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510.1   PURPOSE:
To establish guidelines for handling and preserving contraband and evidence in the Juvenile
Detention and Assessment Center (JDAC) and Treatment Facilities (TFs).

510.2   DEFINITIONS:
Evidence: Items taken and/or recovered in the course of Probation Department duties that may
be used in the prosecution of a case or a probation violation.

Contraband: The possession of forbidden, illegal, or prohibited goods.

Discovery Staff: Staff who first come into physical possession of evidence.

510.3   GUIDELINES:

A. The Department shall follow a uniform evidence protocol that maximizes the potential
for obtaining usable physical evidence for administrative proceedings and criminal
prosecutions (PREA § 115.321- Evidence Protocol and Forensic Examinations).

B. No variations shall be made without written authorization from the respective Deputy
Chief Probation Officer. 

510.4   RESPONSIBILITIES:

I. Sworn Officers:

A. Evidence:

1. Preserve the scene when necessary to protect potential evidence.

2. Take pictures of evidence before handling it when possible.

3. Initiate the on-scene log that documents all parties that travel in and out
of the scene.

4. Refer to applicable department procedures (e.g., Evidence Process
and Property Handling, Electronic Devices Communications Search and
Seizure, etc.) when the Probation Department handles the new law
violation and/or probation violation.
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5. Any clothing items that must accompany a youth to the hospital for forensic
evidence shall be placed in a brown paper evidence bag.

B. Chain of Evidence:

1. One person will be designated to document every handler of the evidence
and submit the log to the area supervisor/incident commander along with
all other pertinent reports.

2. Evidence shall not be examined, released to others, destroyed, or
disposed of in any way without the written consent of the respective
Division Director or designee.

3. Written receipts shall be obtained for all releases of evidence, whether it
be for further processing, evaluation, or destruction.

4. Items deemed illegal, including substances and weapons (firearms,
ammunition, explosives, etc.), shall be processed through the local
jurisdiction or department evidence technician for evidence/destruction as
applicable.

5. Discovery staff shall make every attempt to remain the sole possessor of
the evidence until the evidence is secured in the evidence locker or handed
over to the local jurisdiction.

C. Contraband:

1. Secure the scene where the contraband was discovered when necessary.

2. Take pictures of the scene, including the area where the contraband was
found.

(a) Scale all items in the picture with a common item whenever possible.

D. Notify the area supervisor and assigned Watch Commander (WC) when there
is a need to collect evidence or to advise of contraband confiscated.

E. The discovery staff will secure any evidence directly into the evidence locker
with the Watch Commander or designee present.

F. Complete an Incident Report (IR) including the circumstances surrounding the
confiscation of contraband and/or evidence.

II. Probation Corrections Supervisor I (PCSI):

A. Notify the WC of confiscated contraband or evidence collected.

B. Ensure contraband/evidence is photographed in the discovered location and
independently when possible.

1. Attach photos to the incident reports.

2. If applicable, upload photos in the youth's CE>Documents.

C. Ensure the discovery staff secures the contraband/evidence in the facility's
evidence locker when applicable.
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D. Ensure compliance with applicable department procedures (e.g., Evidence
Process and Property Handling, Electronic Devices Communications Search
and Seizure, etc.) when the Probation Department handles the new law violation
and/or probation violation.

III. Watch Commander (WC):

A. Make an initial determination of "contraband" or "evidence.

1. Evidence:

(a) Complete any needed supportive paperwork.

(b) Enter the evidence into the Evidence Log.

(c) Watch Commander or designee shall supervise the discovery staff's
placement of the evidence in the evidence locker:

i. Within a sealed and labeled envelope, folder, or container.

ii. In compliance with the Evidence Process and Property
Handling and Electronic Devices Communications Search and
Seizure procedures when applicable.

(d) May release evidence directly to a Law Enforcement Agency (LEA)
during the "intake" process.

(e) Release of evidence must be documented in the youth's file.

2. Contraband:

(a) Document the decision regarding return to others, destruction, or
retention of contraband.

B. Ensure compliance with applicable department procedures (e.g., Evidence
Process and Property Handling, Electronic Devices Communications Search
and Seizure, etc.) when the Probation Department handles the new law violation
and/or probation violation.

IV. Division Director:

A. Make all determinations regarding cash monies and properties deemed to be
valuable.

B. Approve the examination, release, and destruction of contraband/evidence as
applicable.

V. Training Unit:

A. Ensure officers are trained in evidence preservation, securing the scene,
completing appropriate authority notification, and handling of contraband/
evidence.


