic collision reports, is restricted except
as authorized by the Agency, and only when such use or disclosure is permitted or
required by law to carry out a legitimate law enforcement purpose (18 USC § 2721;
18 USC § 2722).

(b) Personal identifying information of members including Social Security number, date
of birth, telephone number, home address, email address, driver license number,
employer-issued identification card number, emergency contact information, medical
information, or information of a personal nature that would constitute an unreasonable
invasion of privacy (ORS 192.345; ORS 192.355).

1. A showing of clear and convincing evidence that public interest requires
disclosure may overcome the restriction.

(c) Member identification badge or card as provided in ORS 192.371.
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(d) Information regarding a member working undercover and for the period of six months
after the conclusion of those duties unless the member consents in writing or
disclosure is required by law (ORS 181A.672).

(e) A photograph of public safety personnel without the written consent of that member
(ORS 181A.674).

(f) Personnel discipline action, including materials or documents supporting the action,
unless allowed by law (ORS 181A.674; ORS 192.345(12)).

(g) Certain victim information, including participants in the Address Confidentiality
Program (ORS 192.368; ORS 192.844).

(h) Certain juvenile records (ORS 419A.257).

(i) Certain ongoing investigation material for criminal law purposes (ORS 192.345(3)).

(j) Audio or video records of internal investigation interviews (ORS 192.385).

(k) Certain types of reports involving but not limited to child abuse (ORS 419B.035) and
adult abuse (ORS 124.090; ORS 430.763; ORS 441.671).

(l) Records relating to pending litigation and to potential litigation that is reasonably likely
to occur in which the Agency is or will be named as a party (ORS 192.345(1)).

(m) Certain identifying information of an individual who has applied for, or is a current or
former holder of, a concealed handgun license as provided in ORS 192.374.

(n) Specific operation plans in connection with an anticipated threat to individual or public
safety (ORS 192.345(18)).

(o) Any public records or information the disclosure of which is prohibited by federal law
(ORS 192.355).

(p) Any public records or information the disclosure of which is prohibited or restricted, or
made confidential or privileged under Oregon law (ORS 192.355).

(q) Records less than 75 years old that were sealed in compliance with statute or by court
order. Such records may only be disclosed in response to a court order (ORS 192.398).

(r) Records of a person who has been in the custody of the Agency are exempt from
disclosure for 25 years after termination of such custody. Disclosure of the fact that a
person is in custody is allowed (ORS 192.398).

(s) Audio or video recordings from an officer's body-worn camera. Such recordings may
only be disclosed under the conditions provided by ORS 192.345(40), including facial
blurring.

(t) Personal information of complainants and of officers who are the subject of bias-based
policing complaints. "Personal information" means an individual's name, address, date
of birth, photograph, fingerprint, biometric data, driver license number, identification
card number, or any other unique personal identifier or number (ORS 131.925; ORS
807.750).

(u) The identity of an individual or an officer from traffic or pedestrian stop data collected
by the Agency (ORS 131.935).
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(v) Information regarding the immigration status of any victim who is requesting
certification for a U or T visa, or any documents submitted for U or T visa certification
and any written responses to a certification request except where allowed by law (ORS
147.620).

(w) Images of a deceased person or parts of a deceased body that are part of a department
investigation if public disclosure would constitute an unreasonable invasion of privacy
of the deceased person's family (ORS 192.355).

1. A showing of clear and convincing evidence that public interest requires
disclosure may overcome the restriction.

805.6   SUBPOENAS AND DISCOVERY REQUESTS
Any member who receives a subpoena duces tecum or discovery request for records should
promptly contact a supervisor and the Custodian of Records for review and processing. While a
subpoena duces tecum may ultimately be subject to compliance, it is not an order from the court
that will automatically require the release of the requested information.

Generally, discovery requests and subpoenas from criminal defendants and their authorized
representatives (including attorneys) should be referred to the District Attorney, City Attorney or
the courts.

All questions regarding compliance with any subpoena duces tecum or discovery request should
be promptly referred to legal counsel for the Agency so that a timely response can be prepared.

805.7   RELEASED RECORDS TO BE MARKED
Each page of any written record released pursuant to this policy should be stamped in a colored
ink or otherwise marked to indicate the department name and to whom the record was released.

Each audio/video recording released should include the department name and to whom the record
was released.

805.8   EXPUNGEMENT
Expungement orders received by the Agency shall be reviewed for appropriate action by the
Custodian of Records. The Custodian of Records shall seal such records as ordered by the court.
Records may include but are not limited to a record of arrest, investigation, detention, or conviction.
Once a record is sealed, members shall respond to any inquiry as though the record did not exist
(ORS 137.225; ORS 419A.269).

805.9   SECURITY BREACHES
In the event of an unauthorized acquisition of personal information, the Police Chief or the
authorized designee shall ensure that an investigation into the breach is made and applicable
steps pursuant to ORS 646A.602 et seq. are taken.

Required notice shall be made as follows (ORS 646A.604):
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(a) Notice shall be made to any individual whose private or confidential data was or
is reasonably believed to have been breached. Notice shall be provided in the
most expeditious manner possible, without unreasonable delay, but not later than
45 days after becoming aware of the breach, unless the notice impedes a criminal
investigation.

1. The notice shall be made as set forth in ORS 646A.604 and include a general
description of the breach of security; the approximate date of the breach; the
type of information that was compromised; the contact information for the person
providing the notice; the contact information for national consumer reporting
agencies; and that any suspected identity theft should be reported to law
enforcement, the Attorney General, and the Federal Trade Commission.

(b) When notice is delayed because it will impede an active criminal investigation, the
member in charge of the investigation must document the reason why a delay in
notification is necessary to the investigation.

(c) Provide substitute notice if notification would cost more than $250,000 or if there were
more than 350,000 individuals whose personal information was breached.

(d) If notification is required to be made to more than 1,000 individuals, the City of
Sherwood Police Department should also notify consumer reporting agencies.

(e) Provide notice to the Oregon Attorney General if the breach involves the personal
information of more than 250 people along with a copy of any notice sent to individuals
whose personal information was affected.

(f) Document when a breach of security is unlikely to cause any harm and does not
require notification. In these cases, the documentation shall be maintained for at least
five years.
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Custodial Searches
901.1   PURPOSE AND SCOPE
This policy provides guidance regarding searches of individuals in custody. Such searches are
necessary to eliminate the introduction of contraband, intoxicants or weapons into the City of
Sherwood Police Department facility. Such items can pose a serious risk to the safety and security
of department members, individuals in custody, contractors and the public.

Nothing in this policy is intended to prohibit the otherwise lawful collection of evidence from an
individual in custody.

901.1.1   DEFINITIONS
Definitions related to this policy include:

Custody Search - An in-custody search of an individual and of his/her property, shoes and
clothing, including pockets, cuffs and folds on the clothing, to remove all weapons, dangerous
items and contraband.

Physical body cavity search - A search that includes a visual inspection and may include
a physical intrusion into a body cavity. Body cavity means the stomach or rectal cavity of an
individual, and the vagina of a female person.

Strip search - A search that requires an individual to remove or rearrange some or all of
his/her clothing to permit a visual inspection of the underclothing, breasts, buttocks, anus or
outer genitalia. This includes monitoring an individual who is changing clothes, where his/her
underclothing, buttocks, genitalia or female breasts are visible.

901.2   POLICY
All searches shall be conducted with concern for safety, dignity, courtesy, respect for privacy and
hygiene, and in compliance with policy and law to protect the rights of those who are subject to
any search.

Searches shall not be used for intimidation, harassment, punishment or retaliation.

901.3   FIELD AND TRANSPORTATION SEARCHES
An officer should conduct a custody search of an individual immediately after his/her arrest, when
receiving an individual from the custody of another, and before transporting a person who is in
custody in any department vehicle.

Whenever practicable, a custody search should be conducted by an officer of the same sex as
the person being searched. If an officer of the same sex is not reasonably available, a witnessing
officer should be present during the search.
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901.4   SEARCHES AT POLICE FACILITIES
Custody searches shall be conducted on all individuals in custody, upon entry to the City of
Sherwood Police Department facilities. Except in exigent circumstances, the search should be
conducted by a member of the same sex as the individual being searched. If a member of the
same sex is not available, a witnessing member must be present during the search.

Custody searches should also be conducted any time an individual in custody enters or re-enters
a secure area, or any time it is reasonably believed that a search is necessary to maintain the
safety and security of the facility.

901.4.1   PROPERTY
Members shall take reasonable care in handling the property of an individual in custody to avoid
discrepancies or losses. Property retained for safekeeping shall be kept in a secure location until
the individual is released or transferred.

Some property may not be accepted by a facility or agency that is taking custody of an individual
from this department, such as weapons or large items. These items should be retained for
safekeeping in accordance with the Property and Evidence Policy.

All property shall be inventoried by objective description (this does not include an estimated value).
The individual from whom it was taken shall be required to sign the completed inventory. If the
individual's signature cannot be obtained, the inventory shall be witnessed by another department
 member. The inventory should include the case number, date, time, member's City of Sherwood
Police Department identification number and information regarding how and when the property
may be released.

901.4.2   VERIFICATION OF MONEY
All money shall be counted in front of the individual from whom it was received. When possible,
the individual shall initial the dollar amount on the inventory. Additionally, all money should be
placed in a separate envelope and sealed. Negotiable checks or other instruments and foreign
currency should also be sealed in an envelope with the amount indicated but not added to the
cash total. All envelopes should clearly indicate the contents on the front. The department member
sealing it should place his/her initials across the sealed flap. Should any money be withdrawn or
added, the member making such change shall enter the amount below the original entry and initial
it. The amount of money in the envelope should always be totaled and written on the outside of
the envelope.

901.4.3   RECEIPT FOR PROPERTY OR MONEY
The officer or other member charged with such inventories shall ensure that the individual receives
a receipt for any money or other property received and should have the individual countersign
both the original and duplicate receipt. Members will otherwise comply with ORS 133.455 if the
individual is unable to sign.
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901.5   STRIP SEARCHES
No individual in temporary custody at any City of Sherwood Police Department facility shall
be subjected to a strip search unless there is reasonable suspicion based upon specific and
articulable facts to believe the individual has a health condition requiring immediate medical
attention or is concealing a weapon or contraband. Factors to be considered in determining
reasonable suspicion include, but are not limited to:

(a) The detection of an object during a custody search that may be a weapon or
contraband and cannot be safely retrieved without a strip search.

(b) Circumstances of a current arrest that specifically indicate the individual may be
concealing a weapon or contraband.

1. A felony arrest charge or being under the influence of a controlled substance
should not suffice as reasonable suspicion absent other facts.

(c) Custody history (e.g., past possession of contraband while in custody, assaults
on department members, escape attempts).

(d) The individual’s actions or demeanor.

(e) Criminal history (i.e., level of experience in a custody setting).

No transgender or intersex individual shall be searched or examined for the sole purpose of
determining the individual’s genital status. If the individual’s genital status is unknown, it may be
determined during conversations with the person, by reviewing medical records, or as a result of
a broader medical examination conducted in private by a medical practitioner (28 CFR 115.115).

901.5.1   STRIP SEARCH PROCEDURES
Strip searches at City of Sherwood Police Department facilities shall be conducted as follows (28
CFR 115.115):

(a) Written authorization from the Shift Supervisor shall be obtained prior to the strip
search.

(b) All members involved with the strip search shall be of the same sex as the individual
being searched, unless the search is conducted by a medical practitioner.

(c) All strip searches shall be conducted in a professional manner under sanitary
conditions and in a secure area of privacy so that it cannot be observed by those not
participating in the search. The search shall not be reproduced through a visual or
sound recording.

(d) Whenever possible, a second member of the same sex should also be present during
the search, for security and as a witness to the finding of evidence.

(e) Members conducting a strip search shall not touch the breasts, buttocks or genitalia
of the individual being searched.

(f) The primary member conducting the search shall prepare a written report to include:
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1. The facts that led to the decision to perform a strip search.

2. The reasons less intrusive methods of searching were not used or were
insufficient.

3. The written authorization for the search, obtained from the Shift Supervisor.

4. The name of the individual who was searched.

5. The name and sex of the members who conducted the search.

6. The name, sex and role of any person present during the search.

7. The time and date of the search.

8. The place at which the search was conducted.

9. A list of the items, if any, that were recovered.

10. The facts upon which the member based his/her belief that the individual was
concealing a weapon or contraband.

(g) No member should view an individual's private underclothing, buttocks, genitalia
or female breasts while that individual is showering, performing bodily functions or
changing clothes, unless he/she otherwise qualifies for a strip search. However, if
serious hygiene or health issues make it reasonably necessary to assist the individual
with a shower or a change of clothes, a supervisor should be contacted to ensure
reasonable steps are taken to obtain the individual's consent and/or otherwise protect
his/her privacy and dignity.

901.5.2   SPECIAL CIRCUMSTANCE FIELD STRIP SEARCHES
A strip search may be conducted in the field only with Shift Supervisor authorization and only in
exceptional circumstances, such as when:

(a) There is probable cause to believe that the individual is concealing a weapon or other
dangerous item that cannot be recovered by a more limited search.

(b) There is probable cause to believe that the individual is concealing controlled
substances or evidence that cannot be recovered by a more limited search, and there
is no reasonable alternative to ensure the individual cannot destroy or ingest the
substance during transportation.

These special-circumstance field strip searches shall only be authorized and conducted under the
same restrictions as the strip search procedures in this policy, except that the Shift Supervisor
authorization does not need to be in writing.

901.6   PHYSICAL BODY CAVITY SEARCH
Physical body cavity searches shall be subject to the following:
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(a) No individual shall be subjected to a physical body cavity search without written
approval of the Shift Supervisor and only upon a search warrant or approval of legal
counsel. A copy of any search warrant and the results of the physical body cavity
search shall be included with the related reports and made available, upon request,
to the individual or authorized representative (except for those portions of the warrant
ordered sealed by a court).

(b) Only a physician may conduct a physical body cavity search.

(c) Except for the physician conducting the search, persons present must be of the
same sex as the individual being searched. Only the necessary department members
needed to maintain the safety and security of the medical personnel shall be present.

(d) Privacy requirements, including restricted touching of body parts and sanitary
condition requirements, are the same as required for a strip search.

(e) All such searches shall be documented, including:

1. The facts that led to the decision to perform a physical body cavity search of
the individual.

2. The reasons less intrusive methods of searching were not used or were
insufficient.

3. The Shift Supervisor’s approval.

4. A copy of the search warrant.

5. The time, date and location of the search.

6. The medical personnel present.

7. The names, sex and roles of any department members present.

8. Any contraband or weapons discovered by the search.

(f) A copy of the written authorization shall be retained and made available to the
individual who was searched or other authorized representative upon request.

901.7   TRAINING
The Support Captain shall ensure members have training that includes (28 CFR 115.115):

(a) Conducting searches of cross-gender individuals.

(b) Conducting searches of transgender and intersex individuals.

(c) Conducting searches in a professional and respectful manner, and in the least
intrusive manner possible, consistent with security needs.
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901.8   CLOSED CONTAINER SEARCHES
Closed containers will not be opened for inventory purposes except for the following, which shall be
opened for inventory: wallets, purses, coin purses, fanny packs, personal organizers, briefcases
or other closed containers designed for carrying money or small valuables, or closed containers
which are designed for hazardous materials.

Other closed containers shall be opened and inventoried if the owner acknowledges they contain
cash in excess of $10, valuables or a hazardous material.

901.9   GENDER IDENTITY OR EXPRESSION CONSIDERATIONS
If an individual who is subject to a strip search or physical body cavity search has a gender
identity or expression that differs from their sex assigned at birth, the search should be conducted
by members of the same gender identity or expression as the individual, unless the individual
requests otherwise.

901.10   JUVENILES
No juvenile should be subjected to a strip search or a physical body cavity search at the Agency.

The Police Chief or the authorized designee should establish procedures for the following:

(a) Safely transporting a juvenile who is suspected of concealing a weapon or contraband,
or who may be experiencing a medical issue related to such concealment, to a medical
facility or juvenile detention facility as appropriate in the given circumstances.

1. Procedures should include keeping a juvenile suspected of concealing a weapon
under constant and direct supervision until custody is transferred to the receiving
facility.

(b) Providing officers with information identifying appropriate medical and juvenile
detention facilities to which a juvenile should be transported for a strip or body cavity
search.

Nothing in this section is intended to prevent an officer from rendering medical aid to a juvenile in
emergency circumstances (see the Medical Aid and Response Policy for additional guidance).
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Recruitment and Selection
1000.1   PURPOSE AND SCOPE
This policy provides a framework for employee recruiting efforts and identifying job-related
standards for the selection process. This policy supplements the rules that govern employment
practices for the City of Sherwood Police Department and that are promulgated and maintained
by the Department of Human Resources.

1000.2   POLICY
In accordance with applicable federal, state, and local law, the City of Sherwood Police
Department provides equal opportunities for applicants and employees, regardless of actual
or perceived race, ethnicity, national origin, religion, sex, sexual orientation, gender identity or
expression, age, disability, pregnancy, genetic information, veteran status, marital status, and any
other classification or status protected by law. The Agency does not show partiality or grant any
special status to any applicant, employee, or group of employees unless otherwise required by
law.

The Agency will recruit and hire only those individuals who demonstrate a commitment to service
and who possess the traits and characteristics that reflect personal integrity and high ethical
standards.

1000.2.1   SELECTION
The selection of non-sworn employees will be administered by the City of Sherwood Department
of Human Resources Manager and will include participation of police department personnel
as designated by the Police Chief. Finalists will be interviewed by the Police Chief prior to
appointment. A conditional job offer will be made contingent on submission of inked fingerprints
for criminal history clearance as required by the Oregon State Police Criminal Justice Information
System Division.

The recruitment and selection process for police officers will ensure that the applicant meets the
standards and is tested as required by the Oregon Department of Public Safety and Training,
(Oregon Administrative Rules, Chapter 259-008.) The initial phase of the selection process
will determine whether the applicant meets the minimum qualifications as set forth in the job
description. A formal job description will be established for every position within the agency, and
will be periodically reviewed and updated. The City of Sherwood Human Resources Manager will
maintain current and accurate job descriptions that include required duties and responsibilities
for all positions within the Sherwood Police Department. The subsequent phases of the process
will progressively eliminate unsuitable candidates and advance the most qualified applicants; who
must successfully complete the following:

• Oregon Physical Abilities Test

• National Police Officer Selection Test
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• Panel interviews

• Submission of a background packet, Personal History Questionnaire, and California
Personality Inventory

• Initial non-medical assessment of the Personal History Questionnaire

• Submission of inked fingerprints for criminal records check

• Interview by command staff

• Conditional job offer

• Background investigation

• Review of background investigation

• Psychological assessment

• Medical test

• Appointment

This process may be modified to accommodate specific conditions or requirements of
assignments. (An example of such modification may pertain to officers applying for lateral transfer
that are currently certified in Oregon.)

1000.3   RECRUITMENT
The Administration Section Commander should employ a comprehensive recruitment and
selection strategy to recruit and select employees from a qualified and diverse pool of candidates.

The strategy should include:

(a) Identification of racially and culturally diverse target markets.

(b) Use of marketing strategies to target diverse applicant pools.

(c) Expanded use of technology and maintenance of a strong internet presence. This may
include an interactive department website and the use of department-managed social
networking sites, if resources permit.

(d) Expanded outreach through partnerships with media, community groups, citizen
academies, local colleges, universities and the military.

(e) Employee referral and recruitment incentive programs.

(f) Consideration of shared or collaborative regional testing processes.

The Administration Section Commander shall avoid advertising, recruiting and screening practices
that tend to stereotype, focus on homogeneous applicant pools or screen applicants in a
discriminatory manner.

The Agency should strive to facilitate and expedite the screening and testing process, and should
periodically inform each candidate of his/her status in the recruiting process.
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1000.4   SELECTION PROCESS
The Agency shall actively strive to identify a diverse group of candidates who have in some manner
distinguished themselves as being outstanding prospects. Minimally, the Agency shall employ
a comprehensive screening, background investigation, and selection process that assesses
cognitive and physical abilities and includes review and verification of the following:

(a) A comprehensive application for employment (including previous employment,
references, current and prior addresses, education, and military record)

1. The personnel records of any applicant for officer or reserve officer shall be
requested from any law enforcement agency where the applicant was previously
employed and reviewed prior to extending an offer of employment (ORS
181A.667).

2. Employment information from another law enforcement agency is confidential
and may not be disclosed except as provided in ORS 192.355. The information
received may only be used for investigative leads and shall be independently
verified (ORS 181A.668).

(b) Driving record

(c) Personal and professional reference checks

(d) Employment eligibility, including U.S. Citizenship and Immigration Services (USCIS)
Employment Eligibility Verification Form I-9 and acceptable identity and employment
authorization documents. This required documentation should not be requested until
a candidate is hired. This does not prohibit obtaining documents required for other
purposes.

(e) Information obtained from public internet sites

1. This review should include the identification of any activity that promotes or
supports unlawful violence or unlawful bias against persons based on protected
characteristics (e.g., race, ethnicity, national origin, religion, gender, gender
identity, sexual orientation, disability).

(f) Financial history consistent with the Fair Credit Reporting Act (FCRA) (15 USC § 1681
et seq.) and ORS 659A.320

(g) Local, state, and federal criminal history record checks

(h) Medical and psychological examination (may only be given after a conditional offer
of employment)

(i) Review board or selection committee assessment

(j) Relevant national and state decertification records, if available

(k) Any relevant information in the National Law Enforcement Accountability Database

1000.4.1   VETERAN PREFERENCE
Veterans of the United States Armed Forces who served on active duty and who meet the minimum
qualification for employment may receive preference pursuant to ORS 408.230.
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1000.5   BACKGROUND INVESTIGATION
Every candidate shall undergo a thorough background investigation to verify his/her personal
integrity and high ethical standards, and to identify any past behavior that may be indicative of
the candidate’s unsuitability to perform duties relevant to the operation of the City of Sherwood
Police Department (OAR 259-008-0015).

1000.5.1   NOTICES
Background investigators shall ensure that investigations are conducted and notices provided in
accordance with the requirements of the FCRA (15 USC § 1681d).

1000.5.2   REVIEW OF SOCIAL MEDIA SITES
Due to the potential for accessing unsubstantiated, private, or protected information, the
Administration Section Commander should not require candidates to provide passwords, account
information, or access to password-protected social media accounts.

The Administration Section Commander should consider utilizing the services of an appropriately
trained and experienced third party to conduct open source, internet-based searches and/or
review information from social media sites to ensure that:

(a) The legal rights of candidates are protected.

(b) Material and information to be considered are verified, accurate, and validated.

(c) The Agency fully complies with applicable privacy protections and local, state, and
federal law.

Regardless of whether a third party is used, the Administration Section Commander should ensure
that potentially impermissible information is not available to any person involved in the candidate
selection process.

1000.5.3   DOCUMENTING AND REPORTING
The background investigator shall summarize the results of the background investigation in a
report that includes sufficient information to allow the reviewing authority to decide whether to
extend a conditional offer of employment. The report shall not include any information that is
prohibited from use, including that from social media sites, in making employment decisions.
The report and all supporting documentation shall be included in the candidate’s background
investigation file.

1000.5.4   RECORDS RETENTION
The background report and all supporting documentation shall be maintained in accordance with
the established records retention schedule.

1000.5.5   STATE NOTICES
Background investigators shall ensure that investigations are conducted and notices provided in
accordance with ORS 659A.320.
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1000.6   DISQUALIFICATION GUIDELINES
As a general rule, performance indicators and candidate information and records shall be
evaluated by considering the candidate as a whole, and taking into consideration the following:

• Age at the time the behavior occurred

• Passage of time

• Patterns of past behavior

• Severity of behavior

• Probable consequences if past behavior is repeated or made public

• Likelihood of recurrence

• Relevance of past behavior to public safety employment

• Aggravating and mitigating factors

• Other relevant considerations

A candidate’s qualifications will be assessed on a case-by-case basis, using a totality-of-the-
circumstances framework.

1000.7   EMPLOYMENT STANDARDS
All candidates shall meet the minimum standards required by state law (OAR 259-008-0010; OAR
259-008-0300). Candidates will be evaluated based on merit, ability, competence, and experience,
in accordance with the high standards of integrity and ethics valued by the Agency and the
community.

Validated, job-related, and nondiscriminatory employment standards shall be established for each
job classification and shall minimally identify the training, abilities, knowledge, and skills required
to perform the position’s essential duties in a satisfactory manner. Each standard should include
performance indicators for candidate evaluation. The Department of Human Resources should
maintain validated standards for all positions.

1000.7.1   STANDARDS FOR OFFICERS
Candidates shall meet the minimum standards established by the Oregon Department of Public
Safety Standards and Training (DPSST), including the following (OAR 259-008-0010; OAR
259-008-0300):

(a) Be a citizen of the United States or a nonimmigrant legally admitted to the United
States under a Compact of Free Association within 18 months of hire date

(b) Be at least 21 years of age

(c) Be fingerprinted for a check by the Oregon State Police Identification Services Section
within 90 days of employment

(d) Be free of convictions for any of the following:

1. Any felony
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2. Any offense for which the maximum term of imprisonment is more than one year

3. Any offense related to the unlawful use, possession, delivery, or manufacture of
a controlled substance, narcotic, or dangerous drug

4. Any offense that would subject the candidate to a denial or revocation of a peace
officer license

(e) Meet the moral fitness standards

(f) Possess a high school diploma, GED equivalent, or a four-year post-secondary degree

(g) Complete a medical examination

(h) Meet the physical standards requirements

(i) Complete a psychological screening (ORS 181A.485)

(j) Complete a law enforcement skills proficiency test

1000.7.2   STANDARDS FOR DISPATCHERS
Candidates shall meet the minimum standards established by DPSST, including the
following (OAR 259-008-0011; OAR 259-008-0300):

(a) Be fingerprinted for a check by the Oregon State Police Identification Services Section
within 90 days of employment

(b) Be free of convictions for any of the following:

1. Any felony

2. Any offense for which the maximum term of imprisonment is more than one year

3. Any offense related to the unlawful use, possession, delivery, or manufacture of
a controlled substance, narcotic, or dangerous drug

4. Any offense that would subject the candidate to a denial or revocation of a
telecommunicator license

(c) Meet the moral fitness standards

(d) Possess a high school diploma, GED equivalent, or a four-year advanced degree

(e) Complete a medical examination

(f) Meet the physical standards requirements

(g) Complete a psychological screening

1000.8   PROBATIONARY PERIODS
The Administration Section Commander should coordinate with the Sherwood Department of
Human Resources to identify positions subject to probationary periods and procedures for:

(a) Appraising performance during probation.

(b) Assessing the level of performance required to complete probation.

(c) Extending probation.
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(d) Documenting successful or unsuccessful completion of probation.
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Evaluation of Employees
1001.1   PURPOSE AND SCOPE
The department’s employee performance evaluation system is designed to record work
performance for both the Agency and the employee, providing recognition for good work and
developing a guide for improvement.

1001.2   POLICY
The City of Sherwood Police Department utilizes a performance evaluation report to measure
performance and to use as a factor in making personnel decisions that relate to merit increases,
promotion, reassignment, discipline, demotion, and termination. The evaluation report is intended
to serve as a guide for work planning and review by the supervisor and employee. It gives
supervisors a way to create an objective history of work performance based on job standards.

The Agency evaluates employees in a non-discriminatory manner based upon job-related factors
specific to the employee’s position, without regard to actual or perceived race, ethnicity, national
origin, religion, sex, sexual orientation, gender identity or expression, age, disability, pregnancy,
genetic information, veteran status, marital status, and any other classification or status protected
by law.

1001.3   EVALUATION PROCESS
Evaluation reports will cover a specific period of time and should be based on documented
performance during that period. Evaluation reports will be completed by each employee’s
immediate supervisor. Other supervisors directly familiar with the employee’s performance during
the rating period should be consulted by the immediate supervisor for their input.

All sworn and non-sworn supervisory personnel shall attend an approved supervisory course that
includes training on the completion of performance evaluations within one year of the supervisory
appointment.

Each supervisor should discuss the tasks of the position, standards of performance expected
and the evaluation criteria with each employee at the beginning of the rating period. Supervisors
should document this discussion in the prescribed manner.

Assessment of an employee’s job performance is an ongoing process. Continued coaching and
feedback provides supervisors and employees with opportunities to correct performance issues
as they arise.

Non-probationary employees demonstrating substandard performance shall be notified in writing
of such performance as soon as possible in order to have an opportunity to remediate the issues.
Such notification should occur at the earliest opportunity, with the goal being a minimum of 90
days written notice prior to the end of the evaluation period.

Employees who disagree with their evaluation and who desire to provide a formal response or a
rebuttal may do so in writing in the prescribed format and time period.
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1001.3.1   RESERVE OFFICER EVALUATIONS
Reserve officer evaluations are covered in the Reserve Officers Policy.

1001.4   FULL TIME PROBATIONARY PERSONNEL
Non-sworn personnel are on a Trial Period for six months before being eligible for certification as
permanent employees.

Sworn personnel are on probation for 18 months before being eligible for certification as
permanent employees. Probationary officers are evaluated daily, weekly and monthly, as part of
the field training program, during the probationary period.

1001.5   FULL-TIME PERMANENT STATUS PERSONNEL
Permanent employees are subject to annual performance evaluations as determined by the
appropriate collective bargaining agreement or the city's employee manual.

1001.5.1   RATING DEFINITIONS
When completing the Employee Performance Evaluation, the rater will place a check mark in the
column that best describes the employee’s performance. The definition of each rating category
is as follows:

Outstanding - Is actual performance well beyond that required for the position. It is exceptional
performance, definitely superior or extraordinary.

Exceeds Standards - Represents performance that is better than expected of a fully competent
employee. It is superior to what is expected, but is not of such rare nature to warrant outstanding.

Meets Standards - Is the performance of a fully competent employee. It means satisfactory
performance that meets the standards required of the position.

Does Not Meet Standards - Is a level of performance less than that expected of a fully competent
employee and less than standards required of the position. A needs improvement rating must be
thoroughly discussed with the employee.

Space for written comments is provided at the end of the evaluation in the rater comments
section. This section allows the rater to document the employee’s strengths, weaknesses and
suggestions for improvement. Any rating under any job dimension marked does not meet
standardsor outstanding shall be substantiated in the rater comments section.

1001.6   EVALUATION INTERVIEW
When the supervisor has completed the preliminary evaluation, arrangements shall be made
for a private discussion of the evaluation with the employee. The supervisor should discuss
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the results of the just completed rating period and clarify any questions the employee may
have. If the employee has valid and reasonable protests of any of the ratings, the supervisor
may make appropriate changes to the evaluation. Areas needing improvement and goals for
reaching the expected level of performance should be identified and discussed. The supervisor
should also provide relevant counseling regarding advancement, specialty positions and training
opportunities. The supervisor and employee will sign and date the evaluation. Permanent
employees may also attach a written response to the evaluation.

1001.7   EVALUATION REVIEW
After the supervisor completes the initial evaluation it is forwarded through the chain of command
for review and to allow the Police Chief to add comments in the box provided. After review the
supervisor will finish the discussion with the employeeand the signed performance evaluation is
forwarded to the rater's supervisor (Section Commander). The Section Commander shall review
the evaluation for fairness, impartiality, uniformity, and consistency. The Section Commander shall
evaluate the supervisor on the quality of ratings given.

1001.8   EVALUATION DISTRIBUTION
The original performance evaluation shall be maintained in the employee's permanent personnel
file in the human resource office for the tenure of the employee's employment. A copy will be given
to the employee and a copy will be maintained in the employee's annual supervisory file at the
police department.
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Special Assignments and Promotions
1002.1   PURPOSE AND SCOPE
The purpose of this policy is to establish guidelines for promotions and for making special
assignments within the City of Sherwood Police Department.

1002.2   POLICY
The City of Sherwood Police Department determines assignments and promotions in a
nondiscriminatory manner based upon job-related factors and candidate skills and qualifications.
Assignments and promotions are made by the Police Chief.

1002.3   SPECIAL ASSIGNMENT POSITIONS
The following positions are considered special assignments and not promotions:

(a) Tactical Negotiations Team member

(b) Detective

(c) Motorcycle Officer

(d) Canine Handler

(e) Field Training Officer

(f) School Resource Officer

1002.3.1   GENERAL REQUIREMENTS
The following requirements should be considered when selecting a candidate for a special
assignment:

(a) Three years of relevant experience

(b) Off probation

(c) Possession of or ability to obtain any certification required by the Department of Public
Safety Standards and Training or law

(d) Exceptional skills, experience, or abilities related to the special assignment

1002.3.2   EVALUATION CRITERIA
The following criteria will be used in evaluating candidates for a special assignment

(a) Presents a professional, neat appearance.

(b) Maintains a physical condition that aids in his/her performance.

(c) Expresses an interest in the assignment.

(d) Demonstrates the following traits:

1. Emotional stability and maturity.

2. Stress tolerance.
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3. Sound ethical judgment and decision-making.

4. Personal integrity and ethical conduct.

5. Leadership skills.

6. Initiative.

7. Adaptability and flexibility.

8. Ability to conform to department goals and objectives in a positive manner.

1002.3.3   SELECTION PROCESS
The selection process for special assignments will include an administrative evaluation as
determined by the Police Chief to include:

(a) Supervisor recommendations - Each supervisor who has supervised or otherwise
been involved with the candidate will submit a recommendation.

1. The supervisor recommendations will be submitted to the Section Commander
for whom the candidate will work.

(b) Section Commander interview - The Section Commander will schedule interviews with
each candidate.

1. Based on supervisor recommendations and those of the Section Commander
after the interview, the Section Commander will submit his/her recommendations
to the Police Chief.

(c) Assignment by the Police Chief.

The selection process for all special assignment positions may be waived for temporary
assignments, emergency situations, training, and at the discretion of the Police Chief.

1002.4   PROMOTIONAL REQUIREMENTS
Requirements and information regarding any promotional process are available at the Sherwood
Department of Human Resources.
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Lactation Breaks
1020.1   PURPOSE AND SCOPE
The purpose of this policy is to provide guidance regarding reasonable accommodations for
lactating members.

1020.2   POLICY
It is the policy of the City of Sherwood Police Department to provide, in compliance with federal
and state law, reasonable accommodations for lactating members. This includes break time
and appropriate facilities to accommodate any member desiring to express breast milk for the
member's nursing child for up to 18 months after the child's birth (29 USC § 218d; 42 USC §
2000gg-1; 29 CFR 1636.3; ORS 653.077).

1020.3   LACTATION BREAK TIME
A rest period should be permitted each time the member requires a lactation break (29 USC
§ 218d; 42 USC § 2000gg-1; 29 CFR 1636.3; ORS 653.077; OAR 839-020-0051). In general,
lactation breaks that cumulatively total 30 minutes or less during any four-hour work period or
major portion of a four-hour work period would be considered reasonable. However, individual
circumstances may require more or less time.

Lactation breaks, if feasible, should be taken at the same time as the member's regularly
scheduled rest or meal periods. While a reasonable effort will be made to provide additional time
beyond authorized breaks, any such time exceeding regularly scheduled and paid break time will
be unpaid.

Members desiring to take a lactation break shall notify the dispatcher or a supervisor prior to taking
such a break. Such breaks may be reasonably delayed if they would seriously disrupt department
operations.

Once a lactation break has been approved, the break should not be interrupted except for
emergency or exigent circumstances.

1020.4   PRIVATE LOCATION
The Agency will make reasonable efforts to accommodate members with the use of an appropriate
room or other location to express milk in private. Such room or place should be in proximity to
the member's work area and shall be other than a bathroom or toilet stall. The location must be
shielded from view, free from intrusion from coworkers and the public, and otherwise satisfy the
requirements of federal and state law (29 USC § 218d; 42 USC § 2000gg-1; 29 CFR 1636.3; ORS
653.077; OAR 839-020-0051).

Members occupying such private areas shall either secure the door or otherwise make it clear
to others that the area is occupied with a need for privacy. All other members should avoid
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interrupting a member during an authorized break, except to announce an emergency or other
urgent circumstance.

Authorized lactation breaks for members assigned to the field may be taken at the nearest
appropriate private area.

1020.5   STORAGE OF EXPRESSED MILK
Any member storing expressed milk in any authorized refrigerated area within the Agency shall
clearly label it as such and shall remove it when the member's shift ends.

Resolution 2024-072, EXH 1 
October 29, 2024, Page 98 of 107

234



Policy

300
City of Sherwood Police Department

Sherwood PD OR Policy Manual

Copyright Lexipol, LLC 2024/10/24, All Rights Reserved.
Published with permission by City of Sherwood Police
Department

***DRAFT*** Use of Force - 1

Use of Force
300.1   PURPOSE AND SCOPE
This policy provides guidelines on the reasonable use of force. While there is no way to specify
the exact amount or type of reasonable force to be applied in any situation, every member of
this department is expected to use these guidelines to make such decisions in a professional,
impartial, and reasonable manner.

In addition to those methods, techniques, and tools set forth below, the guidelines for the
reasonable application of force contained in this policy shall apply to all policies addressing
the potential use of force, including but not limited to the Control Devices and Techniques and
Conducted Energy Device policies.

300.1.1   DEFINITIONS
Definitions related to this policy include:

Deadly force - Force reasonably anticipated and intended to create a substantial likelihood of
causing death or very serious injury.

Feasible - Reasonably capable of being done or carried out under the circumstances to
successfully achieve the arrest or lawful objective without increasing risk to the officer or another
person.

Force - The application of physical techniques or tactics, chemical agents, or weapons to another
person. It is not a use of force when a person allows him/herself to be searched, escorted,
handcuffed, or restrained.

Imminent - Ready to take place; impending. Note that imminent does not mean immediate or
instantaneous.

Totality of the circumstances - All facts and circumstances known to the officer at the time,
taken as a whole, including the conduct of the officer and the subject leading up to the use of force.

300.2   POLICY
The use of force by law enforcement personnel is a matter of critical concern, both to the public
and to the law enforcement community. Officers are involved on a daily basis in numerous and
varied interactions and, when warranted, may use reasonable force in carrying out their duties.

Officers must have an understanding of, and true appreciation for, their authority and limitations,
and the value and sanctity of human life. This is especially true with respect to overcoming
resistance while engaged in the performance of law enforcement duties.

The Department recognizes and respects the value, dignity and sanctity of all human life without
prejudice to anyone. Vesting officers with the authority to use reasonable force and to protect the
public welfare requires monitoring, evaluation and a careful balancing of all interests.
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It is our policy to use de-escalation tactics whenever possible and to use force only as a last resort.
It is our intent to make every attempt to defend ourselves and others without causing harm.

300.2.1   DUTY TO INTERVENE AND REPORT
Any officer present and observing another law enforcement officer or a member using force that
is clearly beyond that which is objectively reasonable under the circumstances shall, when in a
position to do so, intervene to prevent the use of unreasonable force (ORS 181A.681).

Any officer who observes another law enforcement officer or a member use force that is
potentially beyond that which is objectively reasonable under the circumstances shall report these
observations to a supervisor as soon as feasible (ORS 181A.681).

300.2.2   STATE REPORTING REQUIREMENTS
A report of another member using excessive force must be made to a supervisor no later than 72
hours after the misconduct was witnessed (ORS 181A.681).

300.2.3   PERSPECTIVE
When observing or reporting force used by a law enforcement officer, each officer should take into
account the totality of the circumstances and the possibility that other law enforcement officers
may have additional information regarding the threat posed by the subject.

300.3   USE OF FORCE
Officers shall use only that amount of force that reasonably appears necessary given the facts
and circumstances perceived by the officer at the time of the event to accomplish a legitimate law
enforcement purpose.

The reasonableness of force will be judged from the perspective of a reasonable officer on the
scene at the time of the incident. Any evaluation of reasonableness must allow for the fact that
officers are often forced to make split-second decisions about the amount of force that reasonably
appears necessary in a particular situation, with limited information and in circumstances that are
tense, uncertain, and rapidly evolving.

Given that no policy can realistically predict every possible situation an officer might encounter,
officers are entrusted to use well-reasoned discretion in determining the appropriate use of force
in each incident.

It is also recognized that circumstances may arise in which officers reasonably believe that it
would be impractical or ineffective to use any of the tools, weapons, or methods provided by this
department. Officers may find it more effective or reasonable to improvise their response to rapidly
unfolding conditions that they are confronting. In such circumstances, the use of any improvised
device or method must nonetheless be reasonable and utilized only to the degree that reasonably
appears necessary to accomplish a legitimate law enforcement purpose.

While the ultimate objective of every law enforcement encounter is to avoid or minimize injury,
nothing in this policy requires an officer to retreat or be exposed to possible physical injury before
applying reasonable force.
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300.3.1   USE OF FORCE - JUSTIFICATION
An officer is justified in using force upon another person only when and to the extent that the officer
reasonably believes it necessary (ORS 161.233):

(a) To make a lawful arrest or to prevent the escape from custody of an arrested person; or

(b) For self-defense or to defend a third person from an imminent threat of physical injury.

300.3.2   FACTORS USED TO DETERMINE THE REASONABLENESS OF FORCE
When determining whether to apply force and evaluating whether an officer has used reasonable
force, a number of factors should be taken into consideration, as time and circumstances permit.
These factors include but are not limited to:

(a) Immediacy and severity of the threat to officers or others.

(b) The conduct of the individual being confronted, as reasonably perceived by the officer
at the time.

(c) Officer/subject factors (e.g., age, size, relative strength, skill level, injuries sustained,
level of exhaustion or fatigue, the number of officers available vs. subjects).

(d) The effects of suspected drug or alcohol use.

(e) The individual's mental state or capacity.

(f) The individual’s ability to understand and comply with officer commands.

(g) Proximity of weapons or dangerous improvised devices.

(h) The degree to which the individual has been effectively restrained and his/her ability
to resist despite being restrained.

(i) The availability of other reasonable and feasible options and their possible
effectiveness.

(j) Seriousness of the suspected offense or reason for contact with the individual.

(k) Training and experience of the officer.

(l) Potential for injury to officers, suspects, and others.

(m) Whether the individual appears to be resisting, attempting to evade arrest by flight,
or is attacking the officer.

(n) The risk and reasonably foreseeable consequences of escape.

(o) The apparent need for immediate control of the individual or a prompt resolution of
the situation.

(p) Whether the conduct of the individual being confronted no longer reasonably appears
to pose an imminent threat to the officer or others.

(q) Prior contacts with the individual or awareness of any propensity for violence.

(r) Any other exigent circumstances.
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300.3.3   ALTERNATIVE TACTICS - DE-ESCALATION
When circumstances reasonably permit, officers shall use non-violent strategies and techniques
to decrease the intensity of a situation, improve decision-making, improve communication, reduce
the need for force, and increase voluntary compliance (e.g., summoning additional resources,
formulating a plan, attempting verbal persuasion) (ORS 161.233; ORS 161.242).

300.3.4   PAIN COMPLIANCE TECHNIQUES
Pain compliance techniques may be effective in controlling a physically or actively resisting
individual. Officers may only apply those pain compliance techniques for which they have
successfully completed department-approved training. Officers utilizing any pain compliance
technique should consider:

(a) The degree to which the application of the technique may be controlled given the level
of resistance.

(b) Whether the individual can comply with the direction or orders of the officer.

(c) Whether the individual has been given sufficient opportunity to comply.

The application of any pain compliance technique shall be discontinued once the officer
determines that compliance has been achieved.

300.3.5   CAROTID CONTROL HOLD
A carotid control hold is a technique designed to control an individual by temporarily restricting
blood flow through the application of pressure to the side of the neck and, unlike a chokehold,
does not restrict the airway. The proper application of the carotid control hold may be effective
in restraining a violent or combative individual. However, due to the potential for injury, the use
of the carotid control hold is limited to those circumstances where deadly force is authorized and
is subject to the following:

(a) At all times during the application of the carotid control hold, the response of the
individual should be monitored. The carotid control hold should be discontinued when
circumstances indicate that the application no longer reasonably appears necessary.

(b) Any individual who has had the carotid control hold applied, regardless of whether
the individual was rendered unconscious, shall be promptly examined by paramedics
or other qualified medical personnel and should be monitored until such examination
occurs.

(c) The officer shall inform any person receiving custody, or any person placed in a
position of providing care, that the individual has been subjected to the carotid control
hold and whether the individual lost consciousness as a result.

(d) Any officer attempting or applying the carotid control hold shall promptly notify a
supervisor of the use or attempted use of such hold.

(e) The use or attempted use of the carotid control hold shall be thoroughly documented
by the officer in any related reports.

Resolution 2024-072, EXH 1 
October 29, 2024, Page 102 of 107

238



City of Sherwood Police Department
Sherwood PD OR Policy Manual

Use of Force

Copyright Lexipol, LLC 2024/10/24, All Rights Reserved.
Published with permission by City of Sherwood Police
Department

***DRAFT*** Use of Force - 5

300.3.6   USE OF FORCE TO SEIZE EVIDENCE
In general, officers may use reasonable force to lawfully seize evidence and to prevent the
destruction of evidence. However, officers are discouraged from using force solely to prevent
a person from swallowing evidence or contraband. In the instance when force is used, officers
should not intentionally use any technique that restricts blood flow to the head, restricts respiration
or which creates a reasonable likelihood that blood flow to the head or respiration would be
restricted. Officers are encouraged to use techniques and methods taught by the City of Sherwood
Police Department for this specific purpose.

300.3.7   VERBAL WARNING PRIOR TO USE OF FORCE
Prior to using physical force, if reasonable to do so, officers shall give a verbal warning that physical
force may be used and provide a reasonable opportunity to comply (ORS 161.233; ORS 161.242).

300.3.8   RESPIRATORY RESTRAINTS
The use of a respiratory restraint, also known as a chokehold, is limited to circumstances where
deadly force is authorized and if applied, is subject to the same guidelines as specified in policy
300.3.5..

300.4   DEADLY FORCE APPLICATIONS
When reasonable, the officer shall, prior to the use of deadly force, make efforts to identify themself
as a peace officer and to warn that deadly force may be used, unless the officer has objectively
reasonable grounds to believe the person is aware of those facts.

Use of deadly force is justified in the following circumstances involving imminent threat or imminent
risk (ORS 161.242):

(a) An officer may use deadly force to protect themself or others from what the officer
reasonably believes would be an imminent threat of death or serious bodily injury.

(b) An officer may use deadly force to stop a fleeing subject when the officer has probable
cause to believe that the person has committed, or intends to commit, a felony
involving the infliction or threatened infliction of serious bodily injury or death, and the
officer reasonably believes that there is an imminent risk of serious bodily injury or
death to any other person if the individual is not immediately apprehended. Under
such circumstances, a verbal warning should precede the use of deadly force, where
feasible.

(c) An officer may use deadly force to make a lawful arrest when the officer has probable
cause to believe that the person has committed a violent felony as defined in ORS
419A.004.

(d) An officer may use deadly force to prevent a person from escaping custody when the
officer has probable cause to believe that the person has committed a violent felony
as defined in ORS 419A.004.

However, an officer should not use deadly force against a person whose actions are a threat solely
to themself or property.
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Imminent does not mean immediate or instantaneous. An imminent danger may exist even if the
suspect is not at that very moment pointing a weapon at someone. For example, an imminent
danger may exist if an officer reasonably believes that the individual has a weapon or is attempting
to access one and intends to use it against the officer or another person. An imminent danger may
also exist if the individual is capable of causing serious bodily injury or death without a weapon,
and the officer believes the individual intends to do so.

300.4.1   MOVING VEHICLES
Shots fired at or from a moving vehicle are rarely effective and involve considerations and risks
in addition to the justification for the use of deadly force.

When feasible, officers should take reasonable steps to move out of the path of an approaching
vehicle instead of discharging their firearm at the vehicle or any of its occupants.

An officer should only discharge a firearm at a moving vehicle or its occupants when the officer
reasonably believes there are no other reasonable means available to avert the imminent threat
of the vehicle, or if deadly force other than the vehicle is directed at the officer or others.

Officers should not shoot at any part of a vehicle in an attempt to disable the vehicle.

300.5   REPORTING THE USE OF FORCE
Any use of force by a member of this department shall be documented promptly, completely and
accurately in an appropriate report, depending on the nature of the incident. The officer should
articulate the factors perceived and why he/she believed the use of force was reasonable under
the circumstances. All use of force reports will be reviewed by command staff up to and including
the Police Chief.

To collect data for purposes of training, resource allocation, analysis and related purposes, the
Department also requires the completion of additional report forms, as specified in department
policy, procedure or law.

300.5.1   NOTIFICATIONS TO SUPERVISORS
Supervisory notification shall be made as soon as practicable following the application of force in
any of the following circumstances:

(a) The application caused a visible injury.

(b) The application would lead a reasonable officer to conclude that the individual may
have experienced more than momentary discomfort.

(c) The individual subjected to the force complained of injury or continuing pain.

(d) The individual indicates intent to pursue litigation.

(e) Any application of the conducted energy device or control device.

(f) Any application of a restraint device other than handcuffs, shackles, or belly chains.

(g) The individual subjected to the force was rendered unconscious.

(h) An individual was struck or kicked.
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(i) An individual alleges unreasonable force was used or that any of the above has
occurred.

300.6   MEDICAL CONSIDERATIONS
Once it is reasonably safe to do so, medical assistance shall be obtained for any person who
exhibits signs of physical distress, has sustained visible injury, expresses a complaint of injury
or continuing pain, or was rendered unconscious. Any individual exhibiting signs of physical
distress after an encounter should be continuously monitored until the individual can be medically
assessed. Individuals should not be placed on their stomachs for an extended period, as this could
impair their ability to breathe.

Based upon the officer's initial assessment of the nature and extent of the individual's injuries,
medical assistance may consist of examination by an emergency medical services provider or
medical personnel at a hospital or jail. If any such individual refuses medical attention, such
a refusal shall be fully documented in related reports and, whenever practicable, should be
witnessed by another officer and/or medical personnel. If a recording is made of the contact or an
interview with the individual, any refusal should be included in the recording, if possible.

The on-scene supervisor or, if the on-scene supervisor is not available, the primary handling officer
shall ensure that any person providing medical care or receiving custody of a person following any
use of force is informed that the person was subjected to force. This notification shall include a
description of the force used and any other circumstances the officer reasonably believes would
be potential safety or medical risks to the subject (e.g., prolonged struggle, extreme agitation,
impaired respiration).

Individuals who exhibit extreme agitation, violent irrational behavior accompanied by profuse
sweating, extraordinary strength beyond their physical characteristics, and imperviousness to
pain, or who require a protracted physical encounter with multiple officers to be brought under
control, may be at an increased risk of sudden death. Calls involving these persons should be
considered medical emergencies. Officers who reasonably suspect a medical emergency should
request medical assistance as soon as practicable and have medical personnel stage away.

See the Medical Aid and Response Policy for additional guidelines.

300.7   SUPERVISOR RESPONSIBILITIES
A supervisor should respond to a reported application of force resulting in visible injury, if
reasonably available. When a supervisor is able to respond to an incident in which there has been
a reported application of force, the supervisor is expected to:

(a) Obtain the basic facts from the involved officers. Absent an allegation of misconduct
or excessive force, this will be considered a routine contact in the normal course of
duties.

(b) Ensure that any injured parties are examined and treated.
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(c) When possible, separately obtain a recorded interview with the individual upon whom
force was applied. If this interview is conducted without the individual having voluntarily
waived his/her Miranda rights, the following shall apply:

1. The content of the interview should not be summarized or included in any related
criminal charges.

2. The fact that a recorded interview was conducted should be documented in a
property or other report.

3. The recording of the interview should be distinctly marked for retention until all
potential for civil litigation has expired and in accordance with the established
records retention schedule.

(d) Once any initial medical assessment has been completed or first aid has been
rendered, ensure that photographs have been taken of any areas involving visible
injury or complaint of pain, as well as overall photographs of uninjured areas.

1. These photographs should be retained until all potential for civil litigation has
expired and in accordance with the established records retention schedule.

(e) Identify any witnesses not already included in related reports.

(f) Review and approve all related reports.

(g) Determine if there is any indication that the individual may pursue civil litigation.

1. If there is an indication of potential civil litigation, the supervisor should complete
and route a notification of a potential claim through the appropriate channels.

(h) Evaluate the circumstances surrounding the incident and initiate an administrative
investigation if there is a question of policy noncompliance or if for any reason further
investigation may be appropriate.

In the event that a supervisor is unable to respond to the scene of an incident involving the reported
application of force, the supervisor is still expected to complete as many of the above items as
circumstances permit.

300.7.1   SHIFT SUPERVISOR RESPONSIBILITY
The Shift Supervisor shall review each use of force by any personnel within his/her command to
ensure compliance with this policy and to address any training issues.

300.8   TRAINING
Officers shall receive annual training on this policy and demonstrate their knowledge and
understanding.

Subject to available resources, officers should receive periodic training on guidelines regarding
vulnerable populations, including but not limited to children, elderly, pregnant persons, and
individuals with physical, mental, or intellectual disabilities.
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***DRAFT*** Use of Force - 9

300.9   ANNUAL REVIEW
Each January the Patrol Section Commander will ensure that an annual review is conducted of
all Use of Force Reports from the previous calendar year. The review will be analyzed to focus on
the effectiveness and trends regarding the use of force and any identified deficiencies in training
or policy will be addressed. The review will not include any specific case numbers, occurrence
locations or names of citizens or officers.

300.10   USE OF FORCE ANALYSIS
At least annually, the Patrol Section Commander should prepare an analysis report on use of force
incidents. The report should be submitted to the Police Chief. The report should not contain the
names of officers, suspects or case numbers, and should include:

(a) The identification of any trends in the use of force by members.

(b) Training needs recommendations.

(c) Equipment needs recommendations.

(d) Policy revision recommendations.
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Resolution 2024-070, Staff Report  
October 29, 2024  
Page 1 of 2, with Exhibit A (8 pgs) 

City Council Meeting Date: October 29, 2024 
 

Agenda Item: Public Hearing 
 
 

TO:  Sherwood City Council  
 
FROM: Eric Rutledge, Community Development Director  
Through: Craig Sheldon, City Manager and Sebastian Tapia, Interim City Attorney 
  
SUBJECT: Resolution 2024-070, Updating the 2024-25 Fee Schedule for Compliance with 

State Building Code Regulations and Accela Contract     
 
 
Issue: 
Shall the City Council approve Resolution 2024-070, updating the 2024-25 fee schedule for 
compliance with state building code regulations and Accela contract?  
 
Background  
In 2021 the Oregon legislature passed HB 2415, requiring municipalities that administer a building 
program to provide a fully electronic permit system by January 1, 2025. The Oregon Building 
Codes Division provides the Accela software suite to municipalities at no direct cost, which is paid 
for by a state surcharge applied to building permits. The Community Development Department will 
be using the Accela e-permitting system for Building, Planning, Engineering (private development 
review only) and Code Compliance.  
 
During the Accela implementation, the City’s fee schedule was audited by the State for compliance 
with state regulations, as well as compatibility with the future Accela configuration. The following 
updates are required:  
  

• Add Area Development Permit fee for manufactured home parks and RV parks.  
• Show itemized fees related to plumbing and mechanical permits under Section 10 Building. 

No fee increases or additions were required when itemizing. Changes were limited to 
formatting.     

• Move the grading fee to Section 8 Engineering   
 
The Area Development Permit fee added to the fee schedule is highlighted and bolded in yellow in 
Exhibit A to this staff report. A clean version of the added fee and all formatting changes is 
provided as Attachment A to the resolution.  
 
Public notice for the proposed fee schedule changes was provided in accordance with OAR 918-
020-0220. Notice was provided to the Oregon Department of Consumer and Business Services on 
August 30, 2024. 
 
 
 

244



Resolution 2024-070, Staff Report  
October 29, 2024  
Page 2 of 2, with Exhibit A (8 pgs) 

Effective Date of Fee Schedule Update  
The City is expected to “go live” with Accela on November 18, 2024. Staff recommends adopting 
an effective date of the updated fee schedule on the first day Accela is utilized.  
 
Financial Impacts: 
The updated fee schedule will add one new fee related to manufactured home and RV parks. No 
other fee increases or decreases are proposed. The proposed changes will have no significant 
impact on the City’s revenue, expenditures, or overall budget.  
 
Recommendation  
Staff respectfully recommends approval of Resolution 2024-070, updating the 2024-25 fee 
schedule for compliance with state building code regulations and Accela contract.  
 
Exhibits:  

A. Fee Schedule with Added Fees Highlighted  
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SECTION 10

BUILDING

Single Family and Two-Family Dwelling

Total Valuation Amount

1 - 500 $74.29 minimum fee

501 – 2,000 $74.29 the first $500

$1.22 each additional $100 or fraction thereof, up to and including $2,000)

2,001 – 25,000 $92.59 the first $2,000

$9.76 each additional $1,000 or fraction thereof, up to and including $25,000)

25,001 – 50,000 $317.07 the first $25,000

$7.64 each additional $1,000 or fraction thereof, up to and including $50,000)

50,001 – 100,000 $508.07 the first $50,000

$4.88 each additional $1,000 or fraction thereof, up to and including $100,000)

100,001 and up $752.07 the first $100,000

$4.27 each additional $1,000 or fraction thereof over $100,00)

See appendix A for additional fees collected on behalf of the Sherwood School District, State of Oregon, and Metro.

Commercial, Industrial and Multi-Family

Total Valuation Amount

1 - 500 $74.29 minimum fee

501 – 2,000 $74.29 the first $500

$1.85 each additional $100 or fraction thereof, up to and including $2,000)

2,001 – 25,000 $102.04 the first $2,000

$9.76 each additional $1,000 or fraction thereof, up to and including $25,000)

25,001 – 50,000 $326.52 the first $25,000

$8.24 each additional $1,000 or fraction thereof, up to and including $50,000)

50,001 – 100,000 $532.52 the first $50,000

$6.11 each additional $1,000 or fraction thereof, up to and including $100,000)

100,001 and up $838.02 the first $100,000

$4.27 each additional $1,000 or fraction thereof over $100,00)

See appendix A for additional fees collected on behalf of the Sherwood School District, State of Oregon, and Metro.

A. Building Permits
Values are determined by the applicants total estimated value of the work which includes labor and materials, and/or are based on

the most current Building Valuation Data, without state-specific modifiers, as published by the International Code Council and in

compliance with OAR 918-050-0100 to 918-050-0110. Final building permit valuation shall be set by the Building Official.

Resolution 2024-070, EXH A to Staff Report 
October 29, 2024, Page 1 of 8
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SECTION 10

BUILDING

Manufactured Dwelling Installation Permits

Manufactured home set up and installation fee $393.71

Site Plan Review Residential Rate per Section 9.(E)

See Appendix A for applicable state fees. 

Area Development Permit (ADP) - Manufactured Dwelling/Recreational Vehicle Parks 

Manufactured Dwelling Parks See Table 2 in OAR 918-600-030 

Recreational Vehicle Parks See Table 2 in OAR 918-650-030

See also Appendix A for applicable state fees.

B. Plan Review Fees - Building Permit
Plan review Fee 85%  of building permit fee

Fire and life safety plan review fee (when required) 40%  of building permit fee

C. Phased Permit - Plan Review (When approved by the Building Official)

Commercial, Industrial, Multi-Family $100 Minimum Fee

Residential and Manufactured Dwellings $50 Minimum Fee

A. Building Permits (continued)

The Area Development Permit fee to be calculated based on the valuations shown in Table 2 of OAR 918-600-0030 for 

Manufactured Dwelling/Mobile Home Parks and Table 2 of OAR 918-650-0030 for Recreational Park & Organizational 

Manufactured Dwelling or Cabana Installation 

Includes the concrete slab, runners or foundations that are prescriptive, electrical feeder, plumbing connections, all cross-over

connections and up to 30 lineal feet of site utilities. Decks, other accessory structures, and foundations that are not prescriptive, utility

connections beyond 30 lineal feet, new electrical services or additional branch circuits, and new plumbing - may require separate

permits.  All decks 30” above ground, carports, garages, porches, and patios are based on valuation and may also require separate

permits.

The Plan review fee for a phased project is in addition to standard plan review fees and is based on a minimum phasing fee, plus 10% 

of the total project building permit fee, not to exceed $1,500 for each phase pursuant to the authority of OAR 918-050-0160

Resolution 2024-070, EXH A to Staff Report 
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SECTION 10

BUILDING

D. Deferred Submittals (When approved by the Building Official)

Commercial, Industrial, Multi-Family $150 Minimum Fee

Residential and Manufactured Dwellings $75 Minimum Fee

E. Mechanical Permits - Residential
Minimum Fee $74.29

Mechanical Plan Review - Residential 30% of mechanical permit fee (when required)

See also Appendix A for applicable state fees.

Air conditioner 23.81$  
Air handling unit of up to 10,000 cfm 17.85$  includes ductwork 
Air handling unit greater than 10,000 cfm 30.12$  includes ductwork 

11.89$  
Attic/crawl space fans 17.88$  
Chimney/liner/flue/vent 23.81$  
Clothes dryer exhaust 11.89$  
Decorative gas fireplace 23.81$  includes vent 
Ductwork – no appliance/fixture 11.89$  
Evaporative cooler other than portable 23.81$  
Floor furnace, including vent 23.81$  
Flue vent for water heater or gas fireplace 11.89$  
Furnace - up to 100,000 BTU 23.81$  
Furnace - greater than 100,000 BTU 43.63$  
Furnace/burner including duct work/vent/liner 23.81$  
Gas or wood fireplace/insert 23.81$  includes vent 
Gas fuel piping outlets (up to four outlets) 7.94$     
Gas fuel piping outlets (over four outlets, per each) 2.02$     
Heat pump 23.81$  includes ductwork and vents
Hood served by mechanical exhaust, including ducts for hood 17.88$  
Hydronic hot water system 23.81$  

Appliance vent installation relocation or replacement not included in an appliance permit

The fee for processing deferred submittals and reviewing deferred plan submittals shall be an amount equal to 65% of the permit fee 

calculated according to OAR 918-050-0170  using the value of the particular deferred portion or portions of the project, with a set 

minimum fee.  This fee is in addition to the project plan review fee based on the total project value.

Resolution 2024-070, EXH A to Staff Report 
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SECTION 10

BUILDING

Installation or relocation domestic-type incinerator 29.71$  

E. Mechanical Permits - Residential (continued) 
Mini split system 23.81$  includes ductwork and vents
Oil tank/gas/diesel generators 23.81$  
Pool or spa heater, kiln 23.81$  
Radon mitigation 17.88$  
Range hood/other kitchen equipment 17.88$  includes ductwork 
Suspended heater, recessed wall heater, or floor mounted unit heater 23.81$  
Ventilation fan connected to single duct 11.89$  
Ventilation system not a portion of heating or air-conditioning system authorized by permit 17.88$  
Water heater 23.81$  includes vent 
Wood/pellet stove 23.81$  includes vent 
Other heating/cooling 23.81$  
Other fuel appliance 23.81$  
Other environment exhaust/ventilation 17.88$  

F. Mechanical Permits – Commercial, Industrial, and Multi-Family
Based on the total value of mechanical materials, equipment, installation, overhead and profit.

Plan review fee – Commercial 30% of Mechanical permit fee

Mechanical Permit Fee Based on total valuation Amount

0 - 500 $74.29 minimum fee

500.01 - 5,000 $74.29 Plus additional below

$3.06 each add'l $100 or fraction thereof between $500.01 and $5,000

5,000.01 - 10,000 $211.99 for the first 5,000 plus additional below

$3.67 each add'l $100 or fraction thereof, between $5,000.01 and  $10,000

10,000.01 - 100,000 $395.49 for the first 10,000 plus additional below

$9.77 each add'l $1,000 or fraction thereof, between $10,000.01 and  $100,000

100,000.01 and up $1,274.79 for the first 100,000 plus additional below

$4.89 each add'l $1,000 or fraction thereof over $100,000

See appendix A for additional fees collected on behalf of the Sherwood School District, State of Oregon, and Metro.
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SECTION 10

BUILDING

G. Plumbing Permits – New One and Two Family Dwellings

One Bathroom $311.20

Two Bathrooms $384.43

Three Bathrooms $457.65

Additional Kitchen or Bathroom $189.17

H. Plumbing Permits – Residential 
Minimum Fee $74.29

Plumbing Plan Review - Residential 30% of plumbing permit fee (when required)

Manufactured Dwelling Utility Connection $36.61 each

Absorption valve $18.31 each

Alternate potable water heating system $18.31 each

Backflow preventer $18.31 each

Backwater valve $18.31 each

Catch basin or area drain $18.31 each

Clothes washer $18.31 each

Dishwasher $18.31 each

Drinking fountain $18.31 each

Trench drain $18.31 each

Ejectors/sump pump $18.31 each

Expansion tank $18.31 each

Fixture cap $18.31 each

Floor drain/floor sink/hub drain $18.31 each

Garbage disposal $18.31 each

Hose bib $18.31 each

Ice maker $18.31 each

Interceptor/grease trap $18.31 each

Manholes $18.31 each

Primer $18.31 each

Roof drain $18.31 each

Includes one kitchen, first 100 feet each of site utilities, hose bibbs, icemakers, underfloor low-point drains, 

and rain drain packages that include piping, gutters downspouts, and perimeter system and are based on the 

Resolution 2024-070, EXH A to Staff Report 
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SECTION 10

BUILDING

Septic abandonment $18.31 each

Sink/basin/lavatory $18.31 each

Stormwater retention/detention tank/facility $18.31 each

Swimming pool piping $18.31 each

Tub/shower/shower pan $18.31 each

Urinal $18.31 each

Water closet $18.31 each

Water heater $18.31 each

Other Fixture or Item $18.31 each

Water lines,  Sanitary Sewer lines, Storm Sewer/ Footing lines (first 100 feet) $61.02

Water lines,  Sanitary Sewer lines, Storm Sewer/ Footing lines (over 100 feet) $33.57 each additional 100 ft. 

  See appendix A for surcharge collected on behalf of the State.

I. Plumbing Permits – Commercial, Industrial, and Multi-Family
Based on the number of fixtures, appurtenances and piping with a set minimum fee.

Plan Review Fee – Commercial 30% of plumbing permit fee (when required)

Minimum Fee $74.29

See Section H for individual fixture rates.

See also Appendix A for applicable state fees.

Medical Gas Permits – Commercial Plumbing
Based on the total value of installation costs and system equipment as applied to the following fee matrix.

See also Appendix A for applicable state fees.

Plan review fee – Commercial 30% of plumbing permit fee

Plumbing Permit Fee Based on total valuation Amount

0 - 500 $106.12 minimum fee

500.01 - 5,000 $106.12 Plus additional below

$2.12 each additional $100 or fraction thereof between $500.01 and $5,000

5,000.01 - 10,000 $201.52 for the first 5,000 plus additional below

$3.18 each additional $100 or fraction thereof, between $5,000.01 and  $10,000

10,000.01 - 50,000 $360.52 for the first 10,000 plus additional below

$10.08 each additional $1,000 or fraction thereof, between $10,000.01 and  $50,000

50,000.01 - 100,000 $763.72 for the first 50,000 plus additional below

Resolution 2024-070, EXH A to Staff Report 
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SECTION 10

BUILDING

$11.67 each additional $1,000 or fraction thereof, between $50,000.01 and  $100,000

100,000.01 and up $1,347.22 for the first 100,000 plus additional below

$7.43 each additional $1,000 or fraction thereof over $100,000

Total Square Footage (including Garage)

0 to 2,000 $106.12

2,001 to 3,600 $159.18

3,601 to 7,200 $265.30

7,201 and greater $318.36

K. Commercial Fire Suppression - Alarms and Sprinklers (Structural Permit)
 See Commercial, Industrial, and Multi-Family Fee table by valuation

Separate electrical permit application through Washington County may also be required. 

L. Electrical Permits – Issued and Inspected by Washington County (503) 846-3470

M. Solar Photovoltaic System Installation – Structural Only
Electrical permits are also required through Washington County

$149.84

Typical Structural Fees by valuation 

N. Structural Demolition Permits  - Not subject to state surcharge
Residential $234.46

Commercial $344.30

O. Other Inspections and Fees (Building, Mechanical, Plumbing, Grading and Erosion)
Re-inspection fee $90

Inspections outside normal business hours $90 per hour plus State surcharge (Minimum charge = 2 hours) 

(when approved by the Building Official)

Inspection for which no fee is specifically indicated $90 per hour plus State surcharge (Minimum charge = ½ hour) 

Each additional inspection, above allowable - per each $90 per hour plus State surcharge (Minimum charge = ½ hour) 

Solar Photovoltaic (PV) installations that comply with the prescriptive path system 

described in the Oregon Structural Specialty Code.

J. Residential Fire Suppression

 Continuous Loop/Multipurpose (Plumbing pemit) and Standalone Systems (Structural permit) - fee includes plan review fee

Solar Permit - Non-Prescriptive Path System                                                               

Includes solar panels, racking, mounting elements, rails and the cost of labor to install.  

Resolution 2024-070, EXH A to Staff Report 
October 29, 2024, Page 7 of 8

252



SECTION 10

BUILDING

Investigation fee  $90 per hour to enforce the code, $90 minimum.

Additional plan review required (Min charge = ½ hour) $90 per hour or actual time (For changes, additions or revisions)

Re-stamp of lost, stolen or damaged plans $55 per plan set

Application/Permit extensions $50

O. Other Inspections and Fees (Building, Mechanical, Plumbing, and Erosion)  (continued)
Permit reinstatement fee

P. Refunds (Building Permit, Mechanical, Plumbing, and Erosion)
Permit refunds $90

Plan review refunds $90

Q. Certificate of Occupancy  (Valid for 30 days - As  determined by the Building Official)
Temporary residential $50 per request

Temporary commercial/industrial $300 per request

R. Certificate of Occupancy Application Fee (As  determined by the Building Official) - when no permits are required

$132.65 minimum fee, includes 1 hour code review time

$90 per hour for review time greater than 1 hour

Dissimilar Use or Change in Occupancy Classification 

(Extensive Code Review)

(Renewal of an application or permit where an extension has been requested in writing, and approval granted by the Building Official, prior to the 

original expiration date, provided no changes have been made in the original plans and specifications for such work)

(This fee is for reinstatement of a permit, where a reinstatement request has been made in writing, and approval granted by the Building Official, 

provided no changes have been made in the original plans and specifications for such work.)

50% of amount required for a new permit or a percentage 

as determined by the Building Official based on the

Resolution 2024-070, EXH A to Staff Report 
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DRAFT 

Resolution 2024-070 
October 29, 2024 
Page 1 of 1, with Attachment A (11 pgs)  

 
 
 
 
 
 

 
RESOLUTION 2024-070 

 
UPDATING THE 2024-25 FEE SCHEDULE FOR COMPLIANCE WITH STATE BUILDING CODE 

REGULATIONS AND ACCELA CONTRACT 
 

WHEREAS, in 2021, the Oregon Legislature passed HB 2415, requiring municipalities that administer 
and enforce building programs to provide a fully electronic building permit system by January 1, 2025; 
and 
 
WHEREAS, the City of Sherwood is implementing the state e-permit system known as Accela; and 
 
WHEREAS, during the implementation stage, the City’s fee schedule was audited by the State for 
compliance with state regulations, as well as the applicable Accela contract; and 
 
WHEREAS, minor changes and updates to the fee schedule were identified as being required in order to 
comply with state law; and 
 
WHEREAS, the updated fee schedule will affect Section 8 Engineering and Section 10 Building; and 
 
WHEREAS, a clean copy of the updated fee sections are provided as Attachment A to this resolution; 
and 
 
WHEREAS, notice for the proposed fee schedule changes was provided to the Oregon Department of 
Consumer and Business Services in accordance with OAR 918-020-0220 on August 30, 2024.  
 
NOW, THEREFORE, THE CITY OF SHERWOOD RESOLVES AS FOLLOWS: 
 
Section 1. The 2024-25 Fee Schedule Sections 8 and 10 shall be updated as shown in Attachment A 

to this resolution and shall be effective upon the City’s first day of use of the Acella e-
permit software. 

 
Section 2. This Resolution shall be effective upon its approval and adoption. 
 
Duly passed by the City Council this 29th of October 2024.  
 
                                                       
         Tim Rosener, Mayor 
Attest: 
 
      
Sylvia Murphy, MMC, City Recorder 
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SECTION 8

ENGINEERING CHARGES FOR SERVICE

A. Public Improvement Plans, Reviews, and Inspections (Subdivisions, Site Plans, Partitions)

Water

Street

Grading

Sewer

Erosion Control

Storm (on-site detention and non-proprietary treatment systems)

Broadband

Water

Street

Grading

Sewer

Erosion Control

Storm (on-site detention and non-proprietary treatment systems)

Broadband

B. No Public Improvement; Subdivision Plan Reviews and Inspections

Plan Review Fee Time and Materials

Inspection Fee Time and Materials

Television Line Service Review Time and Materials

C. Miscellaneous Fees

Addressing Fees

Single - five (5) digit address $71.44 lot

0 to 10 - Suite Numbers $27.06 per suite

11 to 20 -Suite Numbers $276.02 plus $15 per suite

21 and up Suite Numbers $441.63 plus $10 per suite

Plans and Specifications for capital projects varies by project - see photocopying fee schedule

Traffic and street signs (Includes post, sign, hardware, and labor to install)* $291.77 per sign

Street Trees $212.24 per tree

Plan Review – 4% of Construction Cost for public infrastructure and non-proprietary on-site storm water treatment and detention systems (Fees due at plan review submittal. Fee based on engineer’s 

construction cost estimate. If estimate changes during the course of review, any balance or credit due will be payable at the time of the Compliance Agreement) includes review of the following:

Inspections – 5% of Construction Costs for public infrastructure and non-proprietary on-site storm water treatment and detention system (Fees payable at the time the Compliance Agreement is signed). 

Includes inspection of the following for which permits were obtained:

* Indicates fees that are subject to Resolution 2017-008 - Providing Automatic Annual Inflation-Based Adjustments.

Resolution 2024-070, Attachment A 
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SECTION 8

ENGINEERING CHARGES FOR SERVICE

C. Miscellaneous Fees (continued)

$510.00 Deposit

In-Lieu of Fee – Fiber Optic Conduit Installation $47.76 per linear ft

In-Lieu of Fee – Vault Placement $742.85 per vault

Right of Way Permit Fees

ROW Small Wireless Facility Permit $902.03 per facility

ROW Construction Permit (for other than small wireless facilities) $162.36 per permit

Inspection fee $162.36  or 4% of project estimate, whichever is greater

ROW Use Permit $26.53

Design and construction standards $53.06 on paper

Design and construction standards $26.53 per CD

As-Built Requests $26.53 per subdivision

As-Built Requests electronic media $26.53 per cd

Reimbursement District formation $510.00 deposit (applicant pays 100% of actual costs including staff time)

D. Grading and Erosion Control Fees

Grading Fees - Non Single Family Residential 

Cubic yards

0 to 100 $74.29 minimum fee 

101 to 1,000 $74.29 first 100 yards plus additional fee below

$11.44 for each additional 100 yards or fraction thereof

1,001 to 10,000 $177.25 first 1,000 yards plus additional fee below

$15.92 for each additional 1,000 yards or fraction thereof

10,001 to 100,000 $320.53 first 10,000 yards plus additional fee below

$79.59 for each additional 10,000 yards or fraction thereof

100,001  + $1,036.84 first 100,000 yards plus additional fee below

$38.74 for each additional 10,000 yards or fraction thereof

Grading plan review fee 85% of the grading permit fee

Erosion Control Fees - Non-Single Family Residential 

Erosion Control Plan Review Fee 65% of the erosion control inspection fee 

Erosion Control Inspection Fee Based on Total Area

0 to 1 Acre $244.08

1 Acre and up $244.08

Grading and Erosion Control Fees - Single Family Residential 

Single Family Residential Plan Check Inspection

(plus $52per acre or fraction thereof over 1 acre)

Pre-submittal Consultation (consultation of projects prior to the submittal of a land use 

application, requiring more than 2 hours of staff time or on-call consultant services)

(Applicant pays 100% of actual expenses including staff time, if an 

application is submitted these fees will be credited against the plan review 

fees)

* Indicates fees that are subject to Resolution 2017-008 - Providing Automatic Annual Inflation-Based Adjustments.
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SECTION 8

ENGINEERING CHARGES FOR SERVICE

>1000 feet disturbance, existing development $74.29 $111.42

New development $74.29 $313.06

E. Vacations (Public right-of-way and easements)

Deposit plus staff time (See Section 1)

(Applicant pays 100% of actual expenses including staff time) $4,244.83

* Indicates fees that are subject to Resolution 2017-008 - Providing Automatic Annual Inflation-Based Adjustments.
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SECTION 10

BUILDING

Single Family and Two-Family Dwelling

Total Valuation Amount

1 - 500 $74.29 minimum fee

501 – 2,000 $74.29 the first $500

$1.22 each additional $100 or fraction thereof, up to and including $2,000)

2,001 – 25,000 $92.59 the first $2,000

$9.76 each additional $1,000 or fraction thereof, up to and including $25,000)

25,001 – 50,000 $317.07 the first $25,000

$7.64 each additional $1,000 or fraction thereof, up to and including $50,000)

50,001 – 100,000 $508.07 the first $50,000

$4.88 each additional $1,000 or fraction thereof, up to and including $100,000)

100,001 and up $752.07 the first $100,000

$4.27 each additional $1,000 or fraction thereof over $100,00)

See appendix A for additional fees collected on behalf of the Sherwood School District, State of Oregon, and Metro.

Commercial, Industrial and Multi-Family

Total Valuation Amount

1 - 500 $74.29 minimum fee

501 – 2,000 $74.29 the first $500

$1.85 each additional $100 or fraction thereof, up to and including $2,000)

2,001 – 25,000 $102.04 the first $2,000

$9.76 each additional $1,000 or fraction thereof, up to and including $25,000)

25,001 – 50,000 $326.52 the first $25,000

$8.24 each additional $1,000 or fraction thereof, up to and including $50,000)

50,001 – 100,000 $532.52 the first $50,000

$6.11 each additional $1,000 or fraction thereof, up to and including $100,000)

100,001 and up $838.02 the first $100,000

$4.27 each additional $1,000 or fraction thereof over $100,00)

See appendix A for additional fees collected on behalf of the Sherwood School District, State of Oregon, and Metro.

A. Building Permits
Values are determined by the applicants total estimated value of the work which includes labor and materials, and/or are based on 

the most current Building Valuation Data, without state-specific modifiers, as published by the International Code Council and in 

compliance with OAR 918-050-0100 to 918-050-0110. Final building permit valuation shall be set by the Building Official.
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Manufactured Dwelling Installation Permits

Manufactured home set up and installation fee $393.71

Site Plan Review Residential Rate per Section 9.(E)

See Appendix A for applicable state fees.  

Area Development Permit (ADP) - Manufactured Dwelling/Recreational Vehicle Parks 

Manufactured Dwelling Parks See Table 2 in OAR 918-600-030 

Recreational Vehicle Parks See Table 2 in OAR 918-650-030

See also Appendix A for applicable state fees.

B. Plan Review Fees - Building Permit
Plan review Fee 85%  of building permit fee

Fire and life safety plan review fee (when required) 40%  of building permit fee

C. Phased Permit - Plan Review (When approved by the Building Official)

Commercial, Industrial, Multi-Family $100 Minimum Fee

Residential and Manufactured Dwellings $50 Minimum Fee

A. Building Permits (continued)

The Area Development Permit fee to be calculated based on the valuations shown in Table 2 of OAR 918-600-0030 for 

Manufactured Dwelling/Mobile Home Parks and Table 2 of OAR 918-650-0030 for Recreational Park & Organizational 

Manufactured Dwelling or Cabana Installation 

Includes the concrete slab, runners or foundations that are prescriptive, electrical feeder, plumbing connections, all cross-over 

connections and up to 30 lineal feet of site utilities. Decks, other accessory structures, and foundations that are not prescriptive, utility 

connections beyond 30 lineal feet, new electrical services or additional branch circuits, and new plumbing - may require separate 

permits.  All decks 30” above ground, carports, garages, porches, and patios are based on valuation and may also require separate 

permits.

The Plan review fee for a phased project is in addition to standard plan review fees and is based on a minimum phasing fee, plus 10% 

of the total project building permit fee, not to exceed $1,500 for each phase pursuant to the authority of OAR 918-050-0160
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D. Deferred Submittals (When approved by the Building Official)

Commercial, Industrial, Multi-Family $150 Minimum Fee

Residential and Manufactured Dwellings $75 Minimum Fee

E. Mechanical Permits - Residential
Minimum Fee $74.29

Mechanical Plan Review - Residential 30% of mechanical permit fee (when required)

See also Appendix A for applicable state fees.

Air conditioner 23.81$  
Air handling unit of up to 10,000 cfm 17.85$  includes ductwork 
Air handling unit greater than 10,000 cfm 30.12$  includes ductwork 

11.89$  
Attic/crawl space fans 17.88$  
Chimney/liner/flue/vent 23.81$  
Clothes dryer exhaust 11.89$  
Decorative gas fireplace 23.81$  includes vent 
Ductwork – no appliance/fixture 11.89$  
Evaporative cooler other than portable 23.81$  
Floor furnace, including vent 23.81$  
Flue vent for water heater or gas fireplace 11.89$  
Furnace - up to 100,000 BTU 23.81$  
Furnace - greater than 100,000 BTU 43.63$  
Furnace/burner including duct work/vent/liner 23.81$  
Gas or wood fireplace/insert 23.81$  includes vent 
Gas fuel piping outlets (up to four outlets) 7.94$     
Gas fuel piping outlets (over four outlets, per each) 2.02$     
Heat pump 23.81$  includes ductwork and vents
Hood served by mechanical exhaust, including ducts for hood 17.88$  
Hydronic hot water system 23.81$  

Appliance vent installation relocation or replacement not included in an appliance permit

The fee for processing deferred submittals and reviewing deferred plan submittals shall be an amount equal to 65% of the permit fee 

calculated according to OAR 918-050-0170  using the value of the particular deferred portion or portions of the project, with a set 

minimum fee.  This fee is in addition to the project plan review fee based on the total project value.
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Installation or relocation domestic-type incinerator 29.71$  

E. Mechanical Permits - Residential (continued) 
Mini split system 23.81$  includes ductwork and vents
Oil tank/gas/diesel generators 23.81$  
Pool or spa heater, kiln 23.81$  
Radon mitigation 17.88$  
Range hood/other kitchen equipment 17.88$  includes ductwork 
Suspended heater, recessed wall heater, or floor mounted unit heater 23.81$  
Ventilation fan connected to single duct 11.89$  
Ventilation system not a portion of heating or air-conditioning system authorized by permit 17.88$  
Water heater 23.81$  includes vent 
Wood/pellet stove 23.81$  includes vent 
Other heating/cooling 23.81$  
Other fuel appliance 23.81$  
Other environment exhaust/ventilation 17.88$  

F. Mechanical Permits – Commercial, Industrial, and Multi-Family
Based on the total value of mechanical materials, equipment, installation, overhead and profit.

Plan review fee – Commercial 30% of Mechanical permit fee

Mechanical Permit Fee Based on total valuation Amount

0 - 500 $74.29 minimum fee

500.01 - 5,000 $74.29 Plus additional below

$3.06 each add'l $100 or fraction thereof between $500.01 and $5,000

5,000.01 - 10,000 $211.99 for the first 5,000 plus additional below

$3.67 each add'l $100 or fraction thereof, between $5,000.01 and  $10,000

10,000.01 - 100,000 $395.49 for the first 10,000 plus additional below

$9.77 each add'l $1,000 or fraction thereof, between $10,000.01 and  $100,000

100,000.01 and up $1,274.79 for the first 100,000 plus additional below

$4.89 each add'l $1,000 or fraction thereof over $100,000

See appendix A for additional fees collected on behalf of the Sherwood School District, State of Oregon, and Metro.
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G. Plumbing Permits – New One and Two Family Dwellings

One Bathroom $311.20

Two Bathrooms $384.43

Three Bathrooms $457.65

Additional Kitchen or Bathroom $189.17

H. Plumbing Permits – Residential 
Minimum Fee $74.29

Plumbing Plan Review - Residential 30% of plumbing permit fee (when required)

Manufactured Dwelling Utility Connection $36.61 each

Absorption valve $18.31 each

Alternate potable water heating system $18.31 each

Backflow preventer $18.31 each

Backwater valve $18.31 each

Catch basin or area drain $18.31 each

Clothes washer $18.31 each

Dishwasher $18.31 each

Drinking fountain $18.31 each

Trench drain $18.31 each

Ejectors/sump pump $18.31 each

Expansion tank $18.31 each

Fixture cap $18.31 each

Floor drain/floor sink/hub drain $18.31 each

Garbage disposal $18.31 each

Hose bib $18.31 each

Ice maker $18.31 each

Interceptor/grease trap $18.31 each

Manholes $18.31 each

Primer $18.31 each

Roof drain $18.31 each

Includes one kitchen, first 100 feet each of site utilities, hose bibbs, icemakers, underfloor low-point drains, 

and rain drain packages that include piping, gutters downspouts, and perimeter system and are based on the 
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Septic abandonment $18.31 each

Sink/basin/lavatory $18.31 each

Stormwater retention/detention tank/facility $18.31 each

Swimming pool piping $18.31 each

Tub/shower/shower pan $18.31 each

Urinal $18.31 each

Water closet $18.31 each

Water heater $18.31 each

Other Fixture or Item $18.31 each

Water lines,  Sanitary Sewer lines, Storm Sewer/ Footing lines (first 100 feet) $61.02

Water lines,  Sanitary Sewer lines, Storm Sewer/ Footing lines (over 100 feet) $33.57 each additional 100 ft. 

  See appendix A for surcharge collected on behalf of the State.

I. Plumbing Permits – Commercial, Industrial, and Multi-Family
  Based on the number of fixtures, appurtenances and piping with a set minimum fee.

Plan Review Fee – Commercial 30% of plumbing permit fee (when required)

Minimum Fee $74.29

See Section H for individual fixture rates.

See also Appendix A for applicable state fees.

Medical Gas Permits – Commercial Plumbing
Based on the total value of installation costs and system equipment as applied to the following fee matrix.

See also Appendix A for applicable state fees.

Plan review fee – Commercial 30% of plumbing permit fee

Plumbing Permit Fee Based on total valuation Amount

0 - 500 $106.12 minimum fee

500.01 - 5,000 $106.12 Plus additional below

$2.12 each additional $100 or fraction thereof between $500.01 and $5,000

5,000.01 - 10,000 $201.52 for the first 5,000 plus additional below

$3.18 each additional $100 or fraction thereof, between $5,000.01 and  $10,000

10,000.01 - 50,000 $360.52 for the first 10,000 plus additional below

$10.08 each additional $1,000 or fraction thereof, between $10,000.01 and  $50,000

50,000.01 - 100,000 $763.72 for the first 50,000 plus additional below

Resolution 2024-070, Attachment A 
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$11.67 each additional $1,000 or fraction thereof, between $50,000.01 and  $100,000

100,000.01 and up $1,347.22 for the first 100,000 plus additional below

$7.43 each additional $1,000 or fraction thereof over $100,000

Total Square Footage (including Garage)

0 to 2,000 $106.12

2,001 to 3,600 $159.18

3,601 to 7,200 $265.30

7,201 and greater $318.36

K. Commercial Fire Suppression - Alarms and Sprinklers (Structural Permit)
See Commercial, Industrial, and Multi-Family Fee table by valuation

Separate electrical permit application through Washington County may also be required.

L. Electrical Permits – Issued and Inspected by Washington County (503) 846-3470

M. Solar Photovoltaic System Installation – Structural Only
Electrical permits are also required through Washington County

$149.84

Typical Structural Fees by valuation 

N. Structural Demolition Permits  - Not subject to state surcharge
Residential $234.46

Commercial $344.30

O. Other Inspections and Fees (Building, Mechanical, Plumbing, Grading and Erosion)
Re-inspection fee $90

Inspections outside normal business hours $90 per hour plus State surcharge (Minimum charge = 2 hours) 

(when approved by the Building Official)

Inspection for which no fee is specifically indicated $90 per hour plus State surcharge (Minimum charge = ½ hour) 

Each additional inspection, above allowable - per each $90 per hour plus State surcharge (Minimum charge = ½ hour) 

Continuous Loop/Multipurpose (Plumbing pemit) and Standalone Systems (Structural permit) - fee includes plan review fee

Solar Permit - Non-Prescriptive Path System      

Includes solar panels, racking, mounting elements, rails and the cost of labor to install.  

Solar Photovoltaic (PV) installations that comply with the prescriptive path system

described in the Oregon Structural Specialty Code.

J. Residential Fire Suppression

Resolution 2024-070, Attachment A 
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Investigation fee  $90 per hour to enforce the code, $90 minimum.

Additional plan review required (Min charge = ½ hour) $90 per hour or actual time (For changes, additions or revisions)

Re-stamp of lost, stolen or damaged plans $55 per plan set

Application/Permit extensions $50

O. Other Inspections and Fees (Building, Mechanical, Plumbing, and Erosion)  (continued)
Permit reinstatement fee

P. Refunds (Building Permit, Mechanical, Plumbing, and Erosion)
Permit refunds $90

Plan review refunds $90

Q. Certificate of Occupancy  (Valid for 30 days - As  determined by the Building Official)
Temporary residential $50 per request

Temporary commercial/industrial $300 per request

R. Certificate of Occupancy Application Fee (As  determined by the Building Official) - when no permits are required

$132.65 minimum fee, includes 1 hour code review time

$90 per hour for review time greater than 1 hour

Dissimilar Use or Change in Occupancy Classification 

(Extensive Code Review)

(Renewal of an application or permit where an extension has been requested in writing, and approval granted by the Building Official, prior to the 

original expiration date, provided no changes have been made in the original plans and specifications for such work)

(This fee is for reinstatement of a permit, where a reinstatement request has been made in writing, and approval granted by the Building Official, 

provided no changes have been made in the original plans and specifications for such work.)

50% of amount required for a new permit or a percentage 

as determined by the Building Official based on the
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Work Session 
• “Sherwood Old Town Strategic Action Plan” PowerPoint presentation from Planning Manager Sean  

Conrad, Exhibit A 

• Email with (2) attachments from City Manager Craig Sheldon to Council re: Metro Solid Waste Questions, 

Exhibit B 

• “Metro Waste Prevention and Environmental Services” PowerPoint presentation from Metro, Exhibit C 

• Metro Fee Setting informational handout from Metro, Exhibit D 

 

Regular Session 

• “Sherwood City Council Resolution 2024-070” PowerPoint presentation from Community Development  

Director Eric Rutledge, Exhibit E 

 

 

 

 

 

 

 

 

 

 

 

 

Sherwood City Council Meeting 
 
Date: _____________________ 
 
 
• List of Meeting Attendees:  

• Request to Speak Forms:  

• Documents submitted at meeting:  
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Katie Corgan

From:
Sent:
To:
Subject:
Attachments:

Sylvia Murphy
Tuesday, October 29, 2024 2:3 1 PM

Katie Corgan
FW: Possible Questions for Metro Solid Waste during Work Session Tonight
Metro Audit Questions Regarding Leadership and Control of the Solid Waste System.pdf; Metro

Questions.pdf

Categories: Council

Katie, see attached and betow communication for lhe 10/29/2024 Councit meeting record. Thanks

Sylvia Murphy, MMC, City Recorder
M u rp hys @ S h e rwo o do re q o n. g o v
Ph: 503-625-4246

From: Craig Sheldon <SheldonC@SherwoodOregon.gov>

Sent: Tuesday, October 29,2024 8:04 AM

To: City Council <CityCouncil Distribution@sherwoodoregon.gov>
Subject: Possible Questions for Metro Solid Waste during Work Session Tonight

Morning everyone,

Attached are some possibte questions for the Metro Sotid Waste staff for our work session tonight:

1. The first attachment inctudes questions for Metro teadership regarding the four audits completed by Metro

Auditors.

2. The second attachment contains questions retated to costs from rate modets and other source documents.

Ptease note that Metro has informed us their finance person is on PTO and witt not be in attendance. However, we can

request fottow-up on any questions they can't answer during the session. Metro said they witt be sending us a

presentation today. Once we have it, I witt send it out.

Enjoy your day!

Craig Shetdon
City Manager
City of Sherwood
22560 SW Pine Street,
Sherwood Oregon
503-625-4200
shel dorr q@ sherw o o d oregpn€orv

gl3sb.+

hls
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Metro Audit Questions Regarding Leadership and Control of the Solid 
Waste System

Transfer Station Operating Controls Audit Report – September 2023

According to the Metro Audit report titled Transfer Station Operating Controls: 
Strengthen management practices to reduce risks1, Brian Evans states the 
following: The purpose [of the audit] was to determine whether Metro had effective 
policies and procedures to manage operating risks.

The audit found gaps in roles and responsibilities for transfer station operations that 
increased health and safety, and financial risks. Procedures to manage some risks 
were underdeveloped or not assigned. Ad hoc management practices reduced 
transparency and accountability for transfer station operations. 

The weaknesses identified in this report indicate a lack of basic management 
practices and commitment to a long-term vision for Metro’s part of the regional 
solid waste system. It will take sustained attention at the highest levels of the 
organization to overcome these challenges.

Audit Findings

The weaknesses identified in this report indicate a lack of basic management 
practices and commitment to a long-term vision for Metro’s part of the regional 
solid waste system. It will take sustained attention at the highest levels of the 
organization to overcome these challenges.

Audit Recommendations

The audit included 20 recommendations. Twelve were designed to strengthen 
internal controls and contract risk management practices. Two focused on ensuring 
compliance with internal processes. The final six recommendations were related to 
reducing gaps and overlaps in WPES oversight.

Transfer Station Operating Controls Audit Questions

1. Who is the person at the Highest Level tasked to fix the problems outlined 
in this audit?

2. Was anyone associated with numerous failures noted in this report 
terminated?

3. Since the release of this report last year, what specific steps have been 
completed to eliminate the 20 reported weaknesses?

4. Who are the people who oversee transfer operations as long-serving 
employees have retired or left Metro?

1 ***********.oregonmetro.gov/transfer-station-operating-controls-audit



5. How many of the people who are being selected to fill these vacant 
management positions have had previous waste industry experience outside 
of Metro?

6. Does Metro have a qualified individual managing Garbage & Recycling 
Operations (Transfer Stations)?



Span of Control and Performance Measures Audit Reports – September 
2024

According to the Metro Audit report titled Span of Control: Develop a framework to 
monitor organizational structure2, Brian Evans states the following: The audit’s 
purpose was to determine how changes in Metro’s span of control may affect costs 
and workforce planning.

The audit found that greater analysis of span of control would provide a more 
objective and consistent method for managing organizational change. Personnel 
costs are directly related to the agency’s organizational structure. As such, span of 
control analysis can help decision-makers learn about cost.

According to the Metro Audit report titled Performance Measures: Utilize best 
practices to monitor progress towards goals3, Brian Evans states the following: The 
purpose [of the audit] was to determine what was preventing Metro from complying 
with its financial policy to include performance measures in the annual budget.

We found Metro’s approach to performance measures was fragmented. Several 
strategic frameworks and associated performance measures were created in the 
past, but they were not sustained. One of the root causes was that the mandate for 
performance measurement was underdeveloped. Financial policies require budget 
performance measures, but there was no other guidance about what was expected.

Span of Control and Measurement Questions

1. The number of FTEs in Waste Prevention and Environmental Services (WPES) 
has increased every year. What is the rationale for hiring more people when 
the effective management of the current workforce is questionable?

2. Does each FTE within WPES have an Employee Position Agreement (EPA)? An 
EPA outlines the duties and responsibilities of the employee and Metro's 
obligations.

3. Who is responsible for establishing the performance measurements for the 
Waste Prevention and Environmental Services (WPES)?

4. What are the quantitative performance measurements of Waste Prevention 
and Environmental Services for measuring the cost of services, diversion and 
waste reduction, capital management, and effective control of departmental 
expenses?

5. Do you believe that performance measures would be effective in controlling 
costs within Metro/WPES?

2 ***********.oregonmetro.gov/span-control-audit
3 ***********.oregonmetro.gov/performance-measures-audit



Solid Waste Service Equity Audit – March 2021

The Metro Audit report titled Solid Waste Service Equity: Establish clear goals and 
measures at the program level to improve outcomes.4 The report concluded: While 
racial equity was a clear focus in its planning efforts, the department had not 
specifically defined service equity. In the absence of defined service equity 
goals and measures for each program, we [Metro auditor’s office] used existing data 
and our own measures to evaluate service equity.

Audit Findings

We found both positive and negative changes in service equity outcomes for the 
programs we reviewed. In places throughout the region where more people from 
historically disadvantaged communities live, access to a few services decreased, 
whereas for other services, it increased.

Audit Recommendations

1. Improve service equity outcomes at the program level we recommended the 
department develop clear goals, measures, and targets for service equity to 
set expectations, and formalize policies and procedures to ensure 
expectations are carried out. 

2. Recommended the department develop reliable cost and output information 
for its programs and use that information to drive continuous improvement in 
service equity.

Solid Waste Service Equity Questions

1. Who was responsible for implementing these audit recommendations?
2. What is the current status of these recommendations?
3. What is an example of a measurable goal?
4. What are the specific measurements, and how were they applied to the Metro 

Garbage & Recycling System Facilities Plan?

4 ***********.oregonmetro.gov/solid-waste-service-equity-audit



Metro Questions 

Metro Spending

The costs in the following table were taken from Metro’s rate model (Oct 2020, April 2022, and 
May 2024). Expenses have increased by 83.3% from $72M in FY19 to $132.7M in the current 
year. 

These tonnage amounts are taken from the Metro May 2024 rate model.

Question 1: As costs increase and tonnage volumes decrease, why hasn’t Metro leadership 
reduced costs?

The recovery rate presented in the following table is from OR DEQ, RSF from the May 2024 
rate model.

It appears that the more Metro spends, the lower the diversion rate. 

Question 2: Is Metro’s solution to increasing the diversion to spend more?

Question 3: What are the quantitative solutions to increasing the diversion rate besides 
increasing the Metro labor force?

Question 4: Have any solutions to increasing the diversion rate been shared with any 
jurisdictions?



Transfer Station Operations

Questions

1. Why did the cost per ton at Metro Central increase by 60% from $25.99 to $41.46 per 
ton?

2.  What are the diversion rates of Metro Central and South’s waste sorting operations?
a. Is monthly reporting of these metrics a condition of the contract with Recology?

3. How do Metro’s diversion rates compare to private facilities such as Green Way and 
TVWR?

4. What is the cost per ton for recovered materials?

In 2015 Metro completed a cost analysis1 for operations at both facilities. The following table 
summarizes the differences in cost for handling inbound materials. 

Metro Facility Franchised 
MSW

Self-Haul 
Waste

Dry 
Recovered Organics

Central $13.35 $57.71 $90.77 $18.79
South $9.19 $27.72 $64.91 $15.42
Combined $11.29 $34.28 $78.57 $17.08

Question: When will Metro leadership decide that sorting dry waste at the transfer station is 
expensive and ineffective?

Question: Why isn’t dry waste diverted to a facility that can process it at a lower cost and 
achieve meaningful recovery?

1 Metro contract 933766 with Bell & Associates



Metro Rate Model

Excerpt from the tonnage tab in the rate model

Question: Metro can report actual tonnage daily, but the amounts in the Metro rate model are 
the estimates of the prior years. Why aren’t actual tonnage volumes used to set the rate?

This table is from the May 2024 SW Rate Model Funds tab.

While the operating fund (530) decreased from FY2019, the offset to the lower balance is to use 
the amounts in the rate stabilization fund and working capital. While the balance of the operating 
funds dropped from FY19, Metro’s overspending is the reason for the increased disposal fee, 
not covid or the low fund balances.
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What we did: FY 24-25 Budget Development 

Metro 
Council 

Waste Fee 
Policy 

Task Force 

Budget 
Roundtables and 

Regional Waste 
Advisory 

Committee 

Sept Oct 

Budget preparation 

Regional Solid Waste 
Waste Plan Authority 

0 0 

Kickoff and 
Listening 
Session 

0 

Nov Dec Jan Feb March April 

Department budget request Budget proposal 

Regional 
Solid Waste Regional Waste Proposed 

Waste Plan 
System Reduction Budget 

Progress 
Financing Programs and Fees 

Report 

0 0 0 0 

Meeting 1 Meeting2 Meeting 3 & 4 Meeting 5 & 6 Fee Policy 
Recommendation 

0 0 0 0 0 

Proposed 
Early Input on Requested 

Budget 
Priorities Budget and 

and 

0 
Feedback 

Fees 

0 
0 

May Jun 

Budget adoption 

Budget 
Adoption 

0 



Solid Waste Fees 
The "Tip Fee" is the total fee that commercia l haulers and t he public pay for disposing of waste at a Metro t ransfer 
station by the ton 

• 
e . 

• 

Tonnage Fees 

• Ml nlmum Charges 

Transaction Fees 

Fees paid at Metro 
Transf er Stations 

• 

Regional System Fee 

Community Enhancement Fee 

Excise Tax* 

State DEQ Fee• 

Fees paid on disposal of 
all solid waste 



Fee History 

Metro Fee History 
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FY 24-25 Adopted Fees 

Staffed scale house 

Automated scale house 

Mlinimum load charge 

Mixed solid waste 

Regional system fee 

Total tip fee 

FY23-24 

$24.00 

$6.75 

$40.00 

$89.72 

$31.41 

$137.30 

IFY24-25 

$27 .. 00 

$7 .. 25 

$45.,00 

$104 .. 37 

$31.,72 

153 .. 67 

%Change 

12.5% 

7.4% 

112.5% 

16.3% 

1.0% 

111.'9% 



Solid Waste Disposal Costs 
1117 .. .. .. .. .. .. .. 

Trans,., & Ol~I $6320 56441 $6441 $64 41 $ 7281 $ 7823 S8972 $ 104 37 

MelrO FHSfTaxn $31 75 $3304 $3304 $3394 $4234 $4508 S47 58 S4930 

Total Ttp Fee S9495 S9745 $97 45 $9835 $115 15 $123 29 $137 30 $ 153 67 

Trensac.1,00 Fee $200 S 200 $200 $200 5200 $425 $675 $ 725 

Pride RKycilog 2017 2018 2019 2020 2021 2022 2023 2024 

Transret & ~I S67 75 S6896 $ 7096 S 71 61 S 7354 S 78 75 $9028 $10.t 37 

Metro Fees!Taxes S 31 75 S3304 $3304 $3394 $4234 $4506 S47 58 S4930 

Total Ttp Fee S99 50 S 10200 S 104 00 S 105 55 S11588 S 12381 S 137 86 $ 15367 

Disposal FN has nereas.od by 47 1~ slnoe 2017 
CPI ovor lho s~mo period ,s 31% 
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2024 Summary of Private Transfer Station 
Rates and Fees for Putrescible Waste 

Facility Name Tip Fee• (per ton) Additional Fee (pe1r load) 

Metro Transfer Staitions $153.67 
$7.25 (auto) and $27.00 (manual) 

transaction fee 
CO R Transfer Stat ion $153.67 $7.25 transaction fee 

Forest Grove $152.07 $30 ernvirronmental fee 

GSS Transfer $153.67 $7.25 transaction fee 

Piride R,ecvclinR $153.67 $7.25 transaction fee 
Troutdale Transfer Station $152.07 $30 ernvirronmental fee 

$6. 7 5 transaction fee/load; $1. 00/ton 
Willam,ette Resources line .. $152.17 enhancem1ent fee/ton; $0.50/ton 

investment fee/ton 

I 

I 

I 



Summary of City and County Rates 
.Jludsd ictl'.on 

fl.ortland 

Hi llsbono 

\ii/ashi rngto n 1Cbt.Hifly 
1Qackamas 1Cbunt1,,• 
1Gr,esham 

Beavertorn 
1igard 

Lake os.,we.go 

Ore.go n 1CI IV 
\ii/es. t Urnrn 
HappyVall,ey 

Milwaukie 

1Llla latirn 
F,orestGrove 

[ 

[),are rret rl re.i,erdWe.eklly rroUU cart :size Molifth~y co.st Eff\ecll'Je rdatE Slng~e, famUy hous·elh,otd.s 1(202.2j1 

9/9/.2024 .35gallnns $42.100 7/112024 11411()91 

9/9/.2024 .35gallnns $33.18 8/112024 20533 

9/9/.2024 .32-.35gallorns $30.74 8/112024 5371-l 

9/9/.2024 .32gallnns $39.105 8/112024 2472:i 

9/9/.2024 .35gallnns $-a1l.23 7/112024 20617 

9/9/.2024 .32-.35gallorns $30.00 110/112023 16533 

9/9/.2024 .32gallnns $39.49 8/112024 13300 

9/9/.2024 .35gallnns $35 .. 28 11/112024 10872 

9/9/.2024 .35gallnns $36.109 9/112024 9763 

9/9/.2024 .35gallnns $36.109 7/112024 8095 

9/9/.2024 .32gallnns $39.105 8/112024 8916 

9/9/.2024 32-35gallorns -$40.43 911/2024 6248 

9/9/.2024 35gall,ons -$33.29 1111/2024 5568 

9/9/.2024 35gall,ons -$26.7'0 7/1/2023 5428 

Simple average -$35.96 

\ii/eightedl average -$37.82 



Looking ahead 

• Fee setting guided by solid waste fee 
policy with input from Regional Waste 
Advisory Committee 

• Improved budget and fee information 

• Monthly meetings with local government 
staff 

• Spring Budget Forum 





Waste Prevention and Environmental Services 

Our primary responsibility is to conserve 
resources through waste reduction and 
manage garbage and recycling safely for 
people and the environment. Ser;vices 

comm unit½ 
investment 



The Regional Waste Plan guides our work 

Waste prevention and healthy environment 

Excellent, accessible and resi lient garbage and recycling system 

Shared prosperity 

2,019 2020 :2023 :2025, :2030 

Q: I I I ,-· --1 ------0-
12030 Region<!l Wastie we are here 

Plan Adopited 



Progress Overview 

• • • , 1, 

Foster shared prosperity and 
workforce equity 

Advance environmental literacy and 
waste prevention practices. 

Provide excellent service and 
equitable system access 

Strengthen systems for recovery, reuse 
and repair. 

Reduce environmental health impacts of 
products. 

Median wage of solid 
waste workers 

Youth reached through 
education programs 

Dumped garbage in most 
impacted communities 

Capacity and impact 
of reuse sector 

GHG emissions of 
products and services 

Change since 
baseline year 

0 

0 

0 
Basel ine 

Basel ine 
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FY 2024-25 Budget Overview 

$32.SM Personnel 

$78.7M Materials and Services 
$20.7M Central Services+ CAM 
$131.9M Operating 

$3.2M Capital Outlay 

$27.2M Contingency & Reserves 



Progress towards regional outcomes: 
Services and Community Investment 

More than 30,000 students 
reached in 2023 

FY23 collection events 
exceeded targets 

- -
§ _~ 

RID Deployment Center 
Purchase 



Progress towards regional outcomes: 
Planning and Partnerships 

nd Gar age 
yste 111 
Vorkshop 

- ~ kT~ - II 
~fr,tl □ i 

., ku;i.dilans1111stbe lw;erlludfHt. 

Garbage and Recycling System Bulky Waste Policy Project 
Facilities Plan pilots completed 

Disaster Debris Management 
Reserve and Grant Fund 
operational in 2023 



FY25 Budget Modifications 

1.0 FTE Provide capacity to address Transfer 
Station Operating Controls audit recommendations focused on 
safety and procedures. 

1.0 FTE Reduce dependence on variable hour employees 
and address staffing gap for traffic control team . 

. 4 FTE Reduce dependence on variable hour employees and 
recover a portion of service level reduced due to COVID 
budget cuts. 



Key investments: Environment and Economy 

Safe and Convenient Household 
Hazardous Waste Disposal 

$8.2M 
• Two permanent facilities open 6-7 days 
• Regiona l collection events 

Local Government Partnerships 

$4.9M 
• Direct funding to local governments for waste 

reduction efforts 
• Disaster debris reserve fund 

i~~I Waste Prevention Education 

~~~ $3.lM 
• Waste prevention, recycling and 

disposal education 

• Youth and adult internship programs 

·•••t Community Clean-up n• l o $S.7M 
• Cleaning up dumped garbage 
• Community driven clean-up efforts 
• Workforce development partnerships 



Sherwood Investments and Services 

Regional Programs Serving Sherwood 
• Regional collection events 
• Rid Cleanup 
• Recycling Informat ion Center 
• Youth education outdoor school 

Local Government Grants 

• $23,237 direct funding to Sherwood for waste 
reduction efforts 

• $79,000 Community Enhancement Funds 
• Disaster debris grant program 

Washington County Cooperative 

• Provides education and direct technical 
assistance in Sherwood 

• Completing annual reports for DEQ 
compliance 



-■--■ 
I I .I I I 





Tonnage allocation 

• Current approach uses the tonnage 
allocation process to guarantee 
Metro 40% of wet waste 

• 60 percent is allocated to the private 
transfer stations 



900,000 

800,000 
744K 748K 743K 

703K 709K 695K 
700,000 

600,000 

500,000 

400,000 

300,000 

200,000 

100,000 

0 

2018 2019 2020 2021 2022 2023 

• - Metro t ransfer stations 

• - Private t ransfer stations 



Metro

WASTE PREVENTION AND ENVIRONMENTAL SERVICES

Fee Setting
Overview
Metro is responsible for ensuring that all solid waste generated in the region is

managed in a manner that protects public health and safeguards the
environment. As a part of this responsibility, Metro's Waste Prevention and
Environmental Services department administers the 2030 Regional Waste Plan.

The plan is the region's blueprint for improving our garbage and recycling
system, reducing the impacts of waste, and advancing Metro's racial equity goals.

The plan is implemented collaboratively with local governments and partners in
local communities.

Annual budget process
Metro's annual budget process
incorporates strategic direction into a
comprehensive policy and financial plan
for all programs and services. The budget
is more than a technical document filled
with numbers and data tables; it is
focused on the concrete investments that
move the region forward.

The annual budget process is designed to
meet the needs and expectations of our

communities and requirements of Oregon
Budget Law. Each year, the process starts
in September with preparation and
analysis of five year forecasts and ends in

June with adoption of the budget by Metro
Council. The solid waste fee setting
process runs parallel to the budget
process, with fees typically adopted in
March or April.

Budgetproposal Budgetapproval Budgetadoption
. Meetings with Coo potential updates by Metro Council
. Council to budget based Council approval of
presentations on council review budget

Budget preparation
. Capital improvement
. Project scoping
. Forecasts updated

@
Department
budget request
. Council retreat
. Budget direction

dTl2.o2+
Date

V{S
Agenda ltem

l) t

Jul Aug Sept Oct Jan Feb Mar

oregonmetro.gov

HFi6iiT--



What are the Solid Waste Fees? 
C1JST(lf R COPY 

1:1m1uff 11111m1m: The Solid Waste Fees set annually by Metro Council is divided between two 
categories - fees that are paid at Metro transfer stations and fees paid on 
the disposal of all solid waste in the region. 

Imo [Cl3t 3001141 lect~ ( ~OOJ ) 

lict I aw ~rmt 
lr"uckN l D244 

Fees Paid at Metro Central and 
Metro South by Customers 

Fees Paid on Disposal of 
All Solid Waste 

flilll: lb! P2010Clt 
102~4110244 

--"llATE--- --TJHE- ~HID : 
IN 6/30/2022 B: 66: 11 rtl iJJT 
IJJT fl/30/2D22 8; 11 ;~0 Pti IIJT C2 

Tonnage Fee 

Minimum Charges 
Transaction Fees 

Regional System Fee 

Community Enhancement Fee 
Excise tax 

Pa)'mn!: l t:har,l!I 
~.hid e: 2 Cll!l'.litl&:l lltcp lloi 
Hete1-L1l; 8 HS'!! TFEE 
Des !En: 20 NOl SPECIFIED 

~ km State DEQ fee Gr-ass ~i 
LlliL._i4_! 
N~t ~t 

~,61(1 1. Bl ~ 5.."!!le 

--1..3001 1.69 A Scale 

The "Tip Fee" is the total fee that commercial haulers and the public pay 
for disposing of waste at a Metro transfer station by the ton. In the example 
to the right, the customer was charged the minimum fee for mixed solid 
waste and the transaction fee. 

240 .12 

Ti p F'-" J nu,~ t,Jr,_ Fe• 
Spec Foo $ 0.00 
Iruns Eilil ~ ~ 
Tatel F~ -~ 22 _ TT 

An lfend $ 0 .00 li\ar,99 $ 0.00 

What does Metro's Mixed Solid Waste Tip 
Fee support? 

faam; 10241 

The collected fees fund Metro services, including transfer station operations, waste reduction programs 
and cleanup of dumped garbage on public lands. The image below shows the breakdown of what solid 
waste fees support. 

Regional system fee (22%} 
------ Funds important regional services, such as grants, 

household hazardous waste collection, waste reduction 
and disaster resilience planning, education programs, 
and garbage cleanup on public lands. 

Includes WPES core functions 
• Services and community investment 

L 
• Planning and partnerships 

Community enhancement fee (1%) 
Funds community enhancement grants that go toward 
improving the lives of people who live and work near transfer 
stations, as well as their surrounding communities. 

Excise tax (12%} 
Funds some of Metro's operating and administrative cost s, 
such as protecting clean water and wildlife habitat and 
planning for new growth in the region_ 

State DEQ (2%} 
The DEQ fee is collected on behalf of t he DEQ on al l disposed 
waste and helps to fund state garbage and recycling programs_ 

'------- Tonnage charge (63%} 
Funds the cost of operating and maintaining public 
garbage and recycling facil ities and transporting materials 
to recycling and composting facilities, or to landfills. 

Includes WPES core functions 
• Regional garbage and recycling operations 

2 



Solid Waste Fee Details 

• Fees paid at Metro Transfer Stations (Central and South) 
o Tonnage fees - The fee for each ton of solid waste received at a Metro transfer station. 

Individual fee amounts are set for the following types of materials: Mixed solid waste, 
clean wood, yard debris, residentially generated organic waste, and commercially 
generated organic waste. 

o Transaction fees - Added to each transaction at a Metro transfer station. Individual fee 
amounts are set for staffed versus automatic scales. 

o Minimum charges - Metro charges a minimum tonnage fee on up to 300 pounds for all 
types of materials. 

• Fees paid on disposal of all solid waste 
o Regional system fee - Funds important regional services such as grants, household 

hazardous waste collection, waste reduction and disaster resilience planning, education 
programs, and garbage clean up on public lands. 

o Community enhancement fee - Funds community enhancement grants that go toward 
improving the lives of people who live and work near transfer stations, as well as their 
surrounding communities. 

How are the Solid Waste Fees set? 

0 

I 
SETTING THE 
FOUNDATION 
Establish 
• Financial reserves 
• Debt coverage targets 
• Performance measures 

REVENUE 
REQUIREMENT 

I 
DEFINING OVERALL 
NEEDS 
Forecasts 
Debt service 
Capital program 
Reserve management I 

COST EQUITY 
EVALUATION 
Unit costs 
Allocation 
Define customer classes 
Cost of service analysis 

FEE DESIGN 

0 

I 
COLLECT TARGET 
REVENUE 
Charges 
• Fixed 
• Variable 

Rate impacts analysis 

1. Financial Policies: Financial policies provide the foundation for the fee setting process. Fee 
Setting Criteria help achieve Metro's priorities and adopted policies. They fall under three 
specific headings: Fiscal Responsibility, Accountability and Public Benefit. These criteria cannot 
be reached at 100% on each item but balancing each criterion helps to establish equitable fees. 

2. Revenue Requirement: This step identifies the total annual financial obligations of the 
system. The annual revenue requirement includes operating expenses, annual debt service, 
use/funding of financial reserves, etc. This is where the Metro disposal, regional program and 
administrative costs are summed up. 

3. Cost of Service: The purpose of a cost of service analysis is to provide a basis for distributing 
the full costs of each service to each class of customers in proportion to the demands they place 
on the system. Expenses are allocated to the systems functional areas of disposal and recovery, 
regional programs, compliance and administration. 

4. Fee Design: The principal objective of fee design is to work with Metro Council to implement 
rate structures that collect the appropriate level of revenue, are reasonably aligned with cost of 
service, and support desired policy outcomes. 



How are the Solid Waste Fees Reviewed? 

Metro's contractor provides an independent review of the methodology for calculating proposed solid 
waste fees annually. As part of this process, the Excel Rate Model and associated fees are reviewed for 
accuracy, adequacy, reasonableness and compliance with industry practices. View past results 

Once adopted, who Pays the Solid Waste Fees? 

For Mixed Solid Waste: 

Metro Transfer Station 
customers 

• Tonnage fees 
• Minimum charges 

• Transaction fees 
• Regional system fee 
• Excise tax 

• DEQ fees 

All ratepayers 
(disposed tonnage) 

• Regional system fee 
• Excise tax 

• DEQ fees 

Metro Solid Waste Fees History 

160.00 

140.00 

120.00 

- 100.00 
C: 
0 

-t'.. 
~ 80.00 

QJ 
QJ 

u.. 60.00 

40.00 

20.00 

0.00 

Metro Fee History 

1,800,000 

1,600,000 

1,400,000 

1,200,000 

1,000,000 

800,000 

600,000 

400,000 

200,000 

- Tonnagecharge - Re~onalSystemFee - Excisetax - Other fees - Total Tons 

"' C: 
0 
f-

0 

All transfer station 
(incoming tons) 

• Community 
Enhancement fees 

Fee Adjustments (2012-2020): From 
2012 to 2020, fees increased at a 
rate below inflation on average, 
including two years when they 
decreased. 

COVID-19 Response (2020): In 

2020, Metro froze fees during the 
economic uncertainty caused by the 
pandemic, despite rising operational 
costs. 

Cost of Service Increases (2021-
2024}: This freeze led to larger fee 
increases from 2021 to 2024 to 
address accumulated costs and to 
maintain essential services. 
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Resolution 2024-070 Community Development Fee Schedule 
Update

Fee Schedule Update for Compliance with State Regulations and Transition to Accela 

• Add Area Development Permit fee for manufactured home parks and RV parks. 

• Show itemized fees related to plumbing and mechanical permits under Section 10 

Building. No fee increases or additions were required when itemizing. Changes were 

limited to formatting.    

• Move the grading fee to Section 8 Engineering  



Resolution 2024-070 Community Development Fee Schedule 
Update



Resolution 2024-070 Community Development Fee Schedule 
Update

Staff respectfully recommends approval of Resolution 2024-070, updating the 2024-2025 fee 

schedule for compliance with state building code regulations and Accela contract. 



SHERWOOD CITY COUNCIL 
RESOLUTION 2024-070
PUBLIC HEARING

October 29, 2024 

Eric Rutledge, Community Development Director 



Approved
M¡nutes
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SHERWOOD CITY COUNCIL MEETING MINUTES
22560 SW Pine St., Sherwood, Or

October 29, 2024

WORK SESSION

1. CALL TO ORDER: Mayor Rosener called the meeting to order at 5:33 pm.

2. COUNCIL PRESENT: Mayor Tim Rosener, Council President Kim Young, Councilors Taylor Giles, Ketih
Mays, Renee Brouse, Dan Standke, and Doug Scott (left at 6 pm).

STAFF PRESENT: City Manager Craig Sheldon, Assistant City Manager Kristen Switzer, Interim City
Attorney Sebastian Tapia, Community Development Director Eric Rutledge, Interim Public Works Director
Rich Sattler, IT Director Brad Crawford, Finance Director David Bodway, Police Chief Ty Hanlon, Planning
Manager Sean Conrad, City Engineer Jason Waters, Records Technician Katie Corgan, and City Recorder
Sylvia Murphy.

OTHERS PRESENT: First Forty Feet consultants Jason Graf and Will Grimm.

TOPIC:

A. Old Town Strategic Plan Discussion

First Forty Feet consultants Jason Graf and Vtfill Grimm presented the “Sherwood Old Town Strategic Action
Plan" PowerPoint presentation (see record, Exhibit A). Mr. Graf recapped that the purpose of the Old Town
Strategic Action Plan was to promote the ongoing revitalization of Old Town as the traditional heart of the
community. He stated the plan would include a review of opportunity sites, how to approach future
development/infill of those sites, and the impact of state mandates and potential incentives. He stated they
would meet with the Shemood Main Street group to determine what types of partnerships would work to
promote Old Town. Mr. Graf provided an overview of the objectives within the Community Engagement and
Visioning, Economic Development and Business Growth, Strategic Site Development, and Incentives and
Tools Guiding Development categories on page 3 of the presentation. He provided an overview of the key
measures of success within each category on page 4 of the presentation and asked for Council input. Mayor
Rosener stated a measure of success would be not exasperating the city’s parking with the addition of more
mixed-use buildings. He commented that the city currently did not have a parking requirement in Old Town,
but he was open to changing that via development type if it was needed. Councilor Giles explained that he
was not just interested in bringing in more businesses to Old Town, he wanted businesses that would
generate increased foot traffic in Old Town and spoke on “discoverability.” Discussion regarding needing
different types of businesses that were open more hours or days of the week to capture more foot traffic and

City Council Minutes
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“activity drivers” occurred. Mayor Rosener stated that an Old Town hotel, mercantile shops, mixed-use
buildings, and affordable housing, particularly in Sherwood West, could all impact foot traffic levels in Old
Town. Councilor Standke asked if foot traffic was the main driver for defining success and Mayor Rosener
replied that it was foot traffic in the context of the look and feel of Old Town. Councilor Scott commented that
to him, foot traffic was the result, not the goal. Discussion regarding wanting to attract businesses that drew
people downtown throughout the day and evening occurred. Discussion regarding ways to encourage
businesses to remain open more hours and/or days of the week occurred. Mayor Rosener said a grant
program could be used and spoke on the impacts to design standards from SB 1537 and similar legislation
and the need for strategic cost incentives. He spoke on facade grants and SDC offsets and asked that they
look into creative programs other communities were using. Mr. Graf spoke on the City of Tigard’s storefront
improvement and tenant improvement programs. Mayor Rosener commented that $50,000 in URA funds
could be set aside annually to help fund those types of programs in Sherwood. Mr. Graf reported that they
would meet with the City of Tigard’s Economic Development Director to discuss their programs. Council
asked that the consultant also meet with the City of Beaverton and City of Newberg. Mayor Rosener asked
that they be mindful of recently passed and potentially upcoming legislation in orderto try and plan ahead as
best as possible. Councilor Giles asked if tenant improvement programs could be utilized by businesses on
the second floors of buildings and discussion occurred. Councilor Scott stated that it was important that the
city not spend money or incentives on properties that were sub-optimally developed.

B. Metro Solid Waste Discussion

Mayor Rosener referred to Councilor questions sent to Metro prior to the work session (see record, Exhibit
B) and introduced Metro Council President Lynn Peterson and Metro Waste Prevention and Environmental
Services Director Marta McGuire. Mayor Rosener spoke on transparency and working with Metro and stated
he had served on Metro‘s Rate Policy Advisory Group and the UGR stakeholder group. He stated that he
appreciated that Metro’s level of community involvement over the last few years had increased. Metro Council
President Peterson provided background on herself. She voiced that this region had wanted to do regionalism
so everyone would benefit from the gains and commented that everyone was dependent on each other in
order to succeed. She explained that Metro set the waste fee annually and worked to balance the impact of
raising the fees. She referred to the COVID-19 pandemic and explained that cities had requested that Metro
not institute large fee increases during that time, and Metro had agreed. She stated that the fees that cities
were seeing now was a result of Metro holding back increases for three years and Metro was no longer able
to offset the costs by dipping into their reserves. Ms. McGuire presented the “Metro Waste Prevention and
Environmental Services” PowerPoint presentation (see record, Exhibit C). She provided an overview of
Metro’s budget development timeline and referred to additional fee setting information that had been sent to
Council prior to the work session (see record, Exhibit D). She reported that Metro Council served as the
approval body for fee setting, and, starting this year, the Regional Waste Advisory Committee would provide
input and advise Metro Council. Ms. McGuire voiced that Metro was working to do a better job sharing
information with cities regarding fees, programs, and services. She provided an overview of Metro’s solid
waste fees and fee history on pages 4-5 of the presentation. She referred to the 1% increase in the Regional
System Fee and explained that Metro's focus had been on maintaining programs and services and getting
back to pre-COVID reserve levels. She explained the Solid Waste Fee had increased significantly due to
increased labor, equipment, and fuel costs. Ms. McGuire recapped the table of 2024 private transfer station
rates and fees on page 8 of the presentation and noted that it was very difficult to make comparisons between
transfer stations because there were many different factors that impacted their rates and fees. Mayor
Rosener asked if Metro had investigated why some regions were able to offer much lower rates. Ms. McGuire
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replied that Metro sought to be as efficient as possible, which was why they competitively bid their contracts
every 5—7 years. Metro Council President Peterson added that Metro Council had given direction to WPES
to slowly remove themselves from the transfer station space. She explained this meant that there would be
more tonnage for the private sector to allocate, but it also meant that Metro would be regulating the rates.
Mayor Rosener commented that if Metro was regulating themselves, that could be seen as a conflict of
interest. Metro Council President Peterson replied that Metro had the authority to regulate the private sector,
so this was a clarification of roles. Councilor Giles asked if Metro reviewed their services to determine their
return on their investments and Ms. McGuire replied that direction had been given to focus on maintaining
basic levels of service for the past few years. She voiced that actions Metro took to provide cost savings via
program or service cuts would have a ripple effect down to the community level. Council President Young
referred to the number of new FTEs that Metro had added over the past five years and commented that she
felt it was a large number. Ms. McGuire provided information on Metro‘s internal staff restructuring and the
creation of a new department. Metro Council President Peterson added that previously, Metro had utilized
incarcerated labor to help run the Regional Illegal Dump program. She reported that Metro no longer used
incarcerated labor, and instead switched to a workforce development program which likely explained the
large increase in FTEs. Ms. McGuire outlined the summary of city and county rates table on page 9 of the
presentation and explained that each city and county set their own curbside collection rates and had
independent rate setting processes. She outlined that Metro sought to set fees guided by a solid waste fee
policy with input from the Regional Waste Advisory Committee. They also sought to improve transparency
of their budget and fee information and would hold a spring budget forum to gather additional information to
share with Metro Council. Ms. McGuire provided an overview of what programs and services the solid waste
fees funded on page 12 of the presentation. She referred to Metro working with cities and counties around
diversion and reported that in 2019, Metro Council adopted the Regional Waste Plan, which was created
through collaboration with city and county governments as well as community organizations and industry
partners. She referred to questions regarding key performance metrics for Metro’s budget and stated those
were something Metro was actively working on. Councilor Giles commented that he wanted to see
information on the impact the programs were having versus how much they cost. Ms. McGuire explained
that the Department of Environmental Quality set requirements for every city and county regarding
environmental literacy and noted that Metro provided the regional programming for students via their outdoor
school program. She provided an overview of Metro’s Fiscal Year 2024-25 budget on page 15 of the
presentation. Mayor Rosener asked how much in reserves Metro had, and Ms. McGuire replied that she was
unsure, but thought it was likely around $10-12 million. Discussion regarding the closure of the St. Johns
Landfill and the potential usefulness of capturing and selling the methane from the site occurred. Ms. McGuire
provided an overview of Metro’s services and community investments on page 16 and Metro’s planning and
partnerships on page 17 of the presentation. She outlined the need for the 2.4 FTE employees that were
added in the Fiscal Year 2025 budget. Council President Young referred to the 10 FTEs noted in Metro’s
budget and asked for clarification. Ms. McGuire explained that there was an internal reorganization of some
departmental staff. Mayor Rosener referred to the fund transfer from the Waste Fund to the General Fund
and the reorganization of staff and asked for clarification. Ms. McGuire replied that Metro had a cost allocation
plan for their shared central services, such as HR and IT, and each department’s portion was based on their
FTE and their operating budget. Council President Young commented that there was a large jump from $10
million to $20 million in a two-year time period. Ms. McGuire explained that Metro’s event venue revenue
suffered during the pandemic, resulting in them dropping their operating budget and WPES had to carry the
load. Mayor Rosener commented that that meant that the WPES was funding other operations. Metro Council
President Peterson replied that “it was their portion of what was left." Ms. McGuire added that it should go
down as the zoo and other venues increased their operations. Metro Council President Peterson added that
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2026 would be a “cliff for the region“ in terms of conferences coming into the area. She explained that this
was delayed fallout from the 2020 protests and the fentanyl crisis in Portland. Mayor Rosener referred to the
cost allocation of Metro‘s central services and Ms. McGuire replied that it generally amounted to about 20%
of the WPES budget and stated that that was reasonable. Mayor Rosener referred to the 2026 venue drop-
off and commented that Metro would likely need to review their staff and services. Metro Council President
Peterson replied that Metro departments were currently “rightsizing” and discussion occurred. Mayor
Rosener commented that local facilities were able to offer similar services to Metro, so a new facility was not
necessarily needed Ms. McGuire replied that Metro staff would advocate to leverage private infrastructure
to help provide needed services. She provided an overview of Metro‘s key investments on page 19 of the
presentation. Mayor Rosener asked that moving fonivard, Metro utilize scientific polling to gain insights into
the region’s needs. He referred to Metro’s four-step budget development process and stated that a step
needed to be added to review the costs of Metro’s programs and services and their impacts on rates. Metro
Council President Peterson replied that there was discussion at the Metro Council level of waste
management being a utility and should be treated as a utility and determining a minimum level of service.
Discussion regarding better search engine optimization for waste management occurred. Mayor Rosener
asked for more clarity around how Metro set their reserve levels and Ms. McGuire replied that it was a 45-
day operational reserve. She added that there had been discussions regarding increasing it to a 60-day
operational reserve given what they experienced during the pandemic. She reported that if Metro wanted to
issue a bond for future infrastructure, then their reserves needed to be at a certain level. Mayor Rosener
asked for more transparency and more inclusion of communities from Metro moving forward.

5. ADJOURN

Mayor Rosener adjourned the work session at 7:03 pm and convened a regular session.

REGULAR SESSION

1. CALL TO ORDER: Mayor Rosener called the meeting to order at 7:10 pm.

2. COUNCIL PRESENT: Mayor Tim Rosener, Council President Kim Young, Councilors Taylor Giles, Renee
Brouse, Dan Standke, and Keith Mays. Councilor Doug Scott was absent.

3. STAFF PRESENT: City Manager Craig Sheldon, Assistant City Manager Kristen Switzer, Interim City
Attorney Sebastian Tapia, Community Development Director Eric Rutledge, Interim Public Works Director
Rich Sattler, IT Director Brad Crawford, Finance Director David Bodway, Police Chief Ty Hanlon, and City
Recorder Sylvia Murphy.

4. APPROVAL OF AGENDA:

MOTION: FROM COUNCIL PRESIDENT YOUNG TO APPROVE THE AGENDA. SECONDED BY
COUNCILOR BROUSE. MOTION PASSED 6:0; ALL PRESENT MEMBERS VOTED IN FAVOR
(COUNCILOR SCOTT WAS ABSENT).

Mayor Rosener addressed the next agenda item.
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5. CONSENT AGENDA:

Approval of October 15, 2024, City Council Meeting Minutes
Resolution 2024-067, Appointing Deborah Reisman to the Shemood Cultural Arts Commission
Resolution 2024-068, Appointing Leah Nedwek to the Sherwood Cultural Arts Commission
Resolution 2024-069, Appointing Michael Smith to Shenivood Police Advisory Board
Resolution 2024-071, Forming a Project Advisory Committee and Technical Advisory Committee
for the Old Town Strategic Plan

F. Resolution 2024-072, Approving Sherwood Police Department Policy Updates

W995”?

MOTION: FROM COUNCILOR BROUSE TO APPROVE THE CONSENT AGENDA. SECONDED BY
COUNCILOR MAYS. MOTION PASSED 6:0; ALL PRESENT MEMBERS VOTED IN FAVOR
(COUNCILOR SCOTT WAS ABSENT).

Mayor Rosener addressed the next agenda item.

6. CITIZEN COMMENT:

There were no citizen comments and Mayor Rosener addressed the next agenda item.

7. PUBLIC HEARING:

A. Resolution 2024-070, Updating the 2024-25 Fee Schedule for Compliance with State Building Code
Regulations and Accela Contract

Community Development Director Eric Rutledge presented the “Shewvood City Council Resolution 2024-
070” PowerPoint presentation (see record, Exhibit E) and stated that the Community Development and
Planning Departments were transitioning to Accela, the state’s e-permit system. He explained that as a part
of that transition, the State had completed an audit of the city's fee schedule to determine compliance with
state regulations and reviewed the fee schedule structure to ensure compatibility with Accela. He reported
that an Area Development Permit fee for manufactured home parks and RV parks was added to the fee
schedule. He stated that plumbing and mechanical permit fees were now itemized, and the grading fee had
been moved to Section 8. He reported that the city would go live with Accela on November 18th and noted
that customers would be able to pay online. Council President Young asked regarding credit card fees and
Mr. Rutledge replied that the Accela contract did not permit credit card fees to be charged and stated staff
would be back soon to present Council with a technology fee to help recoup those losses. He commented
that the upgrade would improve customer service and would be integrated into the new city website. Council
President Young asked why the state mandated the inclusion of the Area Development Permit fee for
manufactured home parks and RV parks. Mr. Rutledge explained that the fee schedule for building was very
prescriptive and much of it was dictated by the state. He clarified that the city kept the fee, but the state
dictated what the city could charge. Mayor Rosener opened the public hearing to receive public comment.
Hearing none, Mayor Rosener closed the public hearing and asked for discussion or a motion from Council.
Councilor Mays asked if Accela would result in better efficiencies and Mr. Rutledge replied that he was
optimistic about the efficiencies the new software would create for both staff and customers. Council
President Young asked if a customer would be able to view all of their permits with the new software and Mr.
Rutledge replied that was correct. Councilor Giles asked if Accela was the predominant e-permitting software
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cities used to comply with the state mandate and Mr. Rutledge replied that it was. Vlfith no further comments
or questions, the following motion was stated.

MOTION: FROM COUNCIL PRESIDENT YOUNG TO ADOPT RESOLUTION 2024-070, UPDATING THE
2024-25 FEE SCHEDULE FOR COMPLIANCE WITH STATE BUILDING CODE REGULATIONS AND
ACCELA CONTRACT. SECONDED BY COUNCILOR BROUSE. MOTION PASSED 6:0; ALL PRESENT
MEMBERS VOTED IN FAVOR (COUNCILOR SCOTT WAS ABSENT).

Mayor Rosener addressed the next agenda item.

8. CITY MANAGER REPORT:

City Manager Craig Sheldon reported that Old Town would hold a Halloween event on October 315‘. He
reported that there would be no Council meeting on November 5‘“. He provided an update on the construction
of the pedestrian bridge. He reported that a Veterans Day event would be held on November 11m at the Arts
Center.

Councilor Standke asked what was being done to ensure the security of ballot drop boxes. Police Chief
Hanlon replied that the Police Department was keeping an eye on things and planned to provide a police
presence at the ballot box on November 5th and spoke on the Washington County field force that was also
available to ensure access to the ballot boxes. Councilor Standke asked if the previously announced Hide
and Seek with a Cop event had been canceled and Chief Hanlon replied that was correct.

Mayor Rosener addressed the next agenda item.

9. COUNCIL ANNOUNCEMENTS:

Councilor Giles reminded residents to vote. He reported on his attendance at the most recent Library
Advisory Board meeting. He reported on the production of the Sherwood High School musical. He
congratulated the Sherwood cross-country team.

Councilor Brouse reported on her attendance at the Housing Advisory Committee meeting. She reported she
attended the Police Advisory Board meeting in Council President Young’s place. She reported the Vtfine
Festival would be held on November 2“. She reported that Old Town would hold a Halloween event on
October 315‘.

Councilor Mays reported on his attendance at the League of Oregon Cities conference. He reported on recent
and upcoming Arts Center events.

Councilor Standke reported on his attendance at a Voices for the Performing Arts event. He reported on his
attendance at the most recent Planning Commission meeting.

Council President Young reported on her attendance at the League of Oregon Cities conference.

Mayor Rosener reported on his attendance at the League of Oregon Cities conference. He spoke on the
American Connectivity Program committee.
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10. ADJOURN:

Mayor Rosener adjourned the regular session at 7:42 pm and convened an executive session.

EXECUTIVE SESSION

1. CALL TO ORDER: Mayor Rosener called the meeting to order at 7:45 pm.

2. COUNCIL PRESENT: Mayor Tim Rosener, Council President Kim Young, Councilors Taylor Giles, Renee
Brouse, Dan Standke, and Keith Mays. Councilor Doug Scott was absent.

3. STAFF PRESENT: City Manager Craig Sheldon, Assistant City Manager Kristen Switzer, Interim City
Attorney Sebastian Tapia, Community Development Director Eric Rutledge, Police Chief Ty Hanlon, Finance
Director David Bodway, and HR Director Lydia McEvoy.

4. TOPIC:

A. ORS 192.660(2)(d)(e)(h) Labor Negotiator Consultations, Real Property Transactions, and Legal
Counsel

5. ADJOURN

Mayor Rosener adjourned the executive session at 8:55 pm.

Attest: / jv
._7 ,;./”" ‘

Syl a Murphy, M C, Ci ecorder TinfRéfif’i/Iayor
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