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I
 INTRODUCTION

The Wauwatosa Police Department has installed a digital video recording system in its front line police vehicles. The purpose of the digital video system is to assist in the prosecution of criminals and the protection of our sworn personnel.
The digital video operating system is always on and does not require an officer to manually turn the entire operating system on or off. Officers patrolling in a squad equipped with the digital video system will be required to wear the wireless microphone. The microphone shall be worn through the entire shift, and returned to the microphone charger at shift end. 

This procedure rescinds Operating Procedure 14-06 and any other correspondence regarding the use of an In-Squad Video System.

II
DEFINITIONS

· Color Video Camera: This is the primary camera located inside the squad to the right of the rear view mirror.

· Video Processing Unit (VPU): The video processing unit which is located in the trunk of the vehicle.

· 16GB P2 Card: Enables video & audio clips to be temporarily stored on the VPU until the information can be uploaded onto the department server.

· Wireless Microphone: The microphone that the officers wear used to record audio when the system is in use.

· Microphone Receiver (charging unit): The docking station which is located in the squads. The receiver recharges and initializes the microphone when not in use.

· Microphone Charger(s):  The charging station(s) which are located in the roll call room of the police department.
· Wireless Hotspots: Uploading mechanisms located at the police station. Allows for the wireless upload of recordings from the P2 memory card located in the vehicles to the server located in the police department server room.
III 
PROCEDURE

A. Operation of the Camera (Recording)
1. The camera recording may be activated manually via the in-squad laptop computer, the in-squad camera, or the microphone worn by the officer. The system will also start automatically with the activation of the squad’s emergency lights, or when the squad reaches a speed of 65 mph. The camera must be recording when the vehicle’s emergency lights are activated, or the squad reaches a speed of 65mph for the following: 

a) Emergency Operation Mode; as defined in the current Emergency Operation Policy.

b) As described in the current Vehicle Pursuit Policy.
c) During all traffic stops.

d) As directed by a supervisor.
e) During any other contact or call the officer deems appropriate.


The officer is responsible to stop the recording after the completion of the 
incident. Under no circumstances should any officer attempt to modify the 
camera’s operation except as may be allowed within the parameters of 
training.

B. Wireless Microphones
At the beginning of their shift, each officer is to obtain a Wireless Microphone from a Microphone Charger.  Officers are required to “sync” their microphone with the Microphone Receiver in the squad car.  This is accomplished by:
1. Turn the Wireless Microphone “On”.

2. Make sure the Microphone Receiver has power (turn on the squad)

3. Place the Wireless Microphone in the Microphone Receiver

4. Wait for the green light on the Wireless Microphone to stop flashing.

At the end of their shift, each officer will return their Wireless Microphone to a Microphone Charger.
C. Wearing of the Wireless Microphone

Officers are to wear the wireless microphone during the entire time they 
are on duty. Officers will be required to ensure that the microphone is 
powered on in order to record audio on the following:

1. During all traffic stops, 
2. As directed by a supervisor, 

3. During any other contact the officer deems appropriate. 

A shift commander or supervisor may authorize exceptions, only as 
absolutely necessary. 
D. Classify, Archive and/or Viewing

An officer must classify then archive any squad video/audio that they would 
like to save as evidence. An example would be OAWI traffic stops, criminal activity, or an arrest captured on the video system. 


Once the officer makes the determination to classify and archive an 
incident they
are; in essence, inventorying that portion of video or audio 
into property.
When a recording is stopped, the system will prompt the officer to select a classification for their video.  The choices are:

1. None.
· The video will be deleted for 120 days.

2. Squad Check.

· The video will be deleted after 1 day.

3. Muni.

· The video will be deleted after 450 days.

4. OWI.

· The video will be deleted after 450 days.

5. State.

· The video will not be deleted.

If the officer classifies the video as Muni, OWI or State, they shall enter the following informations into the classification screen.
1. Incident Number.

2. Subject(s) name from the incident (the person(s) being cited/arrested).

When the officer is finished classifying and entering the appropriate information, they shall click “OK” to save the file.

If an officer determines that a video needs to be reclassified after it has been previously saved to the department server (such as receiving a subpoena), this shall be accomplished by:

1. Logging into the Arbitrator system at a department computer and retrieving the video they wish to classify.

2. Open the video to the viewing screen and select the “Classify” button.

3. Select one of the classifications from the drop down menu (see above).

4. Enter the following information into the “Note” section:

a) Incident number.

b) Subject(s) name from the incident (the person(s) being cited/arrested).

5. Click “Apply” when finished.

E. Digital Upload Procedures  

The digital video operating system is programmed to remain on while the vehicle is running and one hour after the ignition has been turned off. There are no videotapes or compact discs that store information in the vehicles. Instead archived video/audio recordings are stored temporarily on the P2 memory card. When an officer parks at the police station any squad video or audio that is captured on the digital video system is 
then automatically uploaded via several “wireless hotspots” to the systems server. The squad computer and the Arbitrator software must be running for the squad video to upload. The officer does not have to manipulate the system. These uploads occur automatically.
The officer must include in their report a statement similar to 
the following 
example which will suffice to document the recording and it’s “saved” 
status:


 “…was recorded using the Department’s Secure Insight



Video 
System and saved to secure storage.”

F. Digital Copies


If an officer needs a CD of a specific incident which was captured on the 
digital 
video system; they can notify a supervisor, who will make the 
appropriate copies for the officer.

Those video clips not bookmarked; as describe above, will remain on the 
systems server for 120 days.

G. Malfunctions and Repairs


A written report of malfunctioning, damaged or missing digital video 
system equipment will be prepared by the officer finding such problem(s) 
and that report will immediately be sent to an on-duty patrol supervisor.  
The supervisor will conduct a preliminary investigation as to the problem 
and forward a report to the administrative lieutenant, who will arrange for 
repair/replacement.

H. Training

The department will provide training for the use and care of this 

equipment. No officer should attempt to use the equipment without being 

trained. 
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