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NOTICE OF MEETING OF THE
CITY COUNCIL

 OF
 BUDA, TX

5:30 PM - Tuesday, August 3, 2021
Council Chambers Room 1098

405 E. Loop Street, Building 100
Buda, TX 78610

This notice is posted pursuant to the Texas Open Meetings Act. Notice is hereby given that a Regular City Council
Meeting of the City of Buda, TX, will be held at which time the following subjects will be discussed and may be acted
upon.

A. CALL TO ORDER 
Please turn off your cell phone when you approach the podium. 

B. INVOCATION 

C. PLEDGE OF ALLEGIANCE 

D. ROLL CALL 

E. ITEMS OF COMMUNITY INTEREST 

F. PUBLIC COMMENTS / PUBLIC TESTIMONY 
Members of the public who wish to participate in Public Comment must complete a form and turn it into the City
Clerk before the period provided for Public Comment is called for consideration by the presiding officer. 
Members of the public who wish to participate during the Public Testimony period provided for any item on the
agenda must complete a form and turn it into the City Clerk before the item they wish to participate in is called
for consideration by the presiding officer.

G. CONSENT AGENDA [PUBLIC TESTIMONY] 
All matters listed under this item are considered to be routine by the City Council and will be enacted by one
motion.  There will not be separate discussion of these items.  If discussion is desired by any Council Member on
any item, that item will be removed from the consent agenda and will be considered separately.
G.1. Approval of the July 20, 2021 City Council Minutes (City Clerk Alicia Ramirez)

2021-0720 DRAFT Minutes.pdf

G.2. Acceptance of the 3rd Quarter Reports for the Human Services Grants Funding (City Clerk Alicia Ramirez)

HS Grant Award Reimbursement FY 20-21.pdf

G.3. Adoption of a Resolution approving the City of Buda's Investment Policy (Interim Finance Director
Martie Simpson) 
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https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/6fced3cd4e97c464365ae54d45962d7a0.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1012157/2021-0720_DRAFT_Minutes.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/c6562bdcb39007513e8f9e33e1f44d0c0.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/812477/HS_Grant_Award_Reimbursement_FY_20-21.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/7ad01c719f081d6882a3a4e30cb16b310.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/7ad01c719f081d6882a3a4e30cb16b310.pdf
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Investment_Policy_August 2021.pdf
g3 Investment_Policy_Resolution.pdf

G.4. Adoption of a Resolution on second reading authorizing a Performance Agreement between the Buda
Economic Development Corporation and Valentina’s Tex Mex BBQ, LLC (BEDC Executive Director Traci
Anderson) 

BEDC Valentina's Agreement - Staff Report.pdf

G.5. Adoption of a Resolution on second reading authorizing a Performance Agreement between the Buda
Economic Development Corporation and Buda Mill & Grain Co.  (BEDC Executive Director Traci
Anderson) [PUBLIC TESTIMONY] 

8.3.21 City of Buda Agenda Item BMG Agreement - Staff Report.pdf

G.6. Authorization of a funding agreement on second reading between the Buda Economic Development
Corporation and the City of Buda that reimburses the Buda Economic Development Corporation for
qualified financial incentives paid to Buda Mill & Grain Co. in an amount not to exceed One Hundred
Fourteen Thousand Three Hundred Fifty-Three Dollars and 50/100ths ($114,353.50) (BEDC Executive
Director Tracy Anderson) 

BEDC 8.3.21 City of Buda Agenda Item BMG Agreement - Staff Report.pdf

G.7. Approval of the Buda Economic Development Corporation (BEDC) FY20-21 Budget Amendment #5
related to cleaning services (BEDC Executive Director Traci Anderson) 

g6 BEDC FY20-21 Budget Amendment 5

H. REGULAR AGENDA 

H.1. Deliberation and possible action to discuss the scope and assignments of the City Park Ad Hoc
Committee (Parks and Recreation Director Greg Olmer) [PUBLIC TESTIMONY]

h1 City_Council_Update_Aug3_2021.pdf

H.2. Deliberation and possible action to adopt a Resolution approving the Operating Policy Manual for the
Buda Police Department (Police Chief Bo Kidd) [PUBLIC TESTIMONY]

Buda PD Policy Manual 2021.pdf
h2 2021-R Adopting PD Operating Policies and Procedures.pdf

H.3. Deliberation and possible action to consider an Ordinance on the first and final reading and to adopt
said Ordinance amending the established boundaries of Single-Member District B for the purpose of
incorporating newly annexed areas into said district, and all other necessary actions; and providing for
an effective date (City Clerk Alicia Ramirez) [PUBLIC TESTIMONY]

i5 Ord Adding Newly Annexed Areas.pdf
Exh A Block Assignment Report -Originally Adopted June 5 2018.pdf
h3 Exh_A_Council_Districts_and_Limited_Purpose_Annexations2.pdf
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https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1009490/Investment_Policy_August_2021.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1013152/g3_Investment_Policy_Resolution.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/4426492fca25a7041f36b4ea182051740.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/4426492fca25a7041f36b4ea182051740.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/4426492fca25a7041f36b4ea182051740.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1012162/BEDC_Valentina_s_Agreement_-_Staff_Report.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/166bd8560c01986dabaaefabf5f9d11b0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/166bd8560c01986dabaaefabf5f9d11b0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/166bd8560c01986dabaaefabf5f9d11b0.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1013260/8.3.21_City_of_Buda_Agenda_Item_BMG_Agreement_-_Staff_Report.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/528e450973eb338190592e0dca4919bc0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/528e450973eb338190592e0dca4919bc0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/528e450973eb338190592e0dca4919bc0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/528e450973eb338190592e0dca4919bc0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/528e450973eb338190592e0dca4919bc0.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1013404/BEDC_8.3.21_City_of_Buda_Agenda_Item_BMG_Agreement_-_Staff_Report.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/045a3c1794e61a7df6dcf553ff22470e0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/045a3c1794e61a7df6dcf553ff22470e0.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1009783/i3_BEDC_FY20-21_Budget_Amendment_5_2.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/aecb6c25fae5ce6f0969438a854918ad0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/aecb6c25fae5ce6f0969438a854918ad0.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1013154/h1_City_Council_Update_Aug3_2021.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/37c4edd179ea60e8054f69a6208e8d380.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/37c4edd179ea60e8054f69a6208e8d380.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1011083/Buda_PD_Policy_Manual_2021.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1013157/h2_2021-R_Adopting_PD_Operating_Policies_and_Procedures.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/8c18bee081deff28afddcd8c662daf240.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/8c18bee081deff28afddcd8c662daf240.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/8c18bee081deff28afddcd8c662daf240.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/8c18bee081deff28afddcd8c662daf240.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/966336/i5_Ord_Adding_Newly_Annexed_Areas.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/966338/Exh_A_Block_Assignment_Report_-Originally_Adopted_June_5_2018.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1013165/h3_Exh_A_Council_Districts_and_Limited_Purpose_Annexations2.pdf
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H.4. Hold a public hearing, deliberation, and possible action upon first reading of an Ordinance requesting to
change the zoning from Interstate 35 Business (B-3) to Light Industrial (LI) for the property known as
Lifschultz Subdivision, Lots 52, 53 and 54, Hays County, Texas, being 9 +/- acres and addressed as 100,
108, and 110 Rodriguez Street , Buda, TX (Z 21-02) (Senior Planner David Fowler) [PUBLIC TESTIMONY]

Z 21-02 Council Staff Report.doc
Z-21-02 Location Map.pdf
Z 21-02-re-zoning legal description - lot 52 53 lifshutz subdivision(4).pdf
Z 21-02-20210426 owner authorization combined.pdf
UDC 02.06.05 Use Chart.pdf
2021-8-3 Stream Council Powerpoint  -  Read-Only.pdf
Z_21-02_Stream_zoning_change_ordinance.pdf
h4 Buda_Presentation_for_8.3.21_Council_Meetingv1.pdf

H.5. Deliberation and possible action to consider an Ordinance on first and final reading and to adopt said
Ordinance granting an exclusive franchise to Texas Disposal Systems, Inc. for municipal solid waste
collection and disposal services including residential, commercial, industrial, and roll-off services
(Deputy City Manager Micah Grau) [PUBLIC TESTIMONY]

TDS_Adoptive_Franchise_Ordinance_Fina_2021.pdf
TDS Solid Waste Renewal 2021-0803 - PENDING.pdf
h5 TDS_Franchise_8.3.pdf

H.6. Deliberation and possible action on the proposed 2021 General Obligation Bond election (Deputy City
Manager Micah Grau) [PUBLIC TESTIMONY]

h6 Buda_City_Council_Presentation_-_August_2nd.pdf

H.7. Deliberation and possible action to authorize the City Manager to execute Additional Services #4 for the
Continuation of Professional Services with the Design Workshop for the completion of Proposition 5
City Park, subject to approval of form by the City Attorney (Project Manager Kenny Crawford) [PUBLIC
COMMENT]

Design Workshop - Additional Services #4.pdf

H.8. Deliberation and possible action to approve mid-term appointments for Main Street Advisory Board and
Economic Development Corporation (City Clerk Alicia Ramirez) [PUBLIC TESTIMONY] 

Boards Commissions Descriptions 2021.pdf

H.9. Deliberation and possible action to authorize the City Manager to execute Supplemental Work
Agreement #4 to Task Order #5 (Cabela’s Connector) with RPS Infrastructure, Inc. for the completion of
Proposition 3 (Cabela’s Connector), subject to approval of form by the City Attorney (Project Manager
Kenny Crawford) [PUBLIC TESTIMONY]

RPS Supplement 4 - Task Order 5.pdf

H.10. Mayor’s report on Emergency Management Director activities related to the declared state of disaster
regarding COVID-19 and discuss and consider any action or direction considered appropriate and
necessary by the City Council to respond to the current State of Disaster as renewed by the Texas
Governor   
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https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/d9eeefbd7897f1adefaae9c11e1661c90.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/d9eeefbd7897f1adefaae9c11e1661c90.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/d9eeefbd7897f1adefaae9c11e1661c90.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/d9eeefbd7897f1adefaae9c11e1661c90.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1010342/Z_21-02_Council_Staff_Report.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1010345/Z-21-02_Location_Map.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1010308/Z_21-02-re-zoning_legal_description_-_lot_52_53_lifshutz_subdivision_4_.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1010303/Z_21-02-20210426_owner_authorization_combined.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1010326/UDC_02.06.05_Use_Chart.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1011756/2021-8-3_Stream_Council_Powerpoint__-__Read-Only.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1011765/Z_21-02_Stream_zoning_change_ordinance.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1013169/h4_Buda_Presentation_for_8.3.21_Council_Meetingv1.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/19bca6b9f5763c1d4b41f8e6862042630.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/19bca6b9f5763c1d4b41f8e6862042630.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/19bca6b9f5763c1d4b41f8e6862042630.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/19bca6b9f5763c1d4b41f8e6862042630.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1011159/TDS_Adoptive_Franchise_Ordinance_Fina_2021.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1011156/TDS_Solid_Waste_Renewal_2021-0803_-_PENDING.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1013159/h5_TDS_Franchise_8.3.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/b84655ee0f85c2e89dda38e36bb93fbe0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/b84655ee0f85c2e89dda38e36bb93fbe0.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1013171/h6_Buda_City_Council_Presentation_-_August_2nd.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/176e04a4eb04db1926cd3ee7dbfe10180.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/176e04a4eb04db1926cd3ee7dbfe10180.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/176e04a4eb04db1926cd3ee7dbfe10180.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/176e04a4eb04db1926cd3ee7dbfe10180.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1011198/Design_Workshop_-_Additional_Services__4.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/50b0c4c6585690d0c37a3781127184460.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/50b0c4c6585690d0c37a3781127184460.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1009561/Boards_Commissions_Descriptions_2021.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/5cc63007a53490900f7e9e9045a442230.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/5cc63007a53490900f7e9e9045a442230.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/5cc63007a53490900f7e9e9045a442230.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/5cc63007a53490900f7e9e9045a442230.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1011218/RPS_Supplement_4_-_Task_Order_5.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/6c5fe45fcc19597c9a7067a72d5e451d0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/6c5fe45fcc19597c9a7067a72d5e451d0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/6c5fe45fcc19597c9a7067a72d5e451d0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/6c5fe45fcc19597c9a7067a72d5e451d0.pdf
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I. EXECUTIVE SESSION 

I.1. Council will recess regular session and convene into executive session pursuant Texas Government
Code Chapter 551, to deliberate upon and seek legal advice on the following:  1) pursuant to Section
551.071 to deliberate and seek the advice of the City Attorney regarding a) N.M. Edificios, LLC v. City of
Buda, Cause No. 19-2627, filed in the 453 District Court, Hays County, Texas; b) The Barr Co. v. The City of
Buda, Cause No. 21-0838 filed in Hays County District Court involving the construction of City Park; c)
Cause No. 19-2664, City of Buda, Texas vs Pritor Longhorn Buda Hotel, LLC, d/b/a The Microtel Inn &
Suites, pending in the 207th District Court, Hays County, Texas; 2) pursuant to 551.071, the Vesting Rights
Determination Appeal by the Hartford Group involving the Garlic Creek Commons development; AND 3)
pursuant to Section 551.071 and §551.072 to deliberate upon, seek the advice of and direct the City
Attorney regarding property acquisition related to the property to be acquired from Whispering Hollow
Homeowners Association, Inc. described as Lot 32, Block H, Whispering Hollow Subdivision, Phase 1,
Section 8, according to the map or plat thereof recorded at Vol. 17, Pages 60-61, Plat Records of Hays
County, Texas for use in support of the City’s water utility to increase the city’s water supply in
connection with the Alliance Regional Water Authority (ARWA) project.

J. RECONVENE INTO REGULAR SESSION AND TAKE ACTION, IF ANY, ON MATTERS DISCUSSED IN EXECUTIVE
SESSION. 

K. CITY MANAGER’S REPORT 
COVID-19, 2014 & 2021 Bond Program, Capital Improvement Projects, Developments, Drainage Projects,
Engineering Department, Finance Department, General/Special Election, Grant Related Projects, Human
Resources, Law Enforcement, Legislative Update, Library Projects, Main Street Program, Parks & Recreation
Department, Planning Department, Road Projects, Status-Future Agenda Request, Special Projects, Tourism
Projects, Transportation, Wastewater Projects, and Water Projects (City Manager Kenneth Williams)

L. CITY COUNCIL’S BOARD AND COMMITTEE REPORTS 
Alliance Regional Water Authority (Urbanovsky)
Buda Economic Development Corporation (Ture & Davidson)
Capital Area Council of Governments General Assembly (Urbanovsky)
Capital Area Council of Governments Clean Air Coalition (Ture)
Combined Emergency Communication Center (Urbanovsky)
Dupre Local Government Corporation (Davidson, Smith, & Urbanovsky)
Greater San Marcos Partnership (Urbanovsky)

City of Buda Audit Committee (Cummings, Davidson, & Ture)
City of Buda Information Technology Committee (Bryant, Daugereau, & Smith)
City of Buda Board & Commission Nomination Committee (Bryant, Cummings, & Daugereau)
City of Buda City Park Planning/Programming Ad-Hoc Committee (Daugereau, Smith, & Ture)
City of Buda Planning Mobile Food Vendor Ad-hoc Committee (Davidson)
City of Buda Water/Wastewater Committee (Davidson, Daugereau, & Urbanovsky)

M. CITY COUNCIL REQUESTS FOR FUTURE AGENDA ITEMS 

M.1. Update on Pending Items requested by City Council
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https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/752cd01b88094ea2808d5f1e85db54ab0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/752cd01b88094ea2808d5f1e85db54ab0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/752cd01b88094ea2808d5f1e85db54ab0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/752cd01b88094ea2808d5f1e85db54ab0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/752cd01b88094ea2808d5f1e85db54ab0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/752cd01b88094ea2808d5f1e85db54ab0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/752cd01b88094ea2808d5f1e85db54ab0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/752cd01b88094ea2808d5f1e85db54ab0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/752cd01b88094ea2808d5f1e85db54ab0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/752cd01b88094ea2808d5f1e85db54ab0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/752cd01b88094ea2808d5f1e85db54ab0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/752cd01b88094ea2808d5f1e85db54ab0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/752cd01b88094ea2808d5f1e85db54ab0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/752cd01b88094ea2808d5f1e85db54ab0.pdf
https://d2kbkoa27fdvtw.cloudfront.net/buda-tx/6f14ef29818e378d4d54e81c7a4aedf30.pdf
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Pending Items.pdf

N. ADJOURNMENT 
Requests for accommodations must be made 48 hours prior to the meeting.  Please contact the City Clerk at
(512) 523-1014, or FAX (512) 641-5817 for information or assistance. 

I, the undersigned authority, do hereby certify that the above Notice of Meeting of the Governing Body of the
City of Buda, was posted on the bulletin board in front of Buda City Hall, which is readily accessible to the public
at all times, by 6:00 pm on July 30, 2021.

/s/____________________________
Alicia Ramirez
City Clerk

Meetings scheduled in the Council Chambers are set up to publicly broadcast meetings. You may be audio and video recorded while in this facility.
Meetings scheduled in other City Facilities are set up to publicly audio record meetings. You may be audio recorded in the other City Facilities.

In accordance with Article III, Section 3.10, of the Official Code of the City of Buda, the minutes of this meeting consist of the preceding Minute
Record and the Supplemental Minute Record. Details on Council meetings may be obtained from the City Clerk’s Office, or video of the entire
meeting may be downloaded from the website. (Portions of the Supplemental Minute Record video tape recording may be distorted due to
equipment malfunction or other uncontrollable factors.)

A Public Comment period will be provided to allow for members of the public to participate and speak to the City Council on any topic that is not
on the meeting agenda.  At this time, comments will be taken from the audience on non-agenda related topics.  A Public Testimony period will be
provided at each meeting of the City Council to allow members of the public to participate and speak to the City Council on any topic that is on the
meeting agenda, prior to any vote on the matter up for consideration. During these periods, the presiding officer shall routinely provide three (3)
minutes to each person who desires to speak but may provide no less than one (1) minute and no more than five (5) minutes to each person
addressing the City Council. The amount of time provided to each person, if altered by the presiding officer, shall be announced by the presiding
officer prior to recognizing persons to speak and shall be objectively applied to all persons speaking during Public Comment or each Public
Testimony period.

The City Council may retire to executive session any time between the meeting’s opening and adjournment for the purpose of consultation with
legal counsel pursuant to Chapter 551.071 of the Texas Government Code; discussion of personnel matters pursuant to Chapter 551.074 of the
Texas Government Code; deliberation regarding real property pursuant to Chapter 551.072 of the Texas Government Code; deliberation regarding
economic development negotiations pursuant to Chapter 551.087 of the Texas Government Code; and/or deliberation regarding the deployment,
or specific occasions for implementation of security personnel or devices pursuant to Chapter 551.076 of the Texas Government Code. Action, if
any, will be taken in open session.

This agenda has been reviewed and approved by the City’s legal counsel and the presence of any subject in any Executive Session portion of the
agenda constitutes a written interpretation of Texas Government Code Chapter 551 by legal counsel for the governmental body and constitutes
an opinion by the attorney that the items discussed therein may be legally discussed in the closed portion of the meeting considering available
opinions of a court of record and opinions of the Texas Attorney General known to the attorney. This provision has been added to this agenda with
the intent to meet all elements necessary to satisfy Texas Government Code Chapter 551.144(c) and the meeting is conducted by all participants
in reliance on this opinion.

Attendance by Other Elected or Appointed Officials: It is anticipated that members of other governmental bodies, and/or city boards,
commissions and/or committees may attend the meeting in numbers that may constitute a quorum of the body, board, commission and/or
committee. Notice is hereby given that the meeting, to the extent required by law, is also noticed as a possible meeting of the other body, board,
commission and/or committee, whose members may be in attendance, if such numbers constitute a quorum. The members of the boards,
commissions and/or committees may be permitted to participate in discussions on the same items listed on the agenda, which occur at the
meeting, but no action will be taken by such in attendance unless such item and action is specifically provided for on an agenda for that body,
board, commission or committee subject to the Texas Open Meetings Act.
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https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/1011776/Pending_Items.pdf


CITY COUNCIL MINUTE RECORD Page 1 
The City of Buda, Texas Volume 141 
Tuesday, July 20, 2021 
  

CALL TO ORDER 

Mayor Urbanovsky called the meeting to order at 5:30 p.m. 

ROLL CALL 

City Clerk Alicia Ramirez certified a quorum with the following Councilmembers present: 

Mayor Lee Urbanovsky 
Mayor Pro Tem (SMD B) Evan Ture  
Councilmember, SMD A Paul Daugereau  
Councilmember, SMD C Terry Cummings 
Councilmember At-Large, Position 2 Monica Davidson 
Councilmember At-Large, Position 3 Ray Bryant  

 City Manager Kenneth Williams  

Councilmember At-Large, Position 1 Matt Smith and was absent and arrived at the meeting at 5:40 p.m. 
 
City Staff in attendance:  Deputy City Manager Micah Grau, Assistant City Manager Lauren Middleton-
Pratt, City Clerk Alicia Ramirez, Chief of Police Bo Kidd, Finance Director June Ellis, City Engineer John Nett, 
Senior Project Engineer Angela Kennedy, Parks & Recreation Director Greg Olmer, Public Works Director 
Mike Beggs, Communications Director David Marino, Human Resources Director Vicki Fuchs, and Tourism 
Director Lysa Gonzales 

ITEMS OF COMMUNITY INTEREST 

Attendee statistics at Red White and Buda 
New website - Budabonds.com – for the 2021 Bond  
Arts in the Park – last movie 
Stage 1 Drought Restrictions Lifted 
2020 Annual Drinking Water Quality Report 
Buda Citizen’s Academy registration 
Buda Historic Preservation Society presentation to The Cigar Vault 
Special City Council meeting scheduled for July 22 has been postponed. 
FM 2770 Bypass Lane 

PUBLIC COMMENTS 

Mayor Urbanovsky and Councilmembers Daugereau, Cummings, and Bryant commended staff on the 
recent successful July 4 event at the new City Park.   

No other public comments were made. 

CONSENT AGENDA 

 APPROVAL OF THE JUNE 15, 2021 CITY COUNCIL MINUTES  
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APPROVAL OF THE NOVEMBER 2021 ELECTION CONTRACT, JOINT ELECTION CONTRACT, AND 
AUTHORIZATION FOR THE CITY MANAGER TO EXECUTE SAID CONTRACTS 

ADOPTION OF RESOLUTION #2021-R-25 AUTHORIZING THE REVISION OF THE CORPORATE 
AUTHORIZATION RESOLUTION TO ALLOW THE MAYOR, CITY MANAGER, CITY CLERK, AND FINANCE 
DIRECTOR TO EXERCISE CERTAIN POWERS OF THE RESOLUTION REGARDING ALL THE FINANCIAL 
INSTITUTION ACCOUNTS HELD BY THE CITY 

ADOPTION OF RESOLUTION #2021-R-26 OF THE CITY COUNCIL OF THE CITY OF BUDA, TEXAS, 
APPROVING AND AUTHORIZING THE CITY MANAGER TO APPLY FOR GRANT FUNDING AVAILABLE TO 
THE CITY THROUGH THE AMERICAN RECOVERY PLAN ACT THROUGH THE TEXAS DEPARTMENT OF 
EMERGENCY MANAGEMENT AND ACCEPTING ANY AND ALL GRANT FUNDS AWARDED TO THE CITY 
PURSUANT TO SUCH APPLICATION  

Councilmember Ture requested the Elm Grove Elementary School waiver request be pulled and 
considered separately. 

Motion, to approve the Consent Agenda, as presented, with the exception of the Elm Grove Elementary 
School item, was made by Mayor Urbanovsky and seconded by Councilmember Cummings.  Motion 
carried unanimously.  

APPROVAL OF A REQUEST FOR A WAIVER OF WATER QUALITY REGULATIONS FOR ELM GROVE 
ELEMENTARY SCHOOL, A PROPERTY LOCATED IN THE EDWARDS AQUIFER RECHARGE ZONE, BEING +/- 
19.635 ACRES OF LAND OUT OF THE PHILLIP J. ALLEN SURVEY, AND ADDRESSED AS 801 FM 1626 (2021-
249)  

Senior Project Engineer Angela Kennedy presented background information. A copy of the presentation is 
part of the supplemental minute record. 

Motion, to approve the request for a waiver, as presented, was made by Councilmember Ture and 
seconded by Councilmember Davidson.  Motion carried unanimously. 

PRESENTATIONS 

PRESENTATION AND POSSIBLE ACTION TO ADOPT THE 2021-2026-2036 CITY OF BUDA STRATEGIC PLAN 
AND 2021 ACTION AGENDA  

City Manager Kenneth Williams provided a brief review of the Strategic Plan and Action Agenda.  He 
introduced Lyle Sumek of Sumek and Associates.  Mr. Sumek presented background information. A copy 
of the presentation is part of the supplemental minute record. 

Motion, to adopt the Strategic Plan, as presented, was made by Councilmember Bryant and seconded by 
Councilmember Cummings.  Motion carried unanimously.   

PRESENTATION AND POSSIBLE ACTION TO APPROVE THE DEVELOPMENT REVIEW AUDIT 
RECOMMENDATIONS CONDUCTED BY PEGASUS PLANNING & DEVELOPMENT 
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Assistant City Manager Lauren Middleton-Pratt provided a brief review of the audit and introduced Sean 
Garretson of Pegasus.  Mr. Garretson presented background information. A copy of the presentation is 
part of the supplemental minute record. 

Councilmember Ture suggested conducting a workshop on the review steps, provide clarity for the 
stakeholders, review the criteria, and examining which customers to prioritize. 

City Manager Kenneth Williams noted staff would formalize an action plan to accomplish the various 
recommendations identified in the plan, similar to the Strategic Plan exercise.  He added the Council 
should also consider having a philosophical discussion regarding extending services in the ETJ.   

Mr. Williams also informed staff is preparing to conduct a complete re-write of the Comprehensive Plan.  

REGULAR AGENDA  

DELIBERATION ON THE HAYS COUNTY PARKS BOND PROCESS AND APPROVAL TO SUBMIT CITY OF BUDA 
PARK PROJECTS, INCLUDING PRIORITIZATION OF SUBMISSIONS 

Parks and Recreation Director Greg Olmer presented background information. A copy of the presentation 
is part of the supplemental minute record. 

General discussion was held on the suggested projects, the scoring criteria, and related matching funds.  

In conclusion, the Council recommended the following priority order:   

1. Garison Park Phase I Construction - $11,000,000 
2. Onion creek trail-RM 967-Garison park - $837,000 
3. Garison Parkland Expansion - $600,000 
4. Eastside Parkland Acquisition - $7,800,000 
5. Garlic Creek Phase I Construction - $400,000 

Motion, to submit the recommended list, as presented, was made by Councilmember Ture and seconded 
by Councilmember Daugereau.  AYE:  Nay:  Cummings. Motion carried 6-1.  

QUARTERLY UPDATE ON THE BUDA ECONOMIC DEVELOPMENT CORPORATION PROJECTS, INCLUDING, 
BUT NOT LIMITED TO, PROPOSED CHANGES RELATED TO THE CITY OF BUDA INCENTIVE POLICY, THE 
MARKETING SERVICES REQUEST FOR PROPOSAL, AND THE ACCOUNTING SERVICES REQUEST FOR 
PROPOSAL  

BEDC Executive Director Traci Anderson presented background information. A copy of the presentation is 
part of the supplemental minute record. 

WITHDRAWAL OF THE DISCUSSION AND POSSIBLE ACTION TO APPROVE THE ECONOMIC 
DEVELOPMENT CORPORATION (BEDC) FY20-21 BUDGET AMENDMENT REGARDING EXPENDITURES FOR 
FINANCIAL INCENTIVES TO VALENTINA’S TEX MEX BBQ, LLC  

Mayor Urbanovsky noted staff have withdrawn the item. 
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APPROVAL OF THE BUDA ECONOMIC DEVELOPMENT CORPORATION (BEDC) FY21-22 BUDGET  

BEDC Executive Director Traci Anderson presented background information. A copy of the presentation is 
part of the supplemental minute record. 

Motion, to approve the FY 21-11 Budget, with the following corrections: net income of $488,511 on 
Budget Line Item 67000, with the exception of Budget Line Item 69000, was made by Councilmember 
Smith and seconded by Councilmember Bryant.  Motion carried unanimously.  

Councilmember Davidson recused herself from the dais.  

Ms. Anderson presented background information regarding Line Item 69000. 

Motion, to approve line item 69000 Project Incentives, was made by Mayor Urbanovsky and seconded by 
Councilmember Smith.  Motion carried unanimously. 

Councilmember Davidson returned to the dais. 

PUBLIC HEARING AND ADOPTION OF ORDINANCE #2021-20 REGARDING A SPECIFIC USE PERMIT (SUP) 
FOR WAREHOUSE AND EQUIPMENT SALES IN THE LIGHT INDUSTRIAL (LI) ZONING DISTRICT WITHIN THE 
GATEWAY CORRIDOR OVERLAY DISTRICT FOR THE PROPERTY KNOWN AS CHISUM PARK, LOT 1, CITY OF 
BUDA, HAYS COUNTY, TEXAS, COVERING +/- 0.893 ACRES.  THE PROPERTY IS LOCATED AT 535 S. LOOP 
4, BUDA, TX 78610 (SUP 21-01)  

Planning Director Melissa McCollum presented background information. A copy of the presentation is part 
of the supplemental minute record. 

Mayor Urbanovsky opened the public comment period at 8:10 p.m.  No other comments were submitted.  
Mayor Urbanovsky closed the public comment period at 8:10 p.m. 

Motion, to consider on first and final reading, was made by Mayor Urbanovsky and seconded by 
Councilmember Ture.  Motion carried unanimously. 

Motion, to adopt the Ordinance, as presented, was made by Councilmember Ture and seconded by 
Councilmember Daugereau.  Motion carried unanimously.  

PUBLIC HEARING AND ADOPTION OF ORDINANCE #2021-21 REGARDING PROPOSED TEXT 
AMENDMENTS TO SUBSECTION 2.09.04.B. OF THE BUDA UNIFIED DEVELOPMENT CODE (UDC) 

Planning Director Melissa McCollum presented background information. A copy of the presentation is part 
of the supplemental minute record. 

Mayor Urbanovsky opened the public comment period at 8:14 p.m.  No other comments were submitted.  
Mayor Urbanovsky closed the public comment period at 8:14 p.m. 

Motion, to consider on first and final reading, was made by Mayor Urbanovsky and seconded by 
Councilmember Davidson.  Motion carried unanimously. 
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Motion, to adopt the Ordinance, as presented, was made by Mayor Urbanovsky and seconded by 
Councilmember Davidson.  Motion carried unanimously.  

RECESS 

At 8:18 p.m., Mayor Urbanovsky called for a recess.  

RECONVENE 

At 8:30 p.m., Council reconvened, and the following business was transacted:  

EXECUTIVE SESSION 

At 8:30 p.m., Council convened in executive session pursuant to the Texas Government Code Chapter 
551 551, to deliberate upon and seek legal advice on the following: 1) pursuant to Section 551.071 and 
551.087, to deliberate upon and seek legal advice regarding Expedited Review Policy; 2) pursuant to 
551.071 and 551.087, Economic Development Negotiations regarding an offer of financial or other 
incentive to Valentina’s Tex Mex BBQ, LLC and Buda Mill & Grain Co.; and 3) pursuant to 551.071 
regarding contract and proposals for solid waste services. 

At 10:04 p.m., Council reconvened, and the following business was transacted and action taken on matters 
discussed in executive session.  

RECONVENE 

FIRST READING OF A RESOLUTION AUTHORIZING A PERFORMANCE AGREEMENT BETWEEN THE BUDA 
ECONOMIC DEVELOPMENT CORPORATION AND VALENTINA’S TEX MEX BBQ, LLC 

BEDC Executive Director Traci Anderson presented background information. A copy of the presentation is 
part of the supplemental minute record.  She explained the Resolution required two readings, and the 
second reading would be presented at the next Council meeting.  

Motion, to approve the Resolution on first reading, as presented, was made by Mayor Urbanovsky and 
seconded by Councilmember Ture.  Motion carried unanimously.  

FIRST READING OF A RESOLUTION AUTHORIZING A PERFORMANCE AGREEMENT BETWEEN THE BUDA 
ECONOMIC DEVELOPMENT CORPORATION AND BUDA MILL & GRAIN CO.   

BEDC Executive Director Traci Anderson presented background information. A copy of the presentation is 
part of the supplemental minute record.  She explained the Resolution required two readings, and the 
second reading would be presented at the next Council meeting. 

Motion, to approve the Resolution on first reading, as presented, was made by Mayor Urbanovsky and 
seconded by Councilmember Ture.  Motion carried unanimously.  

AUTHORIZATION OF A FUNDING AGREEMENT BETWEEN THE BUDA ECONOMIC DEVELOPMENT 
CORPORATION AND THE CITY OF BUDA THAT REIMBURSES THE BUDA ECONOMIC DEVELOPMENT 
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CORPORATION FOR QUALIFIED FINANCIAL INCENTIVES PAID TO BUDA MILL & GRAIN CO. IN AN 
AMOUNT NOT TO EXCEED ONE HUNDRED FOURTEEN THOUSAND THREE HUNDRED FIFTY-THREE 
DOLLARS AND 50/100THS ($114,353.50) 

BEDC Executive Director Tracy Anderson presented background information. A copy of the presentation 
is part of the supplemental minute record. 

Motion, to authorize the agreement, as presented and amended, was made by Mayor Urbanovsky and 
seconded by Councilmember Ture.  Motion carried unanimously.  

ADOPTION OF RESOLUTION #2021-R-27 ESTABLISHING AN DEVELOPMENT PLAN REVIEW POLICY FOR 
ELIGIBLE DEVELOPMENT PROJECTS AND TO ALLOW FOR REIMBURSEMENT OF FEES AND EXPENSES 
EXPENDED BY THE CITY OF BUDA IN CONNECTION WITH THE EXPEDITED REVIEW OF DEVELOPMENT 
PERMIT APPLICATIONS BY ELIGIBLE DEVELOPMENT APPLICANTS THAT SELECT THIS SERVICE  

Deputy City Manager Micah Grau; City Attorney George Hyde; Assistant City Manager Lauren Middleton-
Pratt presented background information. Mr. Hyde reviewed the recommended changes by City Council, 
specifically the policy title as Designated Plan Review Policy with the escrow fee of $25,000. 

Motion, to approve with amendments as stated in Executive Session, was made by Mayor Urbanovsky 
and seconded by Councilmember Davidson.  Motion carried unanimously.  

CITY MANAGER’S REPORT 

• COVID-19 
• 2014 & 2021 Bond Program 
• Capital Improvement projects 
• Developments 
• Drainage Projects 
• Engineering Department 
• Finance Department 
• Grant-related Projects 
• Law Enforcement 
• Legislative Update 

• Library Projects 
• Parks & Recreation Department 
• Planning Department 
• Road Projects 
• Special Projects 
• Status on Requested Future Items 
• Tourism Projects 
• Wastewater Projects 
• Water Projects

 
City Manager Kenneth Williams provided an update on the following:  
 
Mayor Urbanovsky provided an update on COVID-19. City Manager Kenneth Williams commented on the 
Baylor Scott and White report regarding the Delta variant.  
 
Mr. Williams provided updates on the following:  

- Staff have met with the Coshina Group and will have a follow-up meeting on July 28 
- The second budget meeting with City Council is scheduled for August 2.   
- Project on Robert S Light: the City needs to clean a culvert and share costs and partner with the 

County and TxDOT on the project. 
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- Staff is working on the budget and handling the changes due to recent legislation.  
 
CITY COUNCIL’S BOARD AND COMMITTEE REPORTS  

Alliance Regional Water Authority (Urbanovsky) 
Buda Economic Development Corporation (Ture & Davidson) 
Capital Area Council of Governments General Assembly - Urbanovsky announced the meeting on July 23 
Capital Area Council of Governments Clean Air Coalition (Ture) 
Combined Emergency Communication Center (Urbanovsky) 
Dupre Local Government Corporation (Davidson, Smith, & Urbanovsky) 
Greater San Marcos Partnership – Urbanovsky announced the meeting of the Greater San Marcos 
Partnership and the San Marcos Chamber of Commerce would host THE MISSING MIDDLE, a conversation 
about the current housing industry in light of supply chain shortages and unprecedented demand in the 
region. 
 
City of Buda Audit Committee (Cummings & Davidson) Ture noted the committee would soon meet to 
review Audit Company finalist 
City of Buda Information Technology Committee (Bryant, Daugereau, & Smith) 
City of Buda Board & Commission Nomination Committee (Bryant, Cummings, & Daugereau)  
City of Buda City Park Planning/Programming Ad-Hoc Committee (Daugereau, Smith, & Ture)  
City of Buda Planning Mobile Food Vendor Ad-hoc Committee (Davidson) 
City of Buda Water/Wastewater Committee (Urbanovsky, Davidson, & Daugereau) 
 
Mayor Urbanovsky announced: 

- next Tuesday, Kyle will host their State of the City Address 
- Texas Municipal League Annual Conference in October 

 
CITY COUNCIL REQUESTS FOR FUTURE AGENDA ITEMS  

None.  

ADJOURNMENT 

Motion, to adjourn the meeting, was made by Mayor Urbanovsky and seconded by Councilmember 
Daugereau.  Motion carried unanimously. 

There being no further business, the meeting was adjourned at 10:31 p.m. 

 

        THE CITY OF BUDA, TEXAS 
 
 
        ___________________________ 
        Lee Urbanovsky, Mayor 
ATTEST: 
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_______________________________ 
Alicia Ramirez, TRMC  DATE 
City Clerk 
 

In accordance with Article III, Section 3.10, of the Official Code of the City of Buda, the minutes of this 
meeting consist of the preceding Minute Record and the Supplemental Minute Record. Details on 
Council meetings may be obtained from the City Clerk’s Office, or audio or video of the entire meeting 
may be downloaded from the website. (Portions of the Supplemental Minute Record audio or 
videotape recording may be distorted due to equipment malfunction or other uncontrollable factors.) 
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Agenda Item #G.2.

City Council Agenda Item Report
Date: Tuesday, August 3, 2021

Agenda Item No. 2021-109- #G.2
Contact: Alicia Ramirez

Subject: Acceptance of the 3rd Quarter Reports for the Human Services Grants
Funding (City Clerk Alicia Ramirez)

1. Executive Summary
The City Council approved the FY 2020-21 Human Services Grants as part of the budget process. 
Recipients are required to submit quarterly reports before funds may be disbursed.  

2. Background/History
The City of Buda accepts grant requests for projects or programs that:
•  Are likely to have an impact on the quality of life of a significant number of people in the Buda
community.
•  Address issues or problems that the City of Buda as a governmental agency does not currently
address.
•  Propose practical ways to address community issues and problems
•  Stimulate others to participate in addressing community problems
•  Are cooperative efforts and minimize or eliminate duplication of services
•  Are sustainable over time

There are restrictions on the scope of the activities the City of Buda is able to support. In general, the
city does NOT grant funds for:
•  The use of and payment for services of a fiscal agent
•  Endowment funds
•  Religious organizations for religious purposes
•  Fundraising activities or events
•  Umbrella funding organizations that intend to distribute funds at their own discretion
•  Political lobbying or legislative activities
•  Individuals. 

The City’s funding cannot exceed 50% of the non-profits funding sources.
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3. Staff's review and analysis
The agencies were awarded grants for FY 2020-21 and submitted their reports for the referenced
quarter.  Reports have been reviewed and meet the grant guidelines as outlined in the acceptance
award letter.

4. Financial Impact
Distribution amount is outlined in chart attached.

5. Summary/Conclusion
Grant recipients have met the grant guidelines and are eligible for the stated quarter distribution as
listed in the attached chart.

6. Pros and Cons
Pros
The Council approved the Grant Recipient awards as part of the FY 2020-21 Budget process
contingent on recipient meeting the grant guidelines.  Agencies would receive the award as part of
their funding to further programs for the City of Buda residents.

Cons
Agencies would not receive the award as part of their funding to further programs thereby
decreasing the number of human service programs for the City of Buda residents.

7. Alternatives
If the quarterly disbursement is denied, the Council may request additional information from the
agencies and possibly consider approval at a future meeting.

8. Recommendation
Staff recommends the City Council accept the reports and approve the stated quarter disbursement. 
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PO# Agency Contact
2021       
Award

Quarterly 
Disbursement

Jan 15    
Q1

Aprl 15   
Q2

July 15    
Q3

Oct 15   
Q4

21‐0599 Any Baby Can aka ECI
Kiri Simon; Guillermo Lopez;
Cynthia Quinones 3,000.00$     750.00$          

Buda Brightside Christina Trevino  $    1,000.00   $          250.00 

21‐0600
Buda United Methodist Church
Food Bank Diana Woods 5,500.00$     1,375.00$       

21‐0601
Court‐Appointed Special Advocate 
(CASA) Norma Castilla‐Blackwell 4,000.00$     1,000.00$       

21‐0604
Hays Caldwell Women's Center ‐ 
3prgms Holly Cunningham‐Kizer 3,500.00$     875.00$          
Hays County Child Protective
Board Mary Cauble or Joe Papick 1,500.00$     375.00$          

21‐0602 Hays County Food Bank 
Eleanor Owen‐Oshan,
Acting CEO  3,000.00$     750.00$          

21‐0603 Onion Creek Senior Citizens Sandra Grizzle 8,500.00$     2,125.00$       

30,000.00$   7,500.00$       
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Agenda Item #G.3.

City Council Agenda Item Report
Date: Tuesday, August 3, 2021

Agenda Item No. 2020-472- #G.3
Contact: Micah Grau

Subject: Adoption of a Resolution approving the City of Buda's Investment Policy
(Interim Finance Director Martie Simpson) 

1. Executive Summary
The City's investments are governed by the Public Funds Investment Act (PFIA) under Chapter 2256 of
the Local Government Code.  The act requires the City to review and annually adopt an investment
policy for the funds or group of funds under its control.  To meet the PFIA requirements, the
investment policy must: be written, primarily emphasize safety of principal and liquidity, address
investment diversification, yield, and maturity and the quality and capability of investment
management.  

2. Background/History
The City Council's last adopted the City's Investment Policy in August 2020.  The PFIA requires a
municipality to update the policy annually.  The City's investment adviser reviewed the City's current
investment policy and recommended no changes to the policy.  The City's investment policy is
attached.  

With no changes recommended or added to the policy, the policy continues to focus on the City's
investment objectives of safety, liquidity, and yield as required by the PFIA.  

3. Staff's review and analysis
Staff and the City's investment advisers, with Hilltop Securities Asset Management, have reviewed the
investment policy.  The investment advisers have recommended no changes to the City's current
investment policy.    

4. Financial Impact
No financial impact.

5. Summary/Conclusion
Staff and the City's investment advisers have reviewed the Investment Policy for the City.  The policy
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is in compliance with the Public Funds Investment Act.  The policy ensures that the primary
objectives of the City's investment activities shall be the safety of principal as the foremost objective
of the investment program, liquidity, in order to meet all operating requirements that may be
reasonably anticipated, and yield, so that the portfolio is designed with the objective of obtaining a
market rate of interest throughout budgetary and economic cycles.  With the assistance of the City's
investment advisers, the policy reflects the current investment needs and goals of the City, as well as
the investment activity of all funds held by the City. 

6. Pros and Cons
N/A

7. Alternatives
N/A

8. Recommendation
Approval of a resolution adopting the City of Buda's Investment Policy.     
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 CITY OF BUDA, TEXAS 

  INVESTMENT POLICY 

  August 2021 

19



2 

TABLE OF CONTENTS 

I. PURPOSE…………………………………………………………..Page 3

II.  SCOPE ……………………………………………………………..Page 3 

III. OBJECTIVES……………...………………………………….........Page 3

IV.  STANDARDS OF CARE ……...……………………………..........Page 4 

V.  BENCHMARKS AND LIMITATIONS…..…………………..…...Page 6 

VI.  COLLATERAL AND SAFEKEEPING ………………………...…Page 7 

VII.  INVESTMENT PROVIDERS…………………………………...…Page 8 

VIII.  AUTHORIZED AND SUITABLE INVESTMENTS………....…...Page 9 

IX.  REPORTING AND REVIEW……………………………………...Page 10 

X.  INVESTMENT STRATEGY………………………………………Page 11 

XI.  POLICY MAINTENANCE………………………………………...Page 12 

20



3 

I.   POLICY

This policy is created to comply with all current requirements of the Texas Public Funds 
Investment Act, Section 2256 of the Texas Government Code.  It is the policy of the City 
of Buda (City) to invest public funds in a manner which will provide for safety of principal 
and a market rate of interest, while meeting the daily cash flow demands of the City 
and conforming to all state and local statutes governing the investment of public funds.  The 
City's investment policy, as approved by the City Council, is adopted to provide investment 
policy guidelines for use by City Staff. 

II. SCOPE

This policy applies to all investment activities of the City's funds, excluding funds held in 
the Employee Retirement Trust, Texas Municipal Retirement System and the 
Deferred Compensation Plan, or subject to other investment covenants, or excluded by 
contract.  All funds covered by this policy shall be invested in accordance with the Public 
Funds Investment Act (Section 2256 of the Texas Government Code), as amended.  These 
funds are accounted for in the City's annual financial report and include: 

 Operating Fund
 Bond Fund
 Repair and Replacement Fund
 Debt Service Fund
 Bond Reserve Fund

III. OBJECTIVES

The primary objectives, in priority order, of investment activities shall be: 

A. Safety
Safety of principal is the foremost objective of the investment program.  Investments shall be 
undertaken in a manner that seeks to ensure the preservation of capital in the overall portfolio. 
The objective shall be to mitigate credit risk and interest rate risk. 

1. Credit Risk
Credit risk is the risk of loss due to the failure of the security issuer or backer.  Credit 
risk may be mitigated by limiting investments to the safest types of securities, pre-
qualifying issuers, financial institutions and brokers/dealers with which the City plans 
to do business and diversifying the investment portfolio so that potential losses on 
individual securities will be minimized. 

2. Interest Rate Risk
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Interest rate risk is the risk that the market value of securities in the portfolio will fall 
due to changes in general interest rates.  Interest rate risk may be mitigated by 
structuring the investment portfolio so that securities mature to meet cash requirements 
for ongoing operations, thereby avoiding the need to sell securities on the open market 
prior to maturity and by investing operating funds primarily in shorter-term securities. 

B. Liquidity
The investment portfolio shall remain sufficiently liquid to meet all operating requirements 
that may be reasonably anticipated.  This is accomplished by structuring the portfolio so that 
securities mature concurrent with cash needs to meet anticipated demands.   

C. Yield
The investment portfolio shall be designed with the objective of attaining a market rate of 
interest throughout budgetary and economic cycles, taking into account the investment risk 
constraints and liquidity needs.  Return on investment is of least importance compared to the 
safety and liquidity objectives described above.  The core of investments is limited to 
relatively low risk securities in anticipation of earning a fair rate of interest relative to the risk 
being assumed.  Securities shall not be sold prior to maturity with the following exceptions: 

 A declining credit security could be sold early to minimize loss of principal;
 A security swap could be used to adjust average portfolio maturity or improve

the quality or yield of the portfolio; or,
 Liquidity needs of the portfolio require that the security be sold.

IV. STANDARDS OF CARE

A. Prudence

The standard of prudence to be used by investment officials shall be the "prudent person" 
standard and shall be applied in the context of managing an overall portfolio.  Investment 
officers acting in accordance with the investment policy and written procedures and 
exercising due diligence shall be relieved of personal responsibility for an individual security's 
credit risk or market price changes, provided deviations from expectations are reported in a 
timely fashion and appropriate action is taken to control adverse developments. 

Investments shall be made with judgement and care, under circumstances then prevailing, 
which persons of prudence, discretion, and intelligence exercise in the management of their 
own affairs, not for speculation, but for investment, considering the probable safety of their 
capital as well as the probable income to be derived. 

B. Ethics and Conflicts
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Officers and employees involved in the investment process shall refrain from personal 
business activity that could conflict with the proper execution and management of the 
investment program or that could impair their ability to make impartial decisions.  Investment 
officers shall disclose any material interests in financial institutions with which they conduct 
business.  They shall further disclose any personal financial/investment positions that could 
be related to the performance of the investment portfolio.  Investment officers shall refrain 
from undertaking personal investment transactions with the same individual person with 
whom business is conducted on behalf of the City. 

An investment officer of the City who has a personal business relationship with a business 
organization offering to engage in an investment transaction with the City shall file a 
statement disclosing that personal business interest.  An investment officer who is related 
within the second degree by affinity or consanguinity, as determined under Chapter 573, to 
an individual seeking to sell an investment to the investment officer shall file a statement 
disclosing that relationship.  A statement required under this subsection must be filed with the 
Texas Ethics Commission and the City Council.  For purposes of this subsection, an 
investment officer has a personal business relationship with a business organization if: 

1. The investment officer owns 10 percent or more of the voting stock or shares of
the business organization or owns $5,000 or more of the fair market value of the
business organization;

2. Funds received by the investment officer from the business organization exceed
10 percent of the investment officer's gross income for the previous year; or

3. The investment officer has acquired from the business organization during the
previous year investments with a book value of $2,500 or more for the personal
account of the investment officer.

C. Investment Officer

The Finance Director will be City’s Investment Officer, and shall establish written procedures 
for the operation of the investment program consistent with this investment policy.  Such 
procedures shall include explicit delegation of authority to persons responsible for investment 
transactions.  No person may engage in an investment transaction except as provided under 
the terms of this policy and the established procedures. 

D. Required Training

The Finance Director, and any other City official designated as Investment Officer, shall 
attend at least one training session relating to the responsibilities of maintaining the 
investment portfolio within 12 months after taking office or assuming duties and shall receive 
no less than 10 hours of instruction relating to investment functions. Thereafter eight hours of 
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investment training is required in every two year period that begins on the first day of the 
fiscal year and consists of the two consecutive fiscal years after that date.  Such training, from 
an independent source as approved by City Council, shall include education in investment 
controls, security risks, strategy risks, market risks, and compliance with the Public Funds 
Investment Act. 

V. BENCHMARKS AND LIMITATIONS

The City's investment portfolio shall be designed with the objective of obtaining a market rate 
of interest throughout budgetary and economic cycles, commensurate with the investment risk 
constraints and the cash flow needs. 

A. Market Yield Benchmark

The City's investment strategy is conservative. Given this strategy, the basis used by the 
Finance Director to determine whether market yields are being achieved shall be the 6-month 
Treasury Bill (T-bill) rate.   

B. Maximum Maturities

To the extent possible, the City will attempt to match its investments with anticipated cash 
flow requirements.  Unless matched to a specific cash flow, the City will not directly invest 
in securities maturing more than three years from the date of purchase, unless approved by 
the City Council.  The weighted-average maturity of the overall portfolio shall not exceed 18 
months.    

Bond Funds may be invested in securities exceeding three years if the maturity of such 
investments is made to coincide as nearly as practicable with the expected use of the funds. 
Reserve funds may be invested in securities exceeding three years provided that the maturity 
of such investments does not exceed the initial call date on the related bond issue. 

C. Diversification

The City will seek to diversify investments by security type, issuer and maturity date in order 
to avoid incurring unreasonable credit and market risks.  

D. Competitive Bidding

It is the policy of the City to require competitive bidding for all individual security purchases 
and sales, as well as for certificates of deposit.   Exceptions include: 

 Transactions with money market mutual funds and local government investment pools
which are deemed to be made at prevailing market rates.
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 Treasury and agency securities purchased as new issues through an approved broker/dealer, 
financial institution or investment advisor.  

 Automatic overnight “sweep” transactions with the City’s depository bank.  
 

At least three bids or offers must be solicited for all other transactions involving individual 
securities.  If the City utilized an investment advisor, the advisor is also required to solicit at least 
three bids or offers when transacting trades on the City’s behalf.  In situations where the exact 
security is not offered by other broker/dealers, offers on the closest comparable investment may 
be used to establish a fair market price for the security.   

 
 
VI. COLLATERAL AND SAFEKEEPING  
 
A. Collateralization 
 
The City, in accordance with State Statute, requires all City deposits held by financial 
institutions above the Federal Deposit Insurance Corporation (FDIC) insurance limit to be 
collateralized with securities whose market value is pledged at 102% of principal and accrued 
interest by that institution with the City's custodial bank.  Private insurance coverage is not an 
acceptable collateralization form. Acceptable security for deposits include:  
 
 FDIC insurance coverage. 
 Obligations, the principal and interest of which are unconditionally guaranteed or 

insured by, or backed by the full faith and credit of the United States or its agencies and 
instrumentalities. This shall include letters of credit issued by The Federal Home Loan 
Bank (FHLB).  

 Obligations, the principal and interest on which, are unconditionally guaranteed or 
insured by the State of Texas. 

 Obligations of the State of Texas or debt obligations of a county, city or other political 
subdivision of the State of Texas having been rated no less than AA or its equivalent by 
a nationally recognized rating agency with a remaining maturity of ten years or less.  

 
B. Delivery vs. Payment 
 
All security transactions entered into by the City shall be conducted on a delivery-versus-
payment (DVP) basis.  Securities will be held by the City's custodial bank and evidenced by 
safekeeping receipts. 
 
C. Safekeeping of Securities 
 
Securities purchased for the City’s portfolios will be delivered in book entry form and will be 
held in third-party safekeeping by a Federal Reserve member financial institution designated 
as the City’s safekeeping and custodian bank. 
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The City will execute Safekeeping Agreements prior to utilizing the custodian’s safekeeping 
services.  The safekeeping agreement must provide that the safekeeping agent will 
immediately record and promptly issue and deliver a safekeeping receipt showing the receipt 
and the identification of the security, as well as the City’s interest.  All securities owned by 
the City will be held in a Customer Account naming the City as the owner.  
 
 
VII. INVESTMENT PROVIDERS  
 
A. Authorized Financial Dealers and Institutions 
 
The Finance Director shall maintain a list of financial institutions authorized to provide 
investment services.  In addition, a list will also be maintained of approved security 
broker/dealers who are authorized to provide investment services in the State of Texas.  These 
may include "primary" dealers or regional dealers that qualify under Securities & Exchange 
Commission Rule 15C3-1 (uniform net capital rule).   
 
All financial institutions and broker/dealers who desire to become qualified bidders for 
investment transactions must supply the Finance Director with the following: 
 
1. Audited financial statements; 
2. Proof of Financial Industry Regulatory Authority (FINRA) certification; 
3. Proof of state registration;  
4.  Completed broker/dealer questionnaire;   
4. Contact information and delivery instructions;  
5.  Resumes of representatives serving the account; and 
6. Written affidavit that broker/dealer has reviewed the City’s Investment Policy.    
 
A current audited financial statement is required to be on file for each financial institution and 
broker/dealer in which the City invests.  An annual review of the financial condition and 
registrations of qualified bidders will be conducted by the Finance Director. 
 
B.  Investment Advisors  
 
The City may retain the services of an investment advisory firm registered under the 
Investment Advisers Act of 1940 or with the State Securities Board to assist in the review of 
cash flow requirements, the formulation of investment strategies, and the execution of security 
purchases, sales and deliveries.  The investment advisory contract with the City may not be 
for a term longer than two years and its renewal or extension must be approved by the City 
Council by ordinance or resolution as required by Texas  Government Code Sec. 2256.003(b).   
 
C.  Compliance  
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A qualified representative from any business organization offering to engage in investment 
transactions with the City shall be provided a copy of this policy. Investments shall only be 
made with those business organizations (including investment managers and local 
government investment pools) which have provided the City with written acknowledgement 
that the business organization has reviewed the City’s Investment Policy, and has 
implemented reasonable procedures and controls in an effort to preclude investment 
transactions conducted between the City and the organization that are not authorized by the 
City’s Investment Policy, except to the extent that this authorization is dependent on an 
analysis of the makeup of the City’s entire portfolio or requires an interpretation of subjective 
investment standards. 
 
If the City has contracted with an investment advisor, the advisor shall be responsible for 
performing financial due diligence on the City’s behalf.  On an annual basis, the advisor will 
provide the City with a list of its authorized broker/dealers, as well as the required written 
instrument described above. 
 
 
VIII.    AUTHORIZED AND SUITABLE INVESTMENTS 
 
The investment of City funds will be made using only those investment types approved by 
the City Council and which are in accordance with State of Texas Government Code, Chapter 
2256.  The approved investment types will be limited to the following: 
 
A. U.S. Treasury and Federal Agency issues, not to exceed 75% of the total investment 
portfolio, including any investment insured by the Federal Deposit Insurance Corporation 
(FDIC) or backed by the full faith and credit of the United States government. 
 
B. Certificates of deposit (CDs) or demand deposits of state and national banks that are 
fully guaranteed or insured by the Federal Deposit Insurance Corporation (FDIC), or its 
successor; or, secured by obligations described in section A above, which are intended to 
include Treasuries as well as all direct federal agency securities that have a market value of 
not less than the principal amount of the certificates or in any other manner and amount 
provided by law for deposits of the City. These deposits shall be governed by a Depository 
Contract that complies with federal and state regulation to properly secure a pledged security 
interest. 
 
C. Repurchase Agreements secured by any combination of cash and U.S. Treasury or 
Federal Agency issues as collateral with a market value which equals or exceeds 102% of the 
City's investment plus accrued interest and are pledged and held with the City's custodial 
bank, or an approved third-party safekeeping agent.   Repurchase agreements can only be 
entered with primary dealers and banks within the State of Texas in accordance with State 
law.  Maximum term for repurchase agreements is 90 days from delivery unless the 
repurchase agreement is associated with the investment of bond proceeds;   
 
D. Local government investment pools, e.g., TexPool, TexSTAR, LOGIC, which are 
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AAA-rated by a nationally recognized bond rating company, e.g., Moody’s, S&P, Fitch, and 
which participation in any particular investment pool(s) has been authorized by resolution of 
the City Council, not to exceed 50% of the total investment portfolio less bond funds.  Bond 
funds may be invested at 100%. 
 
 
IX.  REPORTING AND REVIEW 
 
A. Reporting 
 
The Finance Director shall prepare an investment report quarterly, including a summary that 
provides a clear picture of the status of the current investment portfolio and transactions made 
over the last quarter.  The report should be provided to the City Manager and City Council.  
The report shall include the following: 
 

• The investment position of the City on the date of the report. 
• Statement that the investment portfolio is in compliance with the City's investment 

policy and strategies. 
• Signature of all investment officers. 
• Summary for each fund, or pool fund, stating the beginning book and market value, 

additions and changes, and the ending book and market value, along with fully 
accrued interest for the reporting period.  

• Description of individual investments, including issuer, par value, yield, purchase 
date and maturity date.  

 
B. Security Pricing 
 
Current market value of securities may be obtained by independent market pricing sources 
including, but not limited to, the Wall Street Journal, broker dealers and banks other than 
those who originally sold the security to the City as well as the City’s safekeeping agent. 
 
C. Review 
 
If the City places funds in any investment other than registered investment pools or accounts 
offered by its depository bank, the above reports shall be formally reviewed at least annually 
by an independent auditor, and the result of the review shall be reported to the City Council. 
 
In addition, the City's external auditors shall conduct a compliance audit of management 
controls on investments and adherence to the Investment Policy. 
 
D. Downgrade Provision for Investment Ratings 
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An Investment that requires a minimum rating does not qualify as an authorized investment 
during the period the investment does not have a minimum rating.  The City shall take all 
prudent measures that are consistent with its Investment Policy to liquidate an investment that 
does not have the minimum rating.  The City shall also monitor the credit ratings on securities 
that require minimum ratings.  This may be accomplished through research, or with the 
assistance of broker dealers, banks or safekeeping agents. 
   
 
X.        INVESTMENT STRATEGY 
 
A. General 
 
In conjunction with the annual review of the City's Investment Policy, the City Council shall 
review the investment strategy for investing City funds. The investment strategy shall be 
based on the investment objectives outlined in Section III of this policy. 
 
B. Investment Guidelines by Fund Type 
 

1. Operating Funds 
Operating Funds require short-term liquidity to meet day to day cash requirements for 
City operations. Therefore, diversified investment maturities shall provide monthly cash 
flow based on the anticipated operating needs of the City. Investment pools, money 
market funds, bank deposits and other short-term securities allowed under this policy 
will be considered for the City's Operating Funds. 

 
2. Bond Funds 

Bond proceeds issued for the acquisition and or the construction of capital assets shall 
only be invested in the types of investments allowed under this policy. The investment 
maturities shall generally follow the anticipated cash flow requirements of the capital 
projects for which the debt obligations were issued.  

 
3. Repair and Replacement Funds 

Should the City Council authorize the establishment of a Repair and Replacement Fund, 
the maturity date of investments in this Fund shall generally be limited to the anticipated 
cash flow requirements identified in the City's approved budget for planned projects. 
Funds accumulated in the Repair and Replacement Funds shall only be invested in the 
types of investments allowed under this policy. 

 
4. Debt Service Funds 

Debt Service Funds shall be invested to ensure adequate liquidity for making semi-
annual principal and interest payments on outstanding debt obligations. Funds 
accumulated in the Debt Service Funds shall only be invested in the types of investments 
allowed under this policy. 
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5. Bond Reserve Funds 
Should the City Council authorize the establishment of a Bond Reserve Fund in 
compliance with future bond covenants, funds accumulated in the Bond Reserve Fund 
shall only be invested in the types of investments allowed under this policy. Generally, 
Bond Reserve Funds do not incur planned expenditures. When required under a specific 
bond covenant, the funds are deposited as a reserve to provide payment protection to 
the bondholders. The funds are eventually released after the reserve requirements have 
been fully satisfied. 

 
 
XII. POLICY MAINTENANCE 
 
A. Exemption 
 
Any investment purchased prior to a change in policy, which subsequently does not meet the 
amended guidelines, may be held to maturity provided that it does not pose a default risk to 
the portfolio or conflict with State law. 
 
B. Amendment 
 
The City shall review the Investment Policy annually.  An annual review of the Investment 
Policy shall be conducted by the City Manager, Assistant City Manager, and Finance Director. 
The City Council shall consider for adoption as necessary the changes recommended by the 
City Manager, Assistant City Manager, and Finance Director. 
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CITY OF BUDA 
SECURITY BROKER/DEALER QUESTIONNAIRE 
 
1. Name of Firm:                                                                                                                                                                       
 
2. Name, title and contact information for primary representative:                            
   
3.  Name and contact information for backup:        
                       
4. Is your firm registered with the Texas Securities Commission?  Include proof.   
 
5. List security/investment types your firm specializes in:   
 
6. Provide contact information for three comparable public sector references. 
  
7. Submit a copy of your most recent annual financial report. 
 
8. Submit a copy of all necessary paperwork to establish an account with your firm. 
 
9. Please describe a typical transaction between the City and your firm. Note deadlines 

or cut off times involved.                                                                                                                                                                                                                                      
 
10. Do you clear through another firm? If so, what firm?  
 
11. Is your firm a member of any trade organizations supporting local governments? If 

so, please describe:      
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RESOLUTION NO. 2021-R-__ 

 
 

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF BUDA, TEXAS 
ADOPTING THE CITY OF BUDA INVESTMENT POLICY 

 
 
 WHEREAS, the Public Funds Investment Act (“Act”), Chapter 2256 of the Texas 
Government Code, requires the City to review and adopt an investment policy annually for its 
funds and funds under its control; and  
 
 WHEREAS, section 2256.005(b) of the Act provides that the investment policies must: 
 
(1) be written; 
 
(2) primarily emphasize safety of principal and liquidity; 
 
(3) address investment diversification, yield, and maturity and the quality and capability of 
investment management; and 
 
(4) include: 
 

(A) a list of the types of authorized investments in which the investing entity’s funds may 
be invested; 

 
(B) the maximum allowable stated maturity of any individual investment owned by the 
entity; 

 
(C) for pooled fund groups, the maximum dollar-weighted average maturity allowed 
based on the stated maturity date for the portfolio; 

 
 (D) methods to monitor the market price of investments acquired with public funds; 
 

(E) a requirement for settlement of all transactions, except investment pool funds and 
mutual funds, on a delivery versus payment basis; and 

 
(F) procedures to monitor rating changes in investments acquired with public funds and 
the liquidation of such investments consistent with the provisions of Section 2256.021; 
and 
 

 WHEREAS, the attached Investment Policy complies with the provisions of the Public 
Funds Investment Act;  
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 WHEREAS, the Act requires the governing body to review and adopt the investment policy 
and investment strategy by rule, order, ordinance, or resolution not less than annually; 
 

 
NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF 
BUDA, HAYS COUNTY, TEXAS THAT: 
 

Section 1. The facts and recitations set forth in the preamble of this Resolution are 
declared true and correct. 
 
Section 2. It has reviewed the attached City of Buda Investment Policy. 
 
Section 3. It adopts the attached City of Buda Investment Policy. 
 
Section 4. The adopted Investment Policy applies to all funds under its control. 
 
 
 
 PASSED AND APPROVED by the City Council of the City of Buda Texas this 3rd day of 
August, 2021. 
 
   CITY OF BUDA, TEXAS 

 
  ______________________________ 

   Lee Urbanovsky, Mayor  
ATTEST: 
 
___________________________ 
Alicia Ramirez, City Clerk 
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City Council Agenda Item Report 
August 3, 2021 

 
Contact – Traci Anderson, Executive Director 

512-295-2022 / traci@budaedc.com   
 

 
SUBJECT:   

DELIBERATION AND POSSIBLE ACTION TO ADOPT A RESOLUTION ON SECOND READING AUTHORIZING A PERFORMANCE 
AGREEMENT BETWEEN THE BUDA ECONOMIC DEVELOPMENT CORPORATION AND VALENTINA’S TEX MEX BBQ, LLC                                          

(BEDC EXECUTIVE DIRECTOR TRACI ANDERSON) 
 
 

1. EXECUTIVE SUMMARY  
INCENTIVE REQUEST FOR A DESTINATION, FAMILY-FRIENDLY RESTAURANT, WHICH IS A TARGET INDUSTRY. 

 
2. BACKGROUND/HISTORY   

VALENTINA’S TEX MEX BBQ, LLC, INTENDS TO REMODEL AND BUILD-OUT A TENANT SPACE WITHIN THE BUDA 
MILL AND GRAIN DEVELOPMENT PROJECT LOCATED AT 306 S. MAIN STREET, BUDA, TEXAS 78610. THE 
PROPERTY TO BE USED FOR THE OPERATION IS AN APPROX. SIX THOUSAND SQUARE FOOT DESTINATION 
RESTAURANT. 
 
VALENTINA’S INTENDS TO INVEST $980,000.00 IN CAPITAL IMPROVEMENTS TO ITS PROPERTY AND HAS 
REQUESTED ECONOMIC DEVELOPMENT INCENTIVES FOR COSTS ASSOCIATED WITH EQUIPMENT PURCHASES 
AND IMPROVEMENTS TO THE PROPERTY. 
 
VALENTINA’S INTENDS TO CREATE 105 FTE JOBS OVER A THREE-YEAR PERIOD.  
 
THE INCENTIVE TASK FORCE RECOMMENDED ACTION AND IT WAS BROUGHT BEFORE THE BEDC AND CITY 
COUNCIL. BEDC HAS AGREED TO MAKE QUALIFIED INCENTIVE PAYMENTS IN AN AMOUNT NOT TO EXCEED 
TWO HUNDRED TWENTY-EIGHT THOUSAND SEVEN HUNDRED SEVEN DOLLARS AND NO/100S 
($228,707.00).  
 

3. STAFF’S REVIEW AND ANALYSIS 
THE INCENTIVE TASK FORCE REVIEWED THIS INCENTIVE APPLICATION AND RECOMMENDS APPROVAL OF THE 
EVALUATED INCENTIVE AMOUNT.  
 

4. FINANCIAL IMPACT  
$228,707 – BEDC ONE-TIME CASH PAYMENT 
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5. SUMMARY/CONCLUSION 
THIS IS THE APPROVAL OF AN INCENTIVE AGREEMENT TO VALENTINA’S TEX MEX BBQ, LLC FOR AN AMOUNT 
NOT TO EXCEED $228,707 IN A ONE-TIME CASH PAYMENT. 
 

6. PROS AND CONS 
PROS – THIS HELPS BRING IN A FAMILY FRIENDLY DESTINATION RETAIL/RESTAURANT, WHICH IS A TARGET FOR 
THE CITY OF BUDA AND BUDA EDC.  
 

7. ALTERNATIVES 
1. COULD DENY THE INCENTIVE 
2. COULD OFFER ALTERNATIVE SUGGESTIONS ON AMOUNTS 
 

8. RECOMMENDATION  
RECOMMENDS APPROVAL OF THE SECOND READING TO ADOPT A RESOLUTION AUTHORIZING A 
PERFORMANCE AGREEMENT BETWEEN THE BUDA ECONOMIC DEVELOPMENT CORPORATION AND 
VALENTINA’S TEX MEX BBQ, LLC.                                           
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City Council Agenda Item Report 
August 3, 2021 

 
Contact – Traci Anderson, Executive Director 

512-295-2022 / traci@budaedc.com   
 

 
SUBJECT:   

DELIBERATION AND POSSIBLE ACTION ON SECOND READING TO ADOPT A RESOLUTION AUTHORIZING A PERFORMANCE 
AGREEMENT BETWEEN THE BUDA ECONOMIC DEVELOPMENT CORPORATION AND BUDA MILL & GRAIN CO.               

(BEDC EXECUTIVE DIRECTOR TRACI ANDERSON)  
 
 

1. EXECUTIVE SUMMARY  
INCENTIVE REQUEST FOR A DESTINATION, FAMILY-FRIENDLY RESTAURANT, WHICH IS A TARGET INDUSTRY. 

 
2. BACKGROUND/HISTORY   

THE BUDA MILL AND GRAIN CO. (“BMG”) OWNS A RETAIL DEVELOPMENT PROJECT LOCATED AT 306 S. MAIN 
STREET, BUDA, TEXAS 78610 AND INTENDS TO REMODEL AND BUILD-OUT A TENANT SPACE WITHIN THE 
PROPERTY TO BE USED FOR THE OPERATION OF A SIX THOUSAND SQUARE FOOT DESTINATION RESTAURANT 
BY VALENTINA’S TEX MEX BBQ, LLC . 
 
BMG INTENDS TO INVEST $711,900.00 IN CAPITAL IMPROVEMENTS TO ITS PROPERTY FOR THE VALENTINA’S 
PROJECT AND HAS REQUESTED ECONOMIC DEVELOPMENT INCENTIVES FOR COSTS ASSOCIATED WITH 
IMPROVEMENTS MADE TO THE PROPERTY. 
 
THE INCENTIVE TASK FORCE RECOMMENDED ACTION AND IT WAS BROUGHT BEFORE THE BEDC AND CITY 
COUNCIL. BEDC HAS AGREED TO MAKE QUALIFIED INCENTIVE PAYMENTS IN AN AMOUNT NOT TO EXCEED ONE 
HUNDRED FOURTEEN THOUSAND THREE HUNDRED FIFTY-THREE DOLLARS AND 50/100THS 
($114,353.50). CITY COUNCIL ALSO AGREED AND PASSED A FIRST READING TO APPROVE TO MAKE 
QUALIFIED INCENTIVE PAYMENTS IN AN AMOUNT NOT TO EXCEED ONE HUNDRED FOURTEEN THOUSAND 
THREE HUNDRED FIFTY-THREE DOLLARS AND 50/100THS ($114,353.50). THE TOTAL IS AN AMOUNT NOT 
TO EXCEED TWO HUNDRED TWENTY-EIGHT THOUSAND SEVEN HUNDRED SEVEN DOLLARS AND NO/100S 
($228,707.00) OVER SEVEN YEARS PURSUANT TO A PERFORMANCE AGREEMENT WITH BMG, WITH HALF OF 
THE AMOUNT PAID BY THE CITY OF BUDA AND HALF THE AMOUNT PAID BY THE BEDC. 
 

3. STAFF’S REVIEW AND ANALYSIS 
THE INCENTIVE TASK FORCE REVIEWED THIS INCENTIVE APPLICATION AND RECOMMENDS APPROVAL OF THE 
EVALUATED INCENTIVE AMOUNT.  
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4. FINANCIAL IMPACT  

$114,353.50 – BEDC 
$114,353.50 – CITY OF BUDA 
 

5. SUMMARY/CONCLUSION 
THIS IS THE APPROVAL OF AN INCENTIVE AGREEMENT TO BMG FOR AN AMOUNT NOT TO EXCEED $228,707 
IN SALES AND MIXED BEVERAGE TAX REIMBURSEMENTS OVER A 7 YEAR PERIOD. 
 

6. PROS AND CONS 
PROS – THIS BRINGS IN A FAMILY FRIENDLY DESTINATION RETAIL/RESTAURANT, WHICH IS A TARGET FOR THE 
CITY OF BUDA AND BUDA EDC.  
 

7. ALTERNATIVES 
1. COULD DENY THE INCENTIVE 
2. COULD OFFER ALTERNATIVE SUGGESTIONS ON AMOUNTS 
 

8. RECOMMENDATION  
RECOMMENDS APPROVAL OF THE SECOND READING TO ADOPT A RESOLUTION AUTHORIZING A 
PERFORMANCE AGREEMENT BETWEEN THE BUDA ECONOMIC DEVELOPMENT CORPORATION AND BUDA MILL 
& GRAIN CO.                
 
RECOMMENDS APPROVAL OF THE SECOND READING TO AUTHORIZE A FUNDING AGREEMENT BETWEEN THE 
BUDA ECONOMIC DEVELOPMENT CORPORATION AND THE CITY OF BUDA THAT REIMBURSES THE BUDA 
ECONOMIC DEVELOPMENT CORPORATION FOR QUALIFIED FINANCIAL INCENTIVES PAID TO BUDA MILL & 
GRAIN CO. IN AN AMOUNT NOT TO EXCEED ONE HUNDRED FOURTEEN THOUSAND THREE HUNDRED FIFTY-
THREE DOLLARS AND 50/100THS ($114,353.50). 
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Agenda Item #G.6.

City Council Agenda Item Report
Date: Tuesday, August 3, 2021

Agenda Item No. 2021-298- #G.6
Contact: Alicia Ramirez

Subject: Authorization of a funding agreement on second reading between the Buda
Economic Development Corporation and the City of Buda that reimburses the
Buda Economic Development Corporation for qualified financial incentives
paid to Buda Mill & Grain Co. in an amount not to exceed One Hundred
Fourteen Thousand Three Hundred Fifty-Three Dollars and 50/100ths
($114,353.50) (BEDC Executive Director Tracy Anderson) 

1. Executive Summary

2. Background/History

3. Staff's review and analysis

4. Financial Impact

5. Summary/Conclusion

6. Pros and Cons

7. Alternatives

8. Recommendation

38



1 | P a g e  
 

 
 

City Council Agenda Item Report 
August 3, 2021 

 
Contact – Traci Anderson, Executive Director 

512-295-2022 / traci@budaedc.com   
 

 
SUBJECT:   

DELIBERATION AND POSSIBLE ACTION ON SECOND READING TO ADOPT A RESOLUTION AUTHORIZING A PERFORMANCE 
AGREEMENT BETWEEN THE BUDA ECONOMIC DEVELOPMENT CORPORATION AND BUDA MILL & GRAIN CO.               

(BEDC EXECUTIVE DIRECTOR TRACI ANDERSON)  
 

DELIBERATION AND POSSIBLE ACTION ON SECOND READING TO AUTHORIZE A FUNDING AGREEMENT BETWEEN THE 
BUDA ECONOMIC DEVELOPMENT CORPORATION AND THE CITY OF BUDA THAT REIMBURSES THE BUDA ECONOMIC 

DEVELOPMENT CORPORATION FOR QUALIFIED FINANCIAL INCENTIVES PAID TO BUDA MILL & GRAIN CO. IN AN 
AMOUNT NOT TO EXCEED ONE HUNDRED FOURTEEN THOUSAND THREE HUNDRED FIFTY-THREE DOLLARS AND 

50/100THS ($114,353.50) (BEDC EXECUTIVE DIRECTOR TRACI ANDERSON)  
 
 

1. EXECUTIVE SUMMARY  
INCENTIVE REQUEST FOR A DESTINATION, FAMILY-FRIENDLY RESTAURANT, WHICH IS A TARGET INDUSTRY. 

 
2. BACKGROUND/HISTORY   

THE BUDA MILL AND GRAIN CO. (“BMG”) OWNS A RETAIL DEVELOPMENT PROJECT LOCATED AT 306 S. MAIN 
STREET, BUDA, TEXAS 78610 AND INTENDS TO REMODEL AND BUILD-OUT A TENANT SPACE WITHIN THE 
PROPERTY TO BE USED FOR THE OPERATION OF A SIX THOUSAND SQUARE FOOT DESTINATION RESTAURANT 
BY VALENTINA’S TEX MEX BBQ, LLC . 
 
BMG INTENDS TO INVEST $711,900.00 IN CAPITAL IMPROVEMENTS TO ITS PROPERTY FOR THE VALENTINA’S 
PROJECT AND HAS REQUESTED ECONOMIC DEVELOPMENT INCENTIVES FOR COSTS ASSOCIATED WITH 
IMPROVEMENTS MADE TO THE PROPERTY. 
 
THE INCENTIVE TASK FORCE RECOMMENDED ACTION AND IT WAS BROUGHT BEFORE THE BEDC AND CITY 
COUNCIL. BEDC HAS AGREED TO MAKE QUALIFIED INCENTIVE PAYMENTS IN AN AMOUNT NOT TO EXCEED ONE 
HUNDRED FOURTEEN THOUSAND THREE HUNDRED FIFTY-THREE DOLLARS AND 50/100THS 
($114,353.50). CITY COUNCIL ALSO AGREED AND PASSED A FIRST READING TO APPROVE TO MAKE 
QUALIFIED INCENTIVE PAYMENTS IN AN AMOUNT NOT TO EXCEED ONE HUNDRED FOURTEEN THOUSAND 
THREE HUNDRED FIFTY-THREE DOLLARS AND 50/100THS ($114,353.50). THE TOTAL IS AN AMOUNT NOT 
TO EXCEED TWO HUNDRED TWENTY-EIGHT THOUSAND SEVEN HUNDRED SEVEN DOLLARS AND NO/100S 
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($228,707.00) OVER SEVEN YEARS PURSUANT TO A PERFORMANCE AGREEMENT WITH BMG, WITH HALF OF 
THE AMOUNT PAID BY THE CITY OF BUDA AND HALF THE AMOUNT PAID BY THE BEDC. 
 

3. STAFF’S REVIEW AND ANALYSIS 
THE INCENTIVE TASK FORCE REVIEWED THIS INCENTIVE APPLICATION AND RECOMMENDS APPROVAL OF THE 
EVALUATED INCENTIVE AMOUNT.  
 

4. FINANCIAL IMPACT  
$114,353.50 – BEDC 
$114,353.50 – CITY OF BUDA 
 

5. SUMMARY/CONCLUSION 
THIS IS THE APPROVAL OF AN INCENTIVE AGREEMENT TO BMG FOR AN AMOUNT NOT TO EXCEED $228,707 
IN SALES AND MIXED BEVERAGE TAX REIMBURSEMENTS OVER A 7 YEAR PERIOD. 
 

6. PROS AND CONS 
PROS – THIS BRINGS IN A FAMILY FRIENDLY DESTINATION RETAIL/RESTAURANT, WHICH IS A TARGET FOR THE 
CITY OF BUDA AND BUDA EDC.  
 

7. ALTERNATIVES 
1. COULD DENY THE INCENTIVE 
2. COULD OFFER ALTERNATIVE SUGGESTIONS ON AMOUNTS 
 

8. RECOMMENDATION  
RECOMMENDS APPROVAL OF THE SECOND READING TO ADOPT A RESOLUTION AUTHORIZING A 
PERFORMANCE AGREEMENT BETWEEN THE BUDA ECONOMIC DEVELOPMENT CORPORATION AND BUDA MILL 
& GRAIN CO.                
 
RECOMMENDS APPROVAL OF THE SECOND READING TO AUTHORIZE A FUNDING AGREEMENT BETWEEN THE 
BUDA ECONOMIC DEVELOPMENT CORPORATION AND THE CITY OF BUDA THAT REIMBURSES THE BUDA 
ECONOMIC DEVELOPMENT CORPORATION FOR QUALIFIED FINANCIAL INCENTIVES PAID TO BUDA MILL & 
GRAIN CO. IN AN AMOUNT NOT TO EXCEED ONE HUNDRED FOURTEEN THOUSAND THREE HUNDRED FIFTY-
THREE DOLLARS AND 50/100THS ($114,353.50). 
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City Council Agenda Item Report g

July 20, 2021 

Contact – Traci Anderson, Executive Director 
512-295-2022 / 

,
/ / traci@budaedc.commm   @@@@

SUBJECT: DISCUSSION AND POSSIBLE ACTION REGARDING A POTENTIAL FY2020-2021 BUDGET                              
AMENDMENT #5 RELATED TO CLEANING SERVICES. 

1. EXECUTIVE SUMMARY  
THERE WAS A $350 COVID CLEANING EXPENSE THAT WAS NOT CALCULATED IN THE ORIGINAL BUDGET. DUE TO 
THIS CLEANING SERVICE, THE BUDGET WILL GO OVER FOR THIS LINE ITEM BY APPROXIMATELY $211.

 
2. BACKGROUND/HISTORY   

THE FY2020-2021 BUDGET WAS APPROVED WITH THE ANTICIPATION OF REGULAR CLEANING SERVICES FOR THE 
YEAR AND DID NOT TAKE ANY ADDITIONAL CLEANING EXPENSE INTO CONSIDERATION.  

 
3. STAFF’S REVIEW AND ANALYSIS 

AFTER REVIEWING THE BUDGET, THE CLEANING SERVICES WILL GO OVER THAT BUDGET LINE ITEM DUE TO 
ADDITIONAL CLEANING SERVICES CONDUCTED THIS YEAR FOR COVID. 
 

4. FINANCIAL IMPACT  
APPROXIMATELY $211.00 

5. SUMMARY/CONCLUSION 
THE BEDC STAFF AND BOARD OF DIRECTORS RECOMMEND APPROVAL OF THE BUDGET AMENDMENT FOR $250 TO 
ALLOW FOR ANY DISCREPANCIES THAT MAY ARISE RATHER THAN APPROVAL OF THE EXACT $211.  
 

6. PROS AND CONS 
N/A 

7. ALTERNATIVES
COUNCIL COULD DECIDE NOT TO APPROVE AND HAVE IT TAKEN BACK TO THE BEDC BOARD OF DIRECTORS FOR 
ADDITIONAL CONSIDERATION OF ITEMS. 

8. RECOMMENDATION  
THE BEDC STAFF AND BOARD OF DIRECTORS RECOMMEND APPROVAL OF THE BEDC FISCAL YEAR 2020-2021 
BUDGET AMENDMENT #5 AS PRESENTED.  
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Agenda Item #H.1.

City Council Agenda Item Report
Date: Tuesday, August 3, 2021

Agenda Item No. 2021-391- #H.1
Contact: Greg Olmer

Subject: Deliberation and possible action to discuss the scope and assignments of the
City Park Ad Hoc Committee (Parks and Recreation Director Greg Olmer)
[PUBLIC TESTIMONY]

1. Executive Summary
The City Park Ad Hoc Committee was appointed by Mayor George Haehn and has been a successful
committee to assist in the launch of City Park.  Since the ad-hoc committee accomplished the
original goals outlined, staff is seeking direction on the future of the committee and its roles and
responsibilities compared to the Parks Commission. 

2. Background/History
City Park Ad Hoc Committee was appointed by Mayor George Haehn in late 2019 in anticipation of
the grand opening of the new park.  The appointees were the following: Council Members Paul
Daugereau, Remy Fallon, and Evan Ture; Parks Director Greg Olmer, Tourism Director Lysa Gonzalez,
Police Chief Bo Kidd, Fire Marshal Mike Duffey, EDC Director Traci Anderson and Parks Commission
Members Matthew Smith and Keith Hester/Alternate.

Staff conducted meetings starting on Jan. 30, 2020 and included many local Stakeholders in the
meetings for additional input.  
Goals were set as:
-Review of current Sp. Event Application and updating for Council approval
-Establishing fair procedures for submission of Sp. Event Application by interested parties.
-Assist in obtaining interest through promotions and tours.
-Establishing a Vision of City Park potential Events.
-Establishing a fee structure for interested parties.

Weekly meetings were established in February and extended into March 2020 based on valuable
feedback and input from both committee members and stakeholders. A final presentation was
presented to Council in late March 2020 with final recommendations.

3. Staff's review and analysis
City Park Ad Hoc has met more recently on an as-needed basis.  A few strategic meetings have been
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held to assist in communications with the Lion's Club to discuss bringing back the Wiener Dog Races
to the new park. There are some concerns raised by the Lion's club on logistics of the new park
setting, and the goal is still  to get a commitment from the Club to return to City Park.  

Now that the Park is open and has hosted summer concerts, movies, a major event in Red, White and
Buda including a theater production, staff needs direction on the future goals of the Ad Hoc
Committee and their scope of work.  Staff also would like to see how future planned events at the
park such as movies and city-sponsored concerts are selected.  In the past, the Parks Commission
would assist Parks Staff in selecting titles of movies, and/or selection of the genres of music to seek
out. Staff is seeking clarity from City Council on the continued role of the Ad Hoc Committee as it
relates to and overlaps with the roles and responsibilities of the Parks Commission. 

The Parks Commission enabling ordinance defines the Parks Commission duties as:

The Commission shall serve in an advisory capacity to the Mayor and City Council and shall have
the following purposes and duties, as well as other duties as assigned by the City Council, as
necessary to perform the business of the Commission: 

(a) The Commission shall act in an advisory capacity to the City Council and the Planning
and Zoning Commission with advice and recommendations on all policies, rules and regulations
relating to the administration of a public park and recreation program.
(b) The Commission shall provide advisory oversight of public playgrounds, athletic fields,
recreation centers and other facilities and activities on any of the properties owned or controlled by
the City or on other properties with the consent of the owners and authorities.
(c) Commission shall have the power to conduct any form of recreation activity that will
employ the leisure time of the people in a constructive and wholesome manner.
(d) At the request of the City Council, the Commission shall make a complete annual report
and other required reports to the City Council.
(e) The Commission will act in an advisory capacity with other municipal departments
and/or political subdivisions to provide and establish, operate, conduct, and maintain a supervised
recreation system and to acquire, operate, improve and maintain property, both real and personal,
for parks, playgrounds, recreation centers, and other recreation facilities and activities.
(f) The Commission will follow the directives of the City of Buda's Comprehensive Plan and any
subsequent Master Plans regarding parks, recreation, trails and so forth.

4. Financial Impact
N/A

5. Summary/Conclusion
Due to a new Mayor and some new members on the Ad Hoc Committee, staff is seeking input from
Council on the future role of the City Park Ad Hoc, if any, and how those responsibilities relate to
those of the Parks Commission.

6. Pros and Cons
Pros: The Committee has been successful in the process of opening the park, shaping policies,
seeking input from stakeholders, and developing a framework to implement.  

Cons:  Potential of on-going conflict and redundancy between the ad hoc and the Parks Commission
along with city staff's role; questions arise on the scope and reporting "structure" of the group; how
does the Parks Commission play into assisting in selection of types/genres of future events? Which
group has the final decision?  How does City Staff determine final decisions from both groups?

7. Alternatives
Mayor and Council could consider deadlines for final completion of the scope of work for the Ad Hoc
Committee and once completed dissolve the Committee.
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8. Recommendation
City Staff needs direction on remaining work of the City Park Ad Hoc Committee and to determine the
relationship on decision making on future City Sponsored events/programming within the park-if a
hierarchy needs to be determined between:

Parks and Recreation Director
Parks and Recreation Commission
City Park Ad Hoc Group
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7/30/2021

1

CITY OF BUDA
CITY PARK AD HOC
PARKS AND RECREATION

August 3, 2021

BACKGROUND
• City Park Ad Hoc Established by Mayor Haehn Jan. 7th  2020.  
• Created to assist in the planning and programming of City Park 

Festivals and Events.
• 9-person committee that was appointed by the Mayor and 

meetings in Feb/March.

DATE

1

2
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CITY PARK AD HOC MEMBERS

CHAIR: MATTHEW SMITH

CO-CHAIR: TRACI ANDERSON

COUNCIL MEMBER: PAUL DAUGEREAU

COUNCIL MEMBER: REMY FALLON

COUNCIL MEMBER: EVAN TURE

FIRE MARSHAL: MIKE DUFFEY

POLICE CHIEF: BO KIDD

TOURISM DIRECTOR: LYSA GONZALEZ

PARKS DIRECTOR: GREG OLMER

CHAIR: MATTHEW SMITH

CO-CHAIR: TRACI ANDERSON

COUNCIL MEMBER: PAUL DAUGEREAU

COUNCIL MEMBER: EVAN TURE

FIRE MARSHAL: MIKE DUFFEY

POLICE CHIEF: BO KIDD

TOURISM DIRECTOR: LYSA GONZALEZ

PARKS DIRECTOR: GREG OLMER

PARK COMMISSION: KEITH HESTER

Footer DATE

GOALS/WORK PLAN ESTABLISHED FOR THE CITY 
PARK AD HOC COMMITTEE
1. Review of current Sp. Event Application and updating for Council approval

2. New Reservation Form-online 

3. Establishing fair procedures for submission of Sp. Event Application by interested 
parties.

4. 60 day ‘window’ for submission.  Rates established-promotional rate until 2022. 

5. Assist in obtaining interest through promotions and tours.

6. Conducted tours with multiple stakeholders and event organizers.

DATE

3

4
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FUTURE GOALS OF AD HOC?
• Communication/Tours with Lions Club for future events

• Evaluation of promotional fee for reservations.

• Assistance with booking talent for future shows?  Interface 
with Parks Commission decisions?

• Others?

DATE

5
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Agenda Item #H.2.

City Council Agenda Item Report
Date: Tuesday, August 3, 2021

Agenda Item No. 2021-347- #H.2
Contact: Bo Kidd

Subject: Deliberation and possible action to adopt a Resolution approving the
Operating Policy Manual for the Buda Police Department (Police Chief Bo
Kidd) [PUBLIC TESTIMONY]

1. Executive Summary
An essential component of any law enforcement agency is a sound operating policy manual that
permits employees to understand their roles and responsibilities within predefined limits. Our
current policy manual was drafted and approved in 2010 with only a few updates and amendments
throughout the years, thus is appropriate and necessary to update at this time. This is also one
component of the Buda Police Department receiving "Best Practices Recognition" from the Texas
Police Chief's Association.

2. Background/History
With changes in policing and police reform being discussed legislative bodies, it is a good time to
review and update our policy manual. There have been many changes in policing since 2010 when
our current policy manual was adopted.

3. Staff's review and analysis
Copies of this policy have been submitted to the the Human Resources Director, City Manager and
the City Attorney for review prior to bringing it before Council. The policy manual has been accepted
by the aforementioned parties in its current form, thus, needing only Council approval before being
adopted and implemented.

4. Financial Impact
None

5. Summary/Conclusion
N/A

6. Pros and Cons
N/A

7. Alternatives
N/A
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8. Recommendation
Staff is requesting Council approve or give further direction on the Operating Policy Manual for the
Buda Police Department.
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BUDA POLICE DEPARTMENT 

Policy 1.1   Mission, Values, and Written Directive System 
Effective Date:   

Approved:           Bo Kidd         Kenneth Williams  
                                                  Chief of Police              City Manager 

Reference:  TBP 1.04 

 
 

I. POLICY 
 

Law enforcement agencies provide essential services to foster safe communities through crime 
reduction and deterrence.  Administrators of these law enforcement agencies are obligated to 
train, supervise, and guide personnel in performing the variety of tasks to create safe 
communities.  At the same time, these administrators seek to improve employees' confidence 
and competence in performing tasks while reducing vulnerability to liability.  To meet these 
obligations, agencies must manage themselves according to written directives. This manual 
furnishes a blueprint for the performance of the Buda Police Department’s activities in 
accordance with established state and national standards.  Providing all members of the 
department with an understanding of the department’s mission and values provides guidance for 
decision making when situations are not covered by direct policy or procedure. 
 
II. PURPOSE 

 
The Policy Manual is the repository of the operational policies and procedures of the Buda 
Police Department. Employees of the Buda Police Department must perform their duties and 
conduct themselves both on and off duty within the guidelines as set forth within the 
Departmental Policy Manual. 
 
III. EMPLOYEE RESPONSIBILTY  

 
All employees of the Buda Police Department will have access to the Departmental Policy 
Manual.  Employees assigned a Policy Manual will maintain it by adding revisions as they are 
distributed. It is the responsibility of each employee to keep themselves abreast of current 
policies and procedures.   
 
Any violation(s) of the general orders, policies, or procedures documented within this manual 
may be grounds for disciplinary action to include termination of employment with the City of 
Buda. 

 
IV. MISSION, STATEMENT OF COMMITMENT, AND VALUES 

 
Mission Statement 

 
As members of the Buda Police Department, our mission is to enhance the quality of life in 
the City of Buda through a proactive and professional level of community-oriented police 
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services; to maintain a strong commitment to excellence; to ensure safety through 
accountability; to treat all persons with respect, dignity, and equality; and build partnerships 
with the community to meet current and future challenges. 
 

Our Commitment to our Community  
 
We will treat everyone with fundamental fairness, dignity, respect and compassion. 
We will be truthful and trustworthy. 
We will not compromise our honesty or integrity. 
When we are in error, we will admit it and do the right thing. 
We will treat everyone the same in the performance of our duties. 
We will listen. 
We will be accountable and provide quality service. 

 
Our Core Values  
 
Life – We hold the preservation of life as our sacred duty. 
Law – We recognize our fundamental responsibility is to obey and enforce the law with 
fairness, equality and without bias. 
Integrity – We accept nothing less than truth, honesty, integrity, and a consistent high 
standard of moral and ethical conduct.  We shall always engage in behavior that is beyond 
ethical reproach and reflects the integrity of police professionals. 
Accountability – We believe our actions and decisions are accountable to each other and the 
community we serve. 
Service – We are dedicated to courteous, compassionate and effective service to our 
community.  
Community Partnerships – We rely on essential community partnerships to exchange 
ideas, anticipate problems, promote prevention and create awareness in an effort to reduce 
crime.  
Excellence – We strive for excellence through continuous personal and professional 
improvement, teamwork, the pursuit of knowledge, attention to detail and a steadfast positive 
vision for the future.  

 
V. DEFINITIONS 

 
A. Policy - is a statement of the department's philosophy on a given issue.  Policy 

consists of principles and values which guide the performance of department 
employees.  Further, policy is based upon ethics, experience, the law, and the 
needs of the community. Each section of the Manual will begin with an agency 
policy statement.   

 
B. Rule - specific prohibition or requirement governing the behavior of employees. 

Rules permit little, if any, deviation. Rules appear in the Policy and Procedure 
Manual as well as other departmental documents. 

 
C. Procedure - the acceptable method of performing an operation or activity.  It 

differs from policy in that it directs employees' actions in performing specific 
tasks in a prescribed manner within the guidelines of policy. Procedures 
constitute the agency-approved guide to performing tasks.  Employees may 
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depart from procedures only when, in their professional judgment, the situation 
warrants.  Employees must be prepared to justify their actions in not following 
the defined procedure. 

 
D. Discipline Process - Violations of rules normally result in discipline. A failure to 

follow a procedure may result in discipline. 
 

E. Chain-of-Command – refers to a line of supervisory authority, particular to a 
given employee, starting with her/his first-line supervisor and continuing in 
progression of grade to the Chief of Police. 

 
F. Chief of Police - is the highest-ranking law enforcement officer within the Buda 

Police Department. 
 

G. Civilian Employee - employee of the Buda Police Department other than a 
commissioned peace officer. 

 
H. Department/Departmental – within this publication, means the same as the Buda 

Police Department. 
 

I. Police Officer - is the primary law enforcement position within the Buda Police 
Department.  The title of Police Officer is the legal description of all of the law 
enforcement positions within the Buda Police Department, as per Article 2.12, 
Code of Criminal Procedures. 

 
J. Detective - a specially trained investigator whose primary function is to conduct 

felony criminal investigations. Detectives will also undertake misdemeanor 
investigations that require extensive follow-up investigation. 

 
K. Employee – any person employed by the Buda Police Department regardless of 

rank or position. The Buda Police Department employs civilian and law 
enforcement personnel. 

 
L. His/Her - when referring to members of the Buda Police Department means male 

and female members within the department, unless otherwise stated. 
 

M. Off Duty – a period of time when an employee is not participating in the official 
business of the Buda Police Department. 

 
N. On Duty – a period of time when an employee is participating in the official 

business of the Buda Police Department. 
 

O. Order – a directive, either verbal or written, to perform a task or to perform a task 
in a particular manner, given by an employee to another employee subordinate to 
him/her, by nature of their official position or assignment, whether permanent or 
temporary, within the Buda Police Department. 

 
P. Patrol Unit – a motor vehicle used for the general purpose of performing law 

enforcement business.  Each patrol unit will be marked as a law enforcement 
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vehicle, equipped with a two-way radio(s), emergency lights, and other law 
enforcement related equipment.  

 
Q. Sergeant - first line law enforcement supervisor within the Buda Police 

Department. A Sergeant may supervise civilians as well as law enforcement 
personnel. 

 
R. Shift – refers to a group as well as a time period.  A Sergeant commands a shift. 

 
S. Special Duty – law enforcement assignments other than the regular or routine 

duties of a particular officer or employee. 
 

T. Supervisor – within the law enforcement ranks, all grades above the grade of 
Detective. The Chief of Police may assign any employee supervisory 
responsibilities either temporarily or permanently. 

 
VI. WRITTEN DIRECTIVES (TBP 1.04) 

 
A.  Departmental Policy Manual and Standard Operating Procedures. 

 
1.  This Policy Manual contains policy, rules, and procedures as defined 

above, and is a written directive governing organizational matters.  
 
2.  A Standard Operating Procedure (SOP) primarily contains procedures and 

is a written directive governing operational matters and routine daily 
tasks such as how to conduct traffic stops or how to book a prisoner, etc. 

 
a. Because they contain many procedural statements, SOPs permit 

some discretion.  While SOPs are the preferred method of 
accomplishing a task, the agency recognizes that an employee may 
depart from procedures if unusual circumstances warrant, and 
supervisors approve.  Employees must justify their actions and 
document any departure from Standard Operating Procedure. 

b. While created by various offices within the department, only the 
Chief of Police approves Standard Operating Procedures. 

 
B. No policy, rule, regulation, procedure or memorandum is valid unless signed by 

the Chief of Police. 
 

C. Within the context of any directive, the use of the word "shall" or “will” denotes 
an action or behavior that is mandatory and unequivocal.  The words "may,” 
"can,” or “should” denote an action or behavior that is discretionary. 

 
D. Any member of the department may suggest or recommend changes to the Chief 

of Police concerning the Policy Manual or Standard Operating Procedure by 
forwarding the suggestion, in a written format, through their chain of command. 

 
E. The Chief of Police or his or her designee will completely review the Policy 

Manual and Standard Operating Procedures at least biennially to ensure 
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continued compliance with Texas law and operations.  Revisions may be made 
at any time. Once a revision is approved and published, each employee shall be 
deemed to be on notice with regards to the current version. 

 
VII. COMPLIANCE WITH DIRECTIVES 

 
A. All employees of this Department shall read, adhere to, and are held accountable 

for all directives, policies, procedures, rules, and instructional training material. 
 

B. All employees are responsible for the receipt of and adherence to all written 
directives that affect the employee and the employee’s work status. 

 
C. All employees are responsible for receipt and maintenance of all directives that 

are distributed to that employee.  Each employee of the Buda Police Department 
shall acknowledge that the member has received, read, understands and agrees to 
abide by the directive supplied to them in the appropriate manual(s), including 
revisions. If an employee does not understand the content of an order or 
directive, or believes that an order or directive is illegal or in conflict with other 
orders or directives, he or she should immediately notify a supervisor who shall 
provide instruction or training as necessary.  

 
D. Copies of the statements of receipt, understanding, and competency (See C 

above) shall be maintained on file. 
 

E. All employees shall comply with the provisions of these directives and the City of 
Buda Personnel Policies and Procedures Manual. If an issue is not addressed in 
the City of Buda Personnel Policies and Procedures Manual, these directives 
shall apply. In the event a conflict exists between these directives and the City of 
Buda Personnel Policies and Procedures Manual, the City of Buda Personnel 
Policies and Procedures Manual shall control unless the Department Policy 
Manual is more restrictive. 

 
F. The Policy Manual and Standard Operating Procedures apply to all sworn 

officers and non-sworn employees of the Buda Police Department both on and 
off duty. 
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BUDA POLICE DEPARTMENT 

Policy 1.2   Jurisdiction, Organization and Authority 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams   
                                                  Chief of Police                City Manager 

Reference: TBP 1.01, 1.05, 1.06, 1.07, 2.03, 6.05, and 8.10. 

 
 

I. POLICY 
 

The Buda Police Department is established by state law and local ordinance and consists of a 
Chief of Police and other full and part-time officers and non-sworn personnel. The Chief of 
Police is appointed by and subordinate to the City Manager.  The Chief, in turn, appoints police 
officers who are charged with enforcing the laws of the State of Texas and all local ordinances.  
The jurisdiction of the police department is limited to the city limits, except in cases of pursuit 
of offenders who have committed a violation within the city limits and then flee outside the city 
limits, or when another department requests assistance, or when enforcing laws on property 
owned by the city but outside its boundaries, or allowed by such laws and or ordinances.  The 
organization of the police department shall support the effective and efficient accomplishment 
of departmental responsibilities and functions according to community-oriented policing 
principles.  
 
II. PURPOSE  

 
The purpose of this order is to describe the jurisdiction and organization of the police 
department, outline its rank structure, and assign responsibilities, functions, and duties.   

 
III. AUTHORITY AND AGENCY JURISDICTION 

 
The jurisdiction of the Buda Police Department is limited to inside the city limits of the City 
with certain exceptions.  

 
A. Police Officers appointed by the City have all the authority granted to them by the 

State of Texas as Peace Officers.  Appointed officers have the responsibility to 
act within the law to preserve order, arrest offenders, and protect the residents 
and visitors to our City. (TBP: 1.06) 

 
B. Officers have arrest authority anywhere within the State of Texas, however the 

exercise of that authority will be limited when outside the city limits to those 
situations involving a felony or the use of violence or threatened use of violence 
against a person, and then only to the extent that the officer is able to safely 
intervene.  When off-duty or out of our primary jurisdiction, officers seldom 
have appropriate equipment, communications, or assistance needed to properly 
intervene in dangerous situations.  Intervention in these cases may be resolved 
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by calling appropriate authorities and remaining on scene to provide witness 
information. 

 
C. Officers have authority to pursue offenders outside the city limits who have 

committed violations inside the City pursuant to the department’s pursuit policy.  
Officers may also utilize their authority to conduct investigations, including 
interviewing witnesses, interrogating suspects, executing search and arrest 
warrants and making lawful warrantless arrests anywhere in the State of Texas 
when investigating crimes occurring inside the city. 

 
D. Officers have authority to enforce the law in another jurisdiction pursuant to a 

properly executed mutual aid agreement.  
 

E. While officers have full authority to make arrests, and use force in enforcing the 
law, officers are also expected to use discretion and common sense in the 
application of this authority.  Officers should always seek the least intrusive 
level of intervention appropriate to preserve the peace and protect the public 
safety.  

 
F. An official map of the city limits will be maintained in the patrol room. 

 
IV. ORGANIZATIONAL STRUCTURE 

 
A. Organizational structure (TBP 1.05) 

 
1. The City Council of Buda, Texas, authorizes the creation of a police 

department to be headed by the Chief of Police, who is appointed by the 
City Manager.  The Chief of Police is responsible for the direction of all 
activities of the Department.  This direction is accomplished through 
written and oral orders as well as by personal leadership.  Written orders 
take the form of general orders, standard operating procedures, and other 
directives as needed. 

 
2. The Department consists of a Police Chief, and certified police officers to 

fill necessary roles as the city council determines, in order to protect and 
serve the community and otherwise support or carry out the department's 
objectives. 

 
B. Chain of Command and Succession 

 
1. The Police Chief, under the supervision of the City Manager, has full 

control over departmental activities.  In the absence of the Police Chief, his 
designee shall take command and notify the Chief of all major decisions he 
/ she may make.  If the Chief and/or his designee is not available, then the 
line of succession will be as follows: The Captain, the Senior Sergeant, 
Patrol Sergeant, Corporals, Detective and in the absence of any of those 
personnel, the Police Chief or his designee shall designate an eligible 
Patrol Officer to take command until a ranking officer is available, and 
shall make any necessary reports to the Chief. 
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2. Supervisors shall, without specific instructions, undertake the required 

details and assignments necessary to carry out the business of the 
Department.  Supervisors shall be guided in the assignment of personnel 
by the number of officers available for duty and the necessity to assign 
them where they will be most useful. 

 
C. Span of control 

 
Plans for any event utilizing departmental personnel will clearly delineate the 
command structure and outline the span of control. 

 
D. Authority and responsibility 

 
1. At each rank within the Department, personnel are given the authority to 

make necessary decisions for the effective performance of their 
responsibilities.  The Department is committed to fostering an 
organizational climate that rewards employees for initiative, innovation, 
community involvement, and problem solving. 

 
2. Each employee shall be held accountable for the use of, or failure to use, 

delegated authority.  Any employee with questions concerning his or her 
delegated authority shall refer the matter to the on-duty supervisor or the 
Chief of Police for prompt resolution.   

 
3.Supervisors are held accountable for the condition and preparedness of the 

personnel assigned to them. 
 

4.Supervisors are responsible for the good order and sanitary condition of 
department offices, vehicles, and equipment. 

 
5. Supervisors are responsible for the efficiency, discipline, and morale of 

employees under their charge.  Supervisors shall investigate or cause to be 
investigated all allegations of employee misconduct. See Internal 
Investigation Process 2.4 for additional information.  

 
6. Supervisors shall ensure that employees have been supplied with all 

appropriate written orders and shall instruct them thoroughly on all oral 
and written orders.  Supervisors shall regularly review and instruct 
subordinates in pertinent laws, ordinances, and necessary skills. 

 
E. Authority and Responsibility of the Chief of the Department  
  

1. As the chief executive of the department, the Chief of Police has full 
authority and responsibility for the management, direction, and control of 
the operation and administration of the Department.  (TBP: 1.07) 
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2. The Chief of Police shall attend the initial Police Training provided by Law 
Enforcement Management Institute of Texas as required by the Texas 
Government Code within 12 months of appointment. 

 
3. The Chief of Police is also the Departmental Homeland Security 

coordinator and will maintain relationships with the State Homeland 
Security office and other state and federal Homeland Security resources. 
(TBP: 8.10) 

 
4. The Chief of Police will act under the direct supervision of the City 

Manager. 
 

5. The Chief of Police or his designee will attend City Council meetings and 
will report to the council on the operations of the Police Department upon 
request. 

 
6. The Chief of Police will insure that all hiring, personnel and training 

requirements of these general orders and the City of Buda are complied 
with by all employees of the Police Department. 

 
7. The Chief of Police will make recommendations to the City Manager 

regarding personnel matters, training, budget and operations of the Buda 
Police Department. 

 
V. ORGANIZATIONAL CHART (TBP: 1.01) 

 
A. The attached chart denotes chain of command and intra-department relationships. 
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B. The Organizational chart is reviewed annually and updated as necessary to 
illustrate the current functioning of the department. 

 
C. The Organizational chart shall be displayed in the Patrol Room of the Buda 

Police Department. 
 

VI. OATH OF OFFICE REQUIRED (TBP: 2.03) 
 

A. All sworn officers will swear or affirm any oath required by state law or city 
ordinance before assuming law enforcement duties.  All sworn officers shall 
abide by the Law Enforcement Officer’s Code of Ethics. 

 
 

VII. AUTHORITY TO CARRY WEAPONS AND USE FORCE (TBP: 6.05) 
 

A. Sworn officers who are licensed peace officers of the State of Texas are 
authorized to carry firearms and other weapons as identified in these directives 
and to use force when necessary and to the extent authorized by these orders and 
state law in enforcing the law and protecting the public.  

 
B. Sworn officers are highly encouraged to carry firearms off duty in order to take 

action when necessary to preserve life and property. 
 
C. Officers while in plain clothes, if an officer is carrying their weapon exposed, 

their badge will be exposed as well, easily identifying them as a Buda Police 
Department Police Officer. Officers will carry their credentials while carrying a 
firearm concealed off duty unless otherwise approved for circumstances such as 
under cover assignments. 

 
VIII. OFF-DUTY AUTHORITY 

 
A. Liability Protection: Officers of this agency have liability protection for the on 

duty performance of official duties. This protection does not extend to those 
actions that the police officer knew, or reasonably should have known, were in 
conflict with the law or the established policies of this Department. 

 
B. Authorized Off-Duty Arrests 

 
When off duty and within the legal authority of this law enforcement agency, an 
officer may make an arrest only when all of the following occur: 

 
1. There is an immediate need to prevent a crime or apprehend a suspect. 
 
2. The crime would require a full custodial arrest. 

 
 

3. The arresting officer possesses appropriate police equipment and police 
identification. 
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4. When the officer believes that elements under CCP 14.03 (d) and (g) 
are met. 

 
C. Off-Duty Responsibilities 

 
While off duty, the police officer is responsible for immediately reporting any 

suspected or observed criminal activities to on-duty authorities. When an officer 
is prohibited from taking off-duty enforcement actions under provisions of this 
policy, the officer shall act as a trained observer and witness to the offense and 
shall summon on-duty personnel as soon as reasonably possible. Where an 
arrest is necessary, the off-duty arresting officer shall abide by all Departmental 
policies and procedures. 

 
D. Prohibitions of Off-Duty Arrests 

 
Despite the fact that a police officer has police powers and responsibilities 24 
hours a day throughout the jurisdiction, the off-duty officer generally should not 
attempt to make arrests or engage in other enforcement actions when the 
provisions of this section are not met or when any of the following circumstances 
exist: 

 
1. A uniformed police officer is readily available to deal with the incident. 

 
2. Off-duty officers in plain clothes shall follow all orders issued by 

uniformed officers without question or hesitation during enforcement 
encounters and shall identify themselves as law enforcement officers 
as prescribed by Departmental training.  The Department’s training 
authority shall establish protocols (including the use of signs and 
signals) for recognition of off-duty officers in plain clothes so as to 
reduce the potential of misidentification of such personnel during 
enforcement encounters. Such protocols shall be reviewed periodically 
during in-service training. 
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BUDA POLICE DEPARTMENT 

Policy 1.3    Fiscal Management 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: TBP 1.02, 1.03, and 1.10 

 
 
 

I. POLICY.  
 

It is the policy of the Buda Police Department to maintain the highest level of fiscal 
responsibility.  The Chief of Police is responsible for the development and submission of the 
departmental budget as well as the financial management of the department.  It will be the 
policy of the department to maintain accurate and detailed records of all monetary transactions 
in order to remain above reproach. 

 
II. PURPOSE.  

 
The purpose of this order is to establish procedures for employees making routine and 
emergency expenditures for goods or services necessary for the efficient  operation of the 
Department. 

 
III. STATEMENT OF SPECIFIC RESPONSIBILITY 

 
The Chief of Police, as a Department Head of the City of Buda, Texas, has the authority and 
responsibility for the fiscal management of the Department. (TBP: 1.02) 

      
IV. RESPONSIBILITIES 

 
A. The Chief of Police has the ultimate authority, responsibility, and accountability 

for the fiscal management of the Department. The Chief of Police prepares the 
departmental budget with input from supervisors and administrative staff. 

 
B. Supervisors are responsible for providing budget requests with any necessary 

documentation for their areas during the budget preparation process.  
 

C. The Chief of Police is also responsible for at least a monthly review of the budget 
to include the amount budgeted, the amount spent year to date by category, and 
the amount remaining.   
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V.  COLLECTION AND DISBURSEMENT OF CASH (TBP: 1.03) 
 

A. All cash funds or accounts from which department employees are permitted to 
receive, maintain, or disburse cash will include: 

1. A balance sheet or system listing initial balance, credits, debits, and balance 
on hand; cash payments are handled in accordance with accounting 
procedures using the Incode software.  Cash payments are included with 
deposit summaries and submitted to the Finance Department.  

2. A listing of cash received and from whom it was received.  
3. Records, receipts, documentation, and invoices showing expenditures.  

 
B. All cash funds will be kept under lock and key and only authorized personnel will 

have access to the funds and log or balance sheet.  No employee shall accept or 
disburse cash without prior written authorization of the Chief of Police or his 
designee.  The Records Division personnel are responsible for all cash, check, or 
money order funds received by the public for payment of services; such as reports, 
accident reports, fingerprinting, etc.  
 

C. The Records Division personnel will keep up to two hundred dollars ($200.00) to be 
used as change for public purchases such as reports, accident reports, fingerprinting, 
etc. 
 

D. The Records Division personnel will submit all cash, check, and money order funds 
from the Police Department to the Finance Department at least weekly. Finance will 
deposit such funds in accordance with City of Buda Policy and Procedure after 
providing the Records Division personnel a receipt of funds received.  

 
E. The City of Buda Police Department does not have a petty cash policy.  

 
VI. EMERGENCY EXPENDITURES  

 
A. Any police employee needing to make an emergency expenditure will notify / 

request through the chain of command detailing: 
 

1.What the expenditure is for. 
 

2.Why the expenditure constitutes an emergency. 
 

3.The cost of the expenditure. 
 

B. The Chief of Police, or his designee either in person or via the telephone is 
responsible for approving the expenditure. Expenditure must be align with the 
City of Buda Purchasing Policy adopted by City Council.  

 
VII. ROUTINE EXPENDITURES  

 
A. It is the responsibility of any police employee needing to make a routine purchase 

of goods or services to: 
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1. Obtain approval of a supervisor. 
 

2. Provide the reason, type of service or goods to be purchase. 
 

3. Return all invoices and/or receiving slips to the Chief of Police, or his 
designee on the next business day following the receipt of goods or services. 

 
B. Prior to approving the request, it is the responsibility of the Chief or designee, to 

secure adequate documentation for the purchase and ensure budgeted funds are 
available. 

 
VIII. PROPERTY LOSS AS A RESULT OF POLICE DUTIES 

 
A. It is the responsibility of an employee experiencing a loss of all property in the 

line of duty to submit a memorandum detailing, including personal property; 
 

1. The circumstances of the incident. 
 

2. Whether the loss affecting the employee was a result of damaged, lost or 
destroyed property. 

 
B. It is the responsibility of the chain of command to make a recommendation for or 

against reimbursing the employee experiencing the loss and to: 
 

1. Recommend a dollar amount for replacement based on: 
 

a. Fair market value of the item(s) or equipment. 
b. Cost replacement for the item(s) or equipment that provides the same 

purpose. 
 

2. The Chief of Police will make the final recommendation to the City 
Manager who will have the final determination. 

 
C. Reimbursement or replacement may only be made for items that are normally 

utilized in the course of police duties, such as: 
 

1. Wrist watches, clothing, foot wear, and any other non-departmental supplied 
equipment. 

 
2. Reimbursement will not be made for items that are not normally utilized in 

the course of police duties, such as ornamental jewelry.  Valuable items of 
this sort are worn at the employee’s own risk. 

 
D. All employees are expected to maintain care and control of City equipment. 

Personal items lost, stolen, or damaged that are submitted for replacement will 
be reviewed as to the circumstances surrounding the loss, including whether or 
not the employee made every reasonable effort to prevent the loss. 

 
 

16 68



IX. ACCOUNTABILITY OF DEPARTMENTAL CAPITAL EQUIPMENT  
(TBP:  1.10) 

 
A. All agency property is inventoried when received. The Chief of Police, or his/her 

designee, will be responsible for issuing agency owned property to authorized 
users. This includes recovering said property if required when the employee 
leaves the department. 

 
B. The department will conduct a capital assets inventory every year and whenever 

there is a change in command personnel over a unit or the department.  The 
results of the inventory will be forwarded to the Chief of Police for review. 
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BUDA POLICE DEPARTMENT 

Policy 1.4     Inspections and Audits 
Effective Date:   

Approved:         Bo Kidd          Kenneth Williams 
                                              Chief of Police                City Manager 

Reference: TBP 1.13, 7.25 

 
 

I. POLICY 
 

Inspections of the Buda Police Department shall be conducted on a regular basis to help 
ensure that the department is operating at peak efficiency and in compliance with established 
professional standards. When conducted properly, inspections enable managers to assess the 
department’s ability to perform its mission and provide them with the information necessary 
to plan for the improvement of the department’s operations and ensure full capability to 
perform our mission.  Inspections are a vital component of departmental self-assessment and 
as such will be carried out with care, attention to detail, and with the full cooperation of all 
personnel concerned. 

 
II. PURPOSE 

 
The purpose of this policy is to establish procedures for conducting inspections of the 
department’s administrative functions, facilities, property, equipment, operations, and 
personnel.   

 
III.  DEFINITIONS 

 
A. Line Inspection. Line inspections are inspections conducted by the supervisor 

directly responsible for the person, equipment, or facility being inspected.  
They are designed to examine, evaluate, and improve the performance of 
departmental personnel and equipment.  A written report is not required for a 
line inspection unless it reveals a critical problem that should be brought to 
the attention of a higher command level. 

 
B. Readiness Inspections. A specific inspection conducted to evaluate both 

equipment and operational readiness of the department to respond to 
exceptional or emergency circumstances.  Such inspections are regularly 
scheduled but may be initiated at any time at the direction of the Chief of 
Police or a designee. 
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IV. PROCEDURES 

 
A. Line Inspections 
 

1. Line inspections shall be conducted by the immediate supervisor of the 
unit or personnel being inspected. 

 
2. Line inspections shall be accomplished at the beginning of shift or at such 

other times as are appropriate for the type of inspection being conducted.   
 

3. Line inspections shall be conducted at least monthly or at such intervals 
and times as otherwise directed by departmental policy and the 
supervisor of the unit concerned.   

 
4. Special line inspections may be ordered at any time by the Chief of 

Police. 
 

5. Line inspections shall, at a minimum, include an examination of each of 
the following items that are applicable to that particular unit and that 
particular type of inspection: 

 
a. Personal appearance and personal hygiene of unit personnel 
b. Proper wearing of uniforms and uniform equipment  
c. Health, physical fitness, and fitness for duty of unit personnel 
d. Appearance and maintenance of department-owned vehicles 

assigned to or used by that unit 
e. Unit compliance with departmental policies, regulations, and 

orders 
f. Physical condition, maintenance, safety, cleanliness, adequacy, and 

security of the areas, furnishings, and equipment of the portions of 
the physical facility used by or under the control of that unit 

g. Such other items as are applicable to the functions of that unit 
 

6. Inspection Procedure 
 

a. Unit supervisors shall conduct informal physical inspections of 
personnel, equipment, and other items, as directed.  Normally no 
formal written report of line inspections will be required.  

b. All line inspections shall be conducted in accordance with all 
appropriate safety precautions.   

c. Firearms that are used on duty will be inspected for cleanliness and 
functionality at least monthly. Firearms and other equipment with 
the potential for causing injury shall be examined only by persons 
thoroughly familiar with the item being inspected.  Inspection of 
firearms and other weapons shall be conducted only in a manner 
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consistent with standard safety requirements for the presentation 
and handling of such weapons. 
 

7. Wherever possible, deficiencies discovered during line inspections shall 
be corrected immediately by the inspecting supervisor.  Where immediate 
correction is not possible, a re-inspection of the deficient item shall be 
conducted at the earliest possible date to ensure that the corrective action 
has been taken. 
 

8. Repeated failure to correct deficiencies shall be reported up the chain of 
command, and action will be taken to compel compliance by the person or 
unit responsible for the deficiency. Failure to correct deficiencies may be 
the subject of disciplinary action. 

 
B. Readiness Inspections (TBP: 7.25) 
 

1. Equipment Readiness Inspections will be conducted on all department 
special use equipment on a quarterly basis. 

 
2. This is typically equipment that is not assigned to individual members of 

the department. Special use equipment includes special use vehicles, 
equipment or supplies for special events or disasters, or specialized 
investigative equipment. 

 
3. Checklists should indicate the unit, date inspected, condition of each 

item, and the person who inspected the equipment.  Any maintenance 
needs will be identified. Copies of each unit Checklist shall be 
forwarded to the Chief of Police for review. 

 
V. Maintaining Compliance with Texas Law Enforcement Best Practices (TBP 1.13) 

 
A. The department Recognition Program Manager is responsible for ensuring 

continued compliance with the Texas Law Enforcement Best Practices as 
assisted by the Chief of Police and other members of the command staff. The 
Recognition Program Manager will be appointed by the Chief of Police or his 
designee.  

 
B. The Recognition Program Manager along with other Command Staff members 

will design and implement a system to ensure all continuing compliance 
requirements are met and provide immediate feedback to the Chief of Police if 
a continuing compliance issue is not met. 

 
C. The Recognition Program Manager shall provide the Chief of Police with a 

memorandum at least twice a year advising the status of Best Practices 
Compliance. 
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BUDA POLICE DEPARTMENT 

Policy 1.5   Departmental Reports 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference:  
 
 
 

I. POLICY 
 

The department is required to maintain records of operations for purposes of investigation, 
prosecution of offenders, as well as the internal operations of the department.  It is the intent of 
the Department to provide a reporting system through which quality management and 
administrative decisions may be made.  
 
II. PURPOSE  

 
The purpose of this order is to describe the periodic reports and records prepared by the 
department and their retention schedules. 

 
III. ADMINISTRATIVE REPORTS 

 
A. Monthly I.B.R 

A monthly I.B.R. (Incident Based Reporting) is compiled by the Chief of 
Police’s designee and a copy provided to the Chief of Police. The original of this 
report is submitted to the Texas Department of Public Safety. 

 
B. Annual Report 

The Annual Report is compiled by the Chief of Police. The report contains an 
annual summary of the monthly report information and other information which 
is required by both policy and law.  The Annual Report is forwarded to the City 
Council. 

 
IV. POLICE RECORDS 

 
A single sequential incident number is assigned to each call for service.  Any field report, 
incident report, offense report, or accident report is assigned this number. The number is unique 
to each separate incident to ensure the efficient recovery of the report.  

 
V. DESTRUCTION AND RETENTION OF RECORDS 
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Texas State Law provides a criminal penalty for willful destruction, mutilation or alteration of 
public information. Destruction or removal of documents and records of the department shall be 
made only in accordance with the City’s Records Retention Schedule. 

 
VI. DEPARTMENTAL FORMS 

 
A. The department shall develop standard forms to be used by officers to assure 

uniform and consistent reporting of enforcement and enforcement related 
activities, and to satisfy the requirements of State and Federal Agencies.  

 
B. Departmental forms may be created by the unit needing the form when a form 

does not yet exist. Personnel in the department may suggest revisions to an 
existing form or propose a new form. Proposals and suggestions are submitted to 
the employee’s supervisor, and care is exercised so as not to conflict with any 
City policies or forms. 

 
C. The Chief of Police must approve all departmental forms. 
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BUDA POLICE DEPARTMENT 

Policy 2.1   Rules of Conduct 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams 
                                                  Chief of Police                City Manager 

Reference: TBP 1.08. 2.02, 2.12, 2.14, 2.15, 2.16, 2.17, 2.18, 
2.19, 2.20, 2.21, and 2.22.  

 
 

I. POLICY 
 

The Buda Police Department and the citizens of the City of Buda expect all personnel to 
maintain high standards of appearance and conduct.  The mission of the department is to work 
with all members of the community to preserve life, maintain human rights, protect property, 
and promote individual responsibility and community commitment. 

 
II. PURPOSE 

 
To define departmental expectations for on and off-duty personal behavior.  This order applies 
to all employees both sworn and non-sworn. (TBP: 2.12) 

 
III. CODE OF ETHICS (TBP: 2.02) 

 
All officers shall display the integrity required by the Law Enforcement Code of Ethics: 

 
As a law enforcement officer, my fundamental duty is to serve the community; to safeguard 
lives and property; to protect the innocent against deception, the weak against oppression or 
intimidation, and the peaceful against violence or disorder; and to respect the constitutional 
rights of all to liberty, equality, and justice. 

 
I will keep my private life unsullied as an example to all and will behave in a manner that does 
not bring discredit to me or my agency.  I will maintain courageous calm in the face of danger, 
scorn, or ridicule; develop self-restraint; and be constantly mindful of the welfare of others.  
Honest in thought and deed in both my personal and official life, I will be exemplary in obeying 
the law and the regulations of my department.  Whatever I see or hear of a confidential nature or 
that is confided to me in my official capacity will be kept ever secret unless revelation is 
necessary in the performance of my duty. 

 
I will never act officiously or permit personal feelings, prejudices, political beliefs, aspirations, 
animosities, or friendships to influence my decisions.  With no compromise for crime and with 
relentless prosecution of criminals, I will enforce the law courteously and appropriately without 
fear, favor, malice, or ill will, never employing unnecessary force or violence and never 
accepting gratuities. 

 
I recognize the badge of my office as a symbol of public faith, and I accept it as a public trust to 
be held so long as I am true to the ethics of police service.  I will never engage in acts of 
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corruption or bribery, nor will I condone such acts by other law enforcement officers.  I will 
cooperate with all legally authorized agencies and their representatives in the pursuit of justice. 

 
I know that I alone am responsible for my own standard of professional performance and will 
take every reasonable opportunity to enhance and improve my level of knowledge and 
competence. 

 
I will constantly strive to achieve these objectives and ideals, dedicating myself before God to 
my chosen profession – law enforcement. 

 
IV. DEFINITIONS 

 
A. Affirmative Duty: The personal responsibility and obligation of an employee to 

report wrongdoing rather than providing such information only when requested. 
 
B. False Report: A report that is not made in good faith, based on information that 

is known or reasonably likely to be inaccurate; intentionally or negligently 
ignores exculpatory or mitigating information; or made with the purpose of 
harassing or wrongly incriminating another employee.  

 
C. Good Faith: A report that provides allegations concerning an employee who is 

reasonably believed to have purposely committed a serious violation of 
departmental policy, procedures, rules, or laws.  

 
D. Retaliation: Retaliation of the following kinds is designed to serve as retribution 

against an employee who, in good faith, has filed a complaint against another 
employee. In the context of this policy, retaliation includes any deliberate, 
purposeful actions or failures to act, directed against employees that cause, or 
that could reasonably be expected to cause, physical harm, property damage, 
significant emotional stress, or otherwise negatively affect another employee’s 
terms or conditions of employment or that could seriously impair the efficiency, 
safety or effectiveness of that employee, this department, or both. Such adverse 
actions may take many forms, including but not limited to, bullying; persistent 
offensive comments, threats, or intimidation; false accusations; isolating; 
ostracizing; or acts that malign or disparage an individual’s reputation.  

 
E. Serious Acts of Misconduct: Deliberate acts or failures to act that could 

reasonably form the basis for significant disciplinary action against an employee. 
Such disciplinary action would be reasonably likely to adversely affect that 
employee’s terms or conditions of employment up to and including termination 
of service. 

 
V. GENERAL DUTIES 

 
A. All officers shall, within jurisdictional limits, prevent crime, preserve the peace, 

protect life and property, detect and arrest violators of the law, and enforce the 
laws of the United States, the laws of the State of Texas, and all local ordinances, 
according to the rules, regulations, and general orders of the department.  
Officers must know that when they act under color of law, they are enforcing the 
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law according to statutes, written administrative guidance in the department, 
ordinances, common usage, and custom.  Further, officers shall exhibit good 
moral character in the administration of their duties according to departmental 
orders. 

 
B. The department maintains the right to establish oral and written orders to govern 

and control the efficiency, effectiveness, and safe operation of law enforcement.  
Officers shall be trained in the rules and expectations of professional conduct 
prior to assuming law enforcement duties. 

 
C. Management reserves the prerogative to discipline personnel for violations of the 

rules listed in this order as well as violations of all other departmental orders and 
directives.  The decision to discipline and the measure of discipline employed 
depend on the rule or law violated, the consequences of the employee's actions, 
and the employee's prior history and experience. 

 
D. Duty to Report 

 
1. All employees of this department have an affirmative duty to report 

serious acts of misconduct or failures to perform actions, defined in 
departmental policy, procedures, and rules. Failure to report shall result 
in corrective or disciplinary action. 

 
2. Acts of retaliation against employees who make good faith complaints or 

disclosures of misconduct against another employee are strictly 
forbidden. Such acts will form the basis for charges of misconduct 
resulting in serious disciplinary action. 

 
3. All employees have an affirmative duty under this policy to cooperate 

fully during the investigation of any allegation of employee misconduct 
whether conducted by this department or another authorized authority. 
Protection from retaliation is extended under this policy to all employees 
who cooperate in good faith.  

 
4. All complaints of retaliation shall be submitted to any supervisor. If the 

supervisor is the subject of or is involved in the complaint, an employee 
shall submit the complaint to the next higher-ranking employee in the 
chain of command. 

 
5. In uncommon situations involving highly egregious offenses or illegality 

that may have departmental or governmental implications, a complaint 
may be made directly to the City Manager, Chief of Police or Human 
Resources. Examples include but are not limited to broad-based 
corruption, conspiracy among employees, or offenses involving or 
including high-ranking officers or members of government. 

 
VI. PERFORMANCE PROHIBITIONS 

 
A. As appropriate, disciplinary action may be taken for any of the following reasons: 
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1. Incompetent or inefficient performance or dereliction of duty. 
 
2. Insubordination, discourteous treatment of the public or a fellow 

employee, or any act of omission or commission of similar nature that 
discredits or injures the public.  (Insubordination may also consist of 
direct, tacit (understood or implied without being said), or constructive 
refusal to do assigned work.) 

 
3. Mental or physical unfitness for the position that the employee holds. 
 
4. Conviction of a felony or misdemeanor involving conduct amounting to 

moral turpitude, or a pattern of misconduct as displayed by a series of 
misdemeanor convictions. 

 
5. Failure to report to an appropriate supervisor, misconduct, inefficiency, 

neglect of duty, moral turpitude, or any other form of misconduct or 
negligence of which the employee has knowledge. 

 
6. Failure of a supervisory employee to take corrective action regarding 

employees under his or her supervision who may be guilty of any form 
of neglect of duty or misconduct where the supervisor knows or should 
have known of the dereliction. 

 
B. Nothing in these rules and regulations limits the charges against employees 

because the alleged act or omission does not specifically appear in this manual, 
other orders, or policies of the department, or in the laws or ordinances that the 
department has the responsibility to enforce. 

 
C. No member of the department shall be a member of any organization that 

advocates the violent overthrow of the government of the United States, the 
State of Texas, or any unit of local government.   

 
D. No department member shall participate in any organization that has as its                 

purpose, aim, objective, or has any practices that are contrary to the obligations 
of a law-enforcement officer under these rules and regulations. 

 
VII. OBEDIENCE TO RULES OF CONDUCT, LAWS AND ORDERS  

 
All employees, regardless of rank or assignment, shall be governed by the following general 
rules of conduct.  Violation of any of these rules by any officer of the department shall be 
considered sufficient cause for dismissal, demotion, suspension, or other disciplinary action. 

 
A. Obedience to Laws. Employees shall abide by the laws of the United States and 

the State of Texas as well as the ordinances of the City of Buda. 
 
B. Adherence to Departmental Rules.  Employees shall abide by the rules of the 

City Personnel Policies and Procedure Manual, Rules, the city’s code of ethics, 
and other properly issued internal directives of the Police Department. 
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C. Applicability of Rules. Certain rules may not apply in undercover police 

assignments specifically authorized by supervisors in accordance with this 
Policy Manual.  Officers will be strictly accountable for justifying their actions. 

 
D. Insubordination.  Employees shall promptly obey all lawful orders and 

directions given by supervisors. The failure or deliberate refusal of employees to 
obey such orders shall be deemed insubordination and is prohibited.  Flouting 
the authority of a supervisor by displaying obvious disrespect or by disputing his 
or her orders shall likewise be deemed insubordination. (TBP: 1.08) 

 
E. Issuance of Unlawful Orders.  No commanding or supervisory employee shall 

knowingly or willfully issue an order that violates a federal or state law, a city 
ordinance, or a departmental rule or policy. 

 
F. Obedience to Unjust or Improper Orders.  An employee who receives an order 

he/she believes is unjust or contrary to a departmental General Order or rule 
must first obey the order and then may appeal the order to the Chief of Police via 
the proper chain-of-command. 

 
G. Obedience to Unlawful Orders.  No employee is required to obey an order that 

is contrary to the laws of the United States or the State of Texas or the 
ordinances of the City of Buda. An employee who receives an unlawful order 
shall report in writing the full facts of the incident and any action taken to the 
Chief of Police via the chain-of-command.  

 
H. Conflicting Orders.  If an employee receives an order that conflicts with one 

previously given by a supervisor, the employee receiving the order shall 
respectfully point this out to the supervisor who gave the second order.  If the 
supervisor giving the second order does not change the order in a way that 
eliminates the conflict, the second order shall stand and shall be the 
responsibility of the second supervisor.  If the second supervisor so directs, the 
second order shall be obeyed first.  Orders shall be countermanded only when 
necessary for the good of the department. (TBP: 1.08) 

 
VIII. ATTENTION TO DUTY  

 
A. Performance of Duty.  Employees shall be attentive to their duties at all times 

and shall perform all duties assigned to them. 
 
B. Duty of Supervisors.  Supervisors will enforce the rules, regulations, and 

policies of the Buda Police Department.  They will not permit, or fail to prevent, 
violations of the law, departmental rules, policies, or procedures. They will 
report violations of departmental rules, policies, or procedures to their immediate 
superior without delay. Where possible, they will actively prevent such 
violations or interrupt them as necessary to ensure efficient, orderly operations. 

 
C. Conduct and Behavior.  Employees whether on-duty or off-duty shall follow the 

ordinary and reasonable rules of good conduct and behavior and shall not 
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commit any act in an official or private capacity tending to bring reproach, 
discredit, or embarrassment to their profession or the department. Employees 
shall follow established procedures in carrying out their duties as police officers 
and/or employees of the department and shall at all times use sound judgment. 

 
 D. Responsibility to Serve the Public.  Employees shall promptly serve the public 

by providing direction, counsel, and other assistance that does not interfere with 
the discharge of their duties. They shall make every attempt to respond 
personally to the inquiry or request for assistance.  

 
E. Responsibility to Respect the Rights of Others.  Employees shall respect the 

rights of individuals, and shall not engage in discrimination, oppression, or 
favoritism. Employees shall maintain a strictly impartial attitude toward all 
persons with whom they come into contact in an official capacity. (TBP: 2.17) 

 
F. Truthfulness.  Members shall be truthful in all official verbal and written 

communications and reports.  Employees will be truthful in any court related 
testimony or agency investigations. (TBP: 2.14) Officers who are undercover or 
conducting interviews or interrogations may find it necessary to provide 
inaccurate information in order to maintain their cover or determine the 
truthfulness or veracity of a subject.   

 
G. Officers Always Subject to Duty.  Officers shall at all times respond to the 

lawful orders of supervisors, and to the call of individuals in need of police 
assistance.  The fact that they may be off-duty shall not relieve them from the 
responsibility of taking prompt and proper police action or from being recalled 
to duty as needed. 

 
1. The above shall not be construed to include enforcement of laws of a Class "C" 

misdemeanor nature or traffic offenses except for breach of the peace, theft, or 
assault. 

 
H. Officers Required to Take Action.  Except where expressly prohibited, officers 

are required to take prompt and effective police action conforming to 
departmental policy with respect to violations of laws and ordinances coming to 
their attention or of which they have knowledge.  Officers shall promptly and 
punctually perform all official duties. Officers shall render, or cause to be 
rendered, medical assistance to any injured person. 

 
I. Reporting for Duty.  Employees shall promptly report for duty properly 

prepared at the time and place required by assignments, training, subpoenas, or 
orders.  Line officers shall remain at their posts or place of assignment until 
properly relieved by another officer or dismissed by a supervisor.  All other 
officers and employees shall promptly report for duty properly prepared at the 
time and place required by assignment and shall remain at their post, place of 
assignment, or otherwise engaged in their duty assignment until having 
completed their tour of duty as set by established procedures or dismissed by a 
supervisor. Employees are subject to emergency recall and shall report for duty 
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during emergencies when so notified by a supervisor or the Chief of Police. 
(TBP: 2.16, 2.22) 

 
J. Exceptional leave.  Employees shall, in situations requiring emergency leave or 

sick leave, notify their supervisors of the circumstances as soon as possible.  If 
unable to report to work, employees shall notify the on-duty supervisor at least 
one hour before reporting time. 

 
K. Remaining Alert to Duty.  While on duty or at training, employees shall remain 

alert and awake, unencumbered by alcoholic beverages, prescription drugs, 
illegal narcotics, or conflicts arising from off-duty employment. 

 
L. Prohibition of Personal Business while on Duty.  While on duty, officers shall 

not engage in any activity or personal business that would cause them to neglect 
their duty. 

 
M.Availability While On-duty.  Employees while on-duty shall not conceal 

themselves except for some authorized police purpose.  Employees shall keep 
themselves immediately and readily available at all times while on-duty. 

 
N. Assistance to Fellow Officers.  An officer shall not display cowardice in the line 

of duty or in any situation where the public or another officer might be subjected 
to physical danger.  Unless actually incapacitated themselves, officers shall aid, 
assist, and protect fellow officers in time of danger or under conditions where 
danger might be impending. 

 
O. Prompt Response to All Calls.  Officers while on-duty shall respond without 

delay to all calls for police service.  Calls shall be answered in compliance with 
normal safety precautions, traffic laws, and departmental policy. 

 
P. Duty to Report All Crimes and Incidents.  Employees shall promptly report all 

crimes, violations, emergencies, incidents, dangers, hazardous situations, and 
police information that come to their attention. Employees shall not conceal, 
ignore, or distort the facts of such crimes, violations, emergencies, incidents, and 
information. 

 
Q. Responsibility to Know Laws and Procedures. Employees shall know the laws 

and ordinances they are charged with enforcing, all departmental orders and 
rules, and the duties and procedures governing their specific assignments.  

 
R. Responsibility to Know Districts and Locations.  Officers shall know the 

location and boundaries of their assigned areas.  Officers also shall be familiar 
with the names and general locations of Buda streets and highways and the 
names and locations of hospitals and major public buildings. 

 
S. Keeping Posted on Police Matters.  Each day while on-duty and immediately 

upon returning from an absence, employees shall study and become familiar 
with the contents of recently issued communications and directives. 
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T. Sleeping On-duty.  Employees must be alert throughout their tours of duty.  
Sleeping while on-duty is forbidden. 

 
U. Assisting Criminal Activity.  Employees shall not communicate in any manner, 

directly or indirectly, any information that may delay an arrest or enable persons 
guilty of criminal acts to escape arrest or punishment, dispose of property or 
goods obtained illegally, or destroy evidence of unlawful activity.  

 
V. Maintaining Communications.  While officers are on-duty or officially on call, 

they shall be directly available by normal means of communication, or shall 
keep their office, headquarters, or supervisors informed of the means by which 
they may be reached when not immediately available. 

 
W. Reporting Accidents and Injuries.  Employees shall immediately report the 

following accidents and injuries: all on-duty traffic accidents in which they are 
involved, all personal injuries received while on-duty, all personal injuries not 
received while on-duty but which are likely to interfere with performance of 
assigned duties, all property damage or injuries to other persons that resulted 
from the performance of assigned duties, and all accidents involving city 
equipment whether on or off-duty. 

 
X. Report Address and Telephone Number.  Employees shall have a working 

telephone or other means of communication in case of emergency and shall 
register their correct residence address and telephone number with the 
department, as well as Human Resources. Any change in address or telephone 
number must be reported immediately. 

 
Y. Testifying in Departmental Investigations.  When directed by a competent 

authority to make a statement or furnish materials relevant to a departmental 
administrative investigation, officers shall comply with the directive. 

 
Z.  Carrying of Firearms.  Except for senior staff or as approved by the Chief of 

Police, all officers are required to carry a firearm while on-duty. While off-duty, 
officers may use their own discretion as to whether to carry a firearm, but the 
carrying a firearm is highly encouraged. 

 
AA. Qualification of Firearms.  Officers will complete the approved firearms 

qualification within the calendar year to maintain their status as a Texas Peace 
Officer. Officers will only carry weapons / ammunition approved by the 
department.  

 
IX. COOPERATION WITH FELLOW EMPLOYEES AND AGENCIES 

 
A. Respect for Fellow Employees.   Employees shall treat other members of the 

department with respect.  They shall be courteous, civil, and respectful of their 
superiors, subordinates, and associates, and shall not use threatening or insulting 
language whether spoken directly to a specific individual, a third party, or on 
social media, or other electronic format. 
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B. Interfering with Cases or Operations.  Employees shall not interfere with cases 
assigned to others.  Employees shall not interfere with the work or operations of 
any unit in the department or the work or operations of other governmental 
agencies.  Employees against whom a complaint has been made shall not 
directly or indirectly contact or attempt to contact for any reason, the 
complainant, witness or any other persons related to the case in an attempt to 
intimidate or to secure the abandonment or withdrawal of the complaint, 
charges, or allegations. 

 
X. RESTRICTIONS ON BEHAVIOR  

 
A. Soliciting Gifts and Gratuities. An employee of the Buda Police Department 

may not solicit any reward, gratuity, gift, or other compensation for any service 
performed as a result of or in conjunction with their duties as employees of the 
department regardless of whether the service was performed while said persons 
were on or off-duty. (TBP: 2.21) 

 
B. Accepting Gifts and Gratuities. An employee of the Buda Police Department 

may accept gifts and gratuities under the conditions delineated by the City Code 
of Ethics & Employee Handbook General Rules of Conduct. (TBP2.21) 

 
C. Soliciting and Accepting Gifts from Suspects and Prisoners.  Employees are 

strictly prohibited from soliciting or accepting any gift, gratuity, loan, fee or 
other item of value, or from lending or borrowing, or from buying or selling 
anything of value from or to any suspect, prisoner, defendant or other person 
involved in any case, or other persons of ill repute, or professional bondsmen, or 
other persons whose vocations may profit from information obtained from the 
police department. (TBP: 2.21) 

  
D. Reporting Bribe Offers.  An officer who receives a bribe offer shall promptly 

make a written report to his/her commanding officer. (TBP: 2.21) 
 
E. Accepting Gifts from Subordinates.  Without approval from the Chief of 

Police, employees shall not receive or accept any gift or gratuity from 
subordinates, other than customary celebratory times such as holidays or 
birthdays. (TBP: 2.21) 

 
F. Soliciting Special Privileges.  Employees shall not use their official positions or 

identification to solicit special privileges for themselves or others, such as free 
admission to places of amusement, discounts on purchases, or free or discounted 
meals or refreshments. (TBP: 2.21) 

 
G. Personal Use of Police Power.  Officers shall not use their police powers to 

resolve personal grievances (e.g., those involving the officer, family members, 
relatives, or friends) except under circumstances that would justify the use of 
self-defense, actions to prevent injury to another person, or when a serious 
offense has been committed that would justify an arrest. In all other cases, 
officers shall summon on-duty police personnel and a supervisor in cases where 
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there is personal involvement that would reasonably require law enforcement 
intervention. 

 
H. Giving Testimonials and Seeking Publicity.  Employees representing 

themselves as members of the Buda Police Department shall not give 
testimonials or permit their names or photographs to be used for commercial 
advertising purposes. Employees also shall not seek personal publicity either 
directly or indirectly in the course of their employment. 

 
I. Soliciting Business.  Employees shall not, while on-duty, solicit subscriptions, sell 

books, papers, tickets, merchandise, or other items of value nor collect or receive 
money or items of value for any personal gain to themselves or others.  
Employees may solicit for projects related to charitable fundraising, but only 
when done in a manner not to disrupt the workplace and only with the approval 
of the Chief of Police. 

 
J. Drinking On-Duty.  Employees shall not drink any intoxicating beverages while 

on-duty. (TBP: 2.19) 
 
K. Intoxication.  Employees shall not be under the influence of any intoxicating 

beverage or substance during their tour of duty or immediately prior to their tour 
of duty.  Nor shall officers be intoxicated off-duty while in the public view.  
While off-duty, officers that have consumed an alcoholic beverage to the extent 
that their mental and physical faculties are impaired shall refrain from exercising 
any police authority.  Officers assigned to special units, or assignments where 
they may consume alcoholic beverage during the performance of their duties, 
shall not do so to the extent that their mental and physical faculties are 
significantly impaired. (TBP: 2.19) 

 
L. Drinking While in Uniform.  At no time shall any officer consume alcoholic 

beverages while in uniform. (TBP: 2.19) 
 
M. Entering Bars, Taverns, and Liquor Stores.  Officers on-duty or in uniform 

shall not enter or visit any bar, lounge, parlor, club, store or other establishment 
whose primary purpose is the sale and on-premise consumption of liquor unless 
for the purpose of official duties, and shall not otherwise enter, remain in, or 
frequent such places.  Officers on-duty or in uniform also shall not purchase 
intoxicating beverages. (TBP: 2.19) 

 
N. Drug Usage.  While on or off duty, employees shall not use any illegal drug or 

any controlled drug not prescribed by a physician.  Employees shall notify their 
supervisor if they are using any prescribed drug or any other medication or 
medical device that the employee believes (or has been informed by a physician 
or prescription label) might impair their driving or critical decision-making. 
(TBP: 2.20) 

 
O. Tobacco Use. Employees shall not smoke tobacco in any City of Buda building 

or vehicle. The use of smokeless tobacco products are prohibited in City of 
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Buda buildings and vehicles. Employees shall not use any type of tobacco 
products in any manner in which the public may be offended. 

 
R. Political Activity.  While in uniform or on-duty, officers are not allowed to 

actively participate in political campaigns (e.g., make political speeches, pass 
out campaign or other political literature, write letters, sign petitions, actively 
and openly solicit votes). Civilian employees are not allowed to actively 
participate in political campaigns while on-duty. (TBP: 2.15) 

 
S. Improper Release of Information.  Employees shall not communicate to any 

person who is not an employee of this department any information concerning 
operations, activities, or matters of law-enforcement business, the release of 
which is prohibited by law or which may have an adverse impact on law 
enforcement operations, investigations or officer safety. 

 
T. Criticism of the Department.  Employees shall neither publicly nor at internal 

official meetings criticize or ridicule the department or its policies, city officials 
or other employees by speech, writing, or other expression, where such speech, 
writing, or other expression is defamatory, obscene, bigoted, or unlawful, or if it 
undermines the effectiveness of the department, interferes with the maintenance 
of discipline, or is made with reckless disregard for truth or falsity. 

 
U. Operation and Use of Police Radios.  Operation and use of police radios is 

restricted to authorized and official police business.  Personal conversations, or 
using vulgar, sarcastic, bigoted, or obscene language, or making unnecessary 
sounds are not permitted.  

 
V. Use of Racial or Religious Jokes and Slurs.  No employee shall engage in any 

form of speech likely to be construed as a racial, ethnic, or religious slur or joke, 
whether in the presence of the public or of other employees. 

 
W. Use of Force.  Officers shall use only that amount of force reasonably necessary 

to accomplish their police mission.   
 
X. Indebtedness to Subordinates.  Supervisors shall not become indebted to their 

immediate subordinates. 
 
Y. Personal Relationships Prohibited with Certain Persons.  Employees shall not 

become personally involved or develop a personal or social relationship with a 
victim, suspect, witness, or defendant while any case is being investigated or 
prosecuted as a result of such investigation. (TBP: 2.18) 

 
Z. Duty to be Kind, Courteous, and Patient.  Employees shall at all times be 

courteous, kind, patient, and respectful in dealing with the public.  Employees 
shall strive to win the respect of all members of the community in the discharge 
of their official duties.  When addressed, employees shall avoid answering 
questions in a short or abrupt manner, and shall not use harsh, coarse, violent, 
profane, indecent, suggestive, sarcastic, bigoted, or insulting language. 
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XI. IDENTIFICATION AND RECOGNITION  
 

A. Giving Name and Badge Number.  Officers shall give their name, employee 
number and other pertinent information to any person requesting such facts 
unless doing so would jeopardize the successful completion of a police 
assignment.  

 
B. Carrying Official Identification. All employees will carry their official 

identification on or about their persons while on-duty. 
 

C. Personal Cards.  Employees are not permitted to have or use personal cards 
showing their connection to the department if such cards bear any information 
not directly pertaining to their work as police department employees. 

 
XII. MAINTENANCE OF PROPERTY  

 
A. Use of City Property or Service.  Officers shall not use or provide any city 

equipment or service other than for official city business. 
 
B. Responsibility for City Property.  Employees shall be responsible for the proper 

care and use of department property and equipment assigned to or used by them 
and shall promptly report to their supervisors any loss, damage, destruction, or 
defect therein.  

 
C. Departmental Vehicles.  Employees shall operate department vehicles and other 

equipment in such a manner as to avoid injury to persons or damage to 
property.  Whenever a police vehicle is involved in an accident, the operator 
shall notify a supervisor immediately 

 
D. Reporting Damage.  At the beginning of a tour of duty, employees shall 

examine any vehicle assigned to them and report any operational deficiencies, 
damage, or defects to their supervisors.  Failure to report damage or defects 
creates the presumption that the employee inspected the vehicle and found no 
damage or defects.  The employee, in this case, shall be held responsible for the 
damage. 

 
E. Responsibility for Private Property.  Employees are responsible for protecting 

private property or equipment that has come into their possession by reason of 
their office against loss, damage, or destruction. 

 
F. Care of Quarters.  Employees shall keep their offices, lockers, and desks neat, 

clean, and orderly. 
 
G. Property and Evidence.  Employees shall not convert to their own use, 

manufacture, conceal, falsify, destroy, remove, tamper with, or withhold any 
property or evidence held in connection with an investigation or other official 
action except in accordance with established procedures. Any property or 
evidence coming into the possession of an employee shall be submitted to the 
property room prior to the end of shift. 
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H. Alteration or Modification of Police Equipment.  Officers shall not use any 

equipment that does not conform to departmental policy or specifications.  All 
equipment shall be carried and utilized only as issued and authorized, and no 
changes, alterations, modifications, or substitutions shall be made to such 
equipment unless approved by the Chief of Police. 

 
XIII. RELATIONSHIP WITH COURTS AND ATTORNEYS  

 
A. Attendance in Court.  Employees shall arrive on time for all required court 

appearances and be prepared to testify. Each member shall be familiar with the 
laws of evidence and shall testify truthfully on any matter. 

 
B. Recommending Attorneys or Bondsmen.  Employees shall not suggest, 

recommend, advise or counsel the retention of a specific attorney or bondsmen 
to any person (except relatives) coming to their attention as a result of police 
business. 

 
C. Testifying for a Defendant.  Any employee subpoenaed or requested to testify 

for a criminal defendant or against the City of Buda or against the interests of the 
department in any hearing or trial shall immediately notify the Chief of Police 
through the chain of command. 

 
D. Interviews with Attorneys.  Interviews between an officer and a complainant's 

attorney about a case arising from the officer's employment by the department 
shall be done in the presence of or with the knowledge and consent of the 
officer's commanding officer, department legal counsel, or prosecutor. 

 
E. Assisting and Testifying in Civil Cases.  Officers shall not serve civil-process 

papers nor render assistance in civil cases except as required by law. No 
employee shall volunteer to testify in civil actions. 

 
F. Notice of Lawsuits against Officers.  Employees who have had a suit filed 

against them because of an act performed in the line of duty shall immediately 
notify the Chief of Police in writing and furnish a copy of the complaint as well 
as a full and accurate account of the circumstances in question. 

 
G. Notice of Arrest or Citation.  Employees who have become the subject of a 

citation (other than traffic citations) or arrest action in any other jurisdiction shall 
immediately notify the Chief of Police.    

 
H. Arrest of Officer from another Agency.  An officer who arrests a sworn officer 

of another law enforcement agency shall immediately notify his or her own 
supervisor of the fact.   

 
I. Arrest of a Buda Officer.  If an officer has probable cause to arrest a sworn 

officer of our department, the officer shall first contact his or her immediate 
supervisor to review and confirm probable cause. Some occasions may demand 
an immediate custodial arrest. 
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J. Arrest of a Buda Officer by another Agency. If a Buda Police Officer is 

arrested by another agency, the Buda Police Officer shall notify their supervisor 
as soon as practical and follow the orders given to them by that supervisor 
regarding the internal investigation process.  

 
XIV. EXPECTATION OF PRIVACY  

 
A. Employees shall have no expectation of personal privacy in such places as 

lockers, desks, departmentally owned vehicles, file cabinets, computers, or 
similar areas that are under the control and management of this law 
enforcement agency. While this agency recognizes the need for officers to 
occasionally store personal items in such areas, officers should be aware that 
these and similar places may be inspected or otherwise entered - to meet 
operational needs, internal investigatory requirements, or for other reasons - at 
the direction of the Police Chief or his / her designee. 

 
B. No member of this agency shall maintain files or duplicate copies of official 

agency files in either manual or electronic formats at his or her place of 
residence or in other locations outside the confines of this agency without 
express permission. 
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BUDA  POLICE DEPARTMENT 

Policy 2.2   Bias Based Policing 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams 
                                                  Chief of Police                City Manager 

Reference: TBP 2.01 

 
 

I. POLICY 
 

We are committed to a respect for constitutional rights in the performance of our duties.  Our 
success is based on the respect we give to our communities, and the respect members of the 
community observe toward law enforcement.  To this end, we shall exercise our sworn duties, 
responsibilities, and obligations in a manner that does not discriminate on the basis of race, sex, 
sexual orientation, gender, national origin, ethnicity, age, or religion. Respect for diversity and 
equitable enforcement of the law are essential to our mission. 

 
All enforcement actions, particularly stops of individuals (for traffic and other purposes), 
investigative detentions, arrests, searches and seizures of persons or property, shall be based on 
the standards of reasonable suspicion or probable cause as required by the Fourth Amendment 
to the U. S. Constitution and statutory authority.  In all enforcement decisions, officers shall be 
able to articulate specific facts, circumstances, and conclusions which support probable cause or 
reasonable suspicion for arrests, searches, seizures, and stops of individuals.  Officers shall not 
stop, detain, arrest, search, or attempt to search anyone based solely upon the person's race, sex, 
sexual orientation, gender, national origin, ethnicity, age, religion, economic status, or any other 
identifiable group. Officers shall base all such actions on a reasonable suspicion that the person 
or an occupant of a vehicle committed an offense. 

 
All Departmental orders are informed and guided by this directive.  Nothing in this order limits 
non-enforcement contacts between officers and the public. 

 
II. PURPOSE 

 
The purpose of this order is to provide general guidance on reducing the presence of bias in law 
enforcement actions, to identify key contexts in which bias may influence these actions, and 
emphasize the importance of the constitutional guidelines within which we operate. 

 
III. DEFINITIONS 

 
Most of the following terms appear in this order.  In any case, these terms appear in the larger 
public discourse about alleged biased enforcement behavior and in other orders.  These 
definitions are intended to facilitate on-going discussion and analysis of our enforcement 
practices. 
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A. Bias: Prejudice or partiality which may be based on preconceived ideas, a 

person's upbringing, culture, experience, or education. 
 

B. Biased policing: Stopping, detaining, searching, or attempting to search, or using 
force against a person based upon his or her race, ethnic background, gender, 
sexual orientation, religion, economic status, age, cultural group, or any other 
identifiable group. 

 
C. Ethnicity: A cluster of characteristics which may include race but also cultural 

characteristics or traits which are shared by a group with a common experience 
or history.   

 
D. Gender: Unlike sex, a psychological classification based on cultural 

characteristics or traits. 
 

E. Probable cause: Facts or apparent facts and circumstances within an officer's 
knowledge and of which the officer had reasonable, trustworthy information to 
lead a reasonable person to believe that an offense has been or is being 
committed, and that the suspect has committed it. 

 
F. Race: A category of people of a particular decent, including Caucasian, African, 

Hispanic, Asian, or Native American descent.  As distinct from ethnicity, race 
only refers to physical characteristics sufficiently distinctive to group people 
under a classification. 

 
G. Racial profiling: A law-enforcement initiated action based on an individual’s 

race, ethnicity, or national origin rather than on the individual’s behavior or on 
information identifying the individual as having engaged in criminal activity. 

 
H. Reasonable suspicion: Articulable, objective facts which lead an experienced 

officer to suspect that a person has committed, is committing, or may be about to 
commit a crime.  A well-founded suspicion is based on the totality of the 
circumstances and does not exist unless it can be articulated.  Reasonable 
suspicion supports a stop of a person.  Courts require that stops based on 
reasonable suspicion be "objectively reasonable."   

 
I. Sex: A biological classification, male or female, based on physical and genetic 

characteristics. 
 

J. Stop: The detention of a subject for a brief period of time, based on reasonable 
suspicion.  A stop is an investigative detention.     

 
IV. PROCEDURES 

 
A. General responsibilities 
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1. Officers are prohibited from engaging in bias based profiling or stopping, 
detaining, searching, arresting, or taking any enforcement action including 
seizure or forfeiture activities, against any person based solely on the 
person’s race, national origin, citizenship, religion, ethnicity, age, gender, 
color, creed, sexual orientation, disability, or economic status.  These 
characteristics, however, may form part of reasonable suspicion or 
probable cause when officers are seeking a suspect with one or more of 
these attributes.  (TBP: 2.01) 

 
2. Reasonable suspicion or probable cause shall form the basis for any 

enforcement actions or decisions. Individuals shall only be subjected to 
stops, seizures, or detention upon reasonable suspicion that they have 
committed, are committing, or are about to commit an offense.  Officers 
shall document the elements of reasonable suspicion and probable cause in 
appropriate reports. 

 
3. Officers shall observe all constitutional safeguards and shall respect the 

constitutional rights of all persons. 
 

a. As traffic stops furnish a primary source of bias-related complaints, 
officers shall have a firm understanding of the warrantless searches 
allowed by law, particularly the use of consent.  How the officer 
disengages from a traffic stop may be crucial to a person's perception 
of fairness or discrimination. 

b. Officers shall not use the refusal or lack of cooperation to justify a 
search of the person or vehicle or a prolonged detention once 
reasonable suspicion has been dispelled. 

 
4. All personnel shall treat everyone with the same courtesy and respect that 

they would have others observe to Department personnel.  To this end, 
personnel are reminded that the exercise of courtesy and respect engenders 
a future willingness to cooperate with law enforcement.   

 
a. Personnel shall facilitate an individual’s access to other governmental 

services whenever possible, and shall actively provide referrals to other 
appropriate agencies. 

b. All personnel shall courteously accept, document, and forward to the 
Chief of Police any complaints made by an individual against the 
department. Further, officers shall provide information on the 
complaint process and shall give copies of “How to Make a 
Complaint” when appropriate.  

 
5. When feasible, personnel shall offer explanations of the reasons for 

enforcement actions or other decisions that bear on individual’s well-being 
unless the explanation would undermine an investigation or jeopardize an 
officer's safety.  When concluding an encounter, personnel shall thank him 
or her for cooperating. 
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6. When feasible, all personnel shall identify themselves by name.  When a 

person requests the information, personnel shall give their name and 
employee number. 

 
B. Supervisory responsibilities 

 
1. Supervisors shall be held accountable for the observance of constitutional 

safeguards during the performance of their duties.  Supervisors shall 
identify and correct instances of bias in the work of their subordinates. 

 
2. Supervisors shall use the disciplinary mechanisms of the Department to 

ensure compliance with this order and the constitutional requirements of 
law enforcement. 

 
3. Supervisors shall be mindful that in accounting for the actions and 

performance of subordinates, supervisors are key to maintaining 
community trust in law enforcement.  Supervisors shall continually 
reinforce the ethic of impartial enforcement of the laws, and shall ensure 
that personnel, by their actions, maintain the community's trust in law 
enforcement. 

 
4. Supervisors are reminded that biased enforcement of the laws engenders not 

only mistrust of law enforcement, but increases safety risks to personnel.  
Lack of control over bias also exposes the Department to liability 
consequences.  Supervisors shall be held accountable for repeated 
instances of biased enforcement of their subordinates. 

 
5. Supervisors shall ensure that all enforcement actions are duly documented 

per Departmental policy.  Supervisors shall ensure that all reports show 
adequate documentation of reasonable suspicion and probable cause, if 
applicable. 

 
6. Supervisors shall facilitate the filing of any complaints about law 

enforcement service.   
 

C. Disciplinary consequences 
 

Actions prohibited by this order shall be cause for disciplinary action, up to and 
including dismissal. 

 
D. Training (TBP: 2.01) 

 
1. Officers shall complete all training required by state law regarding bias 

based profiling. 
 

V. COMPLAINTS 
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A. Any person who believes a peace officer employed by the Department has 

engaged in racial profiling, with respect to that person, may file a complaint with 
the Department. No person shall be discouraged, intimidated, or coerced from 
filing such a complaint or be discriminated against because they have filed such 
a complaint. The Buda Police Department shall publish “How to Make a 
Complaint” folders and make them available at the Buda Police Department. 
The department’s complaint process will be posted on the department’s website.  

 
B. The Department shall accept and investigate citizen complaints alleging racial 

profiling by its peace officers. Such complaints shall be in writing, or the City of 
Buda ("City") employee, officer, or official receiving the complaint should 
reduce the same to writing, and should include the time, place, and details of the 
incident of alleged racial profiling, the identity or description of the peace officer 
or officers involved, and the identity and manner of contacting the complainant.  
All employees will report any allegation of racial profiling to their supervisor 
before the end of their shift. Complaints alleging incidents of bias-based 
profiling will be fully investigated. 

 
C. Investigation of a complaint shall be conducted in a thorough and timely manner. 

All complaints will be acknowledged in writing to the initiator who will receive 
disposition regarding said complaint within a reasonable period of time. The 
investigation shall be reduced to writing and the results of the review and 
investigation shall be filed with the Chief of Police and with the complainant. 
The Chief of Police will share findings of the investigation with the City 
Manager.  

 
D. It there is a video or audio recording of the event upon which a complaint of 

racial profiling is based, upon commencement of an investigation by the 
Department and upon written request of the officer that is the subject of the 
complaint, the Department shall promptly provide a copy of the recording to that 
officer.  

 
E. If a racial profiling complaint is sustained against an officer, it will result in 

appropriate corrective and/or disciplinary action, up to and including 
termination. 

 
F. Complainants will be notified of the results of the investigation when the 

investigation is completed.  
 

VI. RECORD KEEPING 
 

A. The Department will maintain all required records on traffic stops where a 
citation is issued or where an arrest is made subsequent to a traffic stop pursuant 
to state law.   

 
B. The information collected above will be reported to the City Council annually. 
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C. The information will also be reported to TCOLE in the required format. 
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BUDA POLICE DEPARTMENT 

Policy 2.3   Sexual or Other Illegal Harassment 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: TBP: 2.11 

 
 

I. POLICY 
 

The Department's policy is to provide a professional, businesslike work environment free from 
all forms of employee discrimination including incidents of sexual or other forms of illegal 
harassment.   
 
No employee shall be subjected to unsolicited or un-welcomed sexual overtures or conduct 
either verbal or physical.  The harassing behavior, to be subject to this order, need not occur 
only during work hours on agency premises, but may occur before or after work at other 
locations.  Sexual or other unlawful harassment is misconduct and the Department shall take 
appropriate disciplinary actions. 
 
Two kinds of sexual harassment apply: quid pro quo harassment and hostile work environment 
harassment, defined below. The two forms of harassment may overlap.  
 
II. PURPOSE 

 
To define and give examples of sexual harassment, outline prohibited behavior, and describe 
reporting procedures. (TBP: 2.11) 

 
III. DEFINITIONS 

 
A. Sexual harassment   

 
The Civil Rights Act of 1964 prohibits discrimination based on color, race, 
religion, age, national origin, and sex.  Sexual harassment is a form of sex 
discrimination. It is defined as follows: 
 

 1. Unwelcome sexual advances 
 

 2. Requests for favors, and other  
 
 3. Verbal or physical conduct that enters into employment decisions 
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4. Conduct that unreasonably interferes with an employee's work 
performance 

 
5. Conduct that creates an intimidating, hostile, or offensive working 

environment 
 

B. Quid pro quo harassment (“Quid pro quo” means “something for 
something”) 

 
This form of harassment occurs when an employee is being pressured to engage in 
sexual conduct or else lose a tangible job benefit. This form of harassment usually 
occurs between a supervisor and a subordinate where the harasser has power to 
control the employee's work benefits or conditions.  Note that this form of 
harassment is not limited to express demands for sexual favors, but may be implied 
by circumstances (e.g., offering an employee sexually explicit magazines). 

 
Examples of this form of harassment include the following: 
• A request for sexual favors accompanied by implied or overt threats 

concerning a person's employment status 
• Promise of preferential treatment in terms of benefits or status 
• Granting job favors to those who participate in consensual sexual activity 

while penalizing those who refuse to participate 
• Unwanted, intentional touching (patting, massaging, rubbing, hugging, 

pinching) 
• Telephoning or following an employee, during work hours or not, and either 

harassing the employee or requesting sexual favors. 
 

C. Hostile work environment harassment  
 

This form of harassment is unwelcome conduct that is as severe or pervasive as to 
change the conditions of the victim's employment, thus creating an intimidating, 
hostile, or offensive work environment. 

 
Examples of this form of harassment include the following: 

•  When the employer tolerates unwelcome, pervasive conduct including sexual 
comments of a provocative or suggestive nature 

• One employee makes sexual jokes or suggestive remarks intended for and 
directed to another employee 

• Employee leaves sexually explicit books, magazines, photographs, or other 
items where employees will find them; unwelcome demeaning comments 
(such as talking about physical attributes), ridicule, offensive language, 
propositions or other similar actions; unwanted, unwarranted, unsolicited off-
duty telephone calls and contact; signed or anonymous notes or drawings 
placed on or in desks, bulletin boards, or in lockers; deliberately singling out 
women in front of men co-workers (or vice versa) and subjecting them to 
demeaning or derogatory remarks.  
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IV. PROHIBITED CONDUCT 

 
A. Employees shall not commit or participate in any form of sexual or other illegal 

harassment. 
 

B. Supervisors shall ensure that pornographic or suggestive photographs, 
illustrations, or cartoons shall not be posted or kept in any area of the Department 
including locker rooms, desks, offices or other locations.  Materials of this kind 
used for investigative purposes shall be properly secured according to evidentiary 
standards. 

 
C. Supervisors shall order employees on Department premises who are making 

sexually hostile comments, or degrading remarks about other persons of the 
same or opposite sex to cease doing so or face discipline. 

 
D. Employees shall avoid inappropriate physical contact with one another unless 

required by a training situation or police procedure.   
 

E. Personnel shall not retaliate against any person for reporting sexual harassment, 
giving testimony, or participating in the investigation.  Retaliation in any form 
shall result in discipline and possible criminal charges.  

 
V. PROCEDURES 

 
A. Employee Responsibilities 
 

1. An employee who believes he or she has been sexually harassed should first 
tell the offender to cease the inappropriate behavior, although 
circumstances may not always allow the complainant to make this request.  
If the conduct does not stop, or if the complainant is unable to confront the 
offender, the complainant shall contact his or her own immediate 
supervisor.  The employee or supervisor shall immediately submit a 
memorandum to the Chief of Police through the chain of command 
detailing circumstances.  Employees may also report incidents of 
harassment directly to the Chief of Police, City Manager, or Human 
Resource Director if the offender is a higher ranking member of the 
Department.  If a supervisor learns of an incident of harassment, he or she 
shall report the matter to the Chief of Police even if the victim did not 
submit a complaint. The Chief of Police will report to the Human Resource 
Director and the City Manager.  

 
2. If the complainant is not an employee of the Department, the complaint 

itself is considered no less valid and shall be investigated according to the 
procedures set forth in this order and in accordance with the Departmental 
Internal Investigation process. 
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3. Employees must understand that sexual harassment can become a criminal 

matter.  Allegations of stalking, assault, and sexual assault shall be handled 
immediately as criminal investigations.  

 
4. Each employee of this agency is responsible for assisting in the 

prevention of harassment and discrimination by: 
 

a. refraining from participation in or encouragement of action that 
could be perceived as harassment and discrimination; 

b. reporting observed acts of harassment and discrimination to a 
supervisor, and  

c. encouraging any employee who confides that he or she is being 
harassed or discriminated against to report these acts to a 
supervisor. 

 
 

B. Supervisor Responsibilities: 
 

1. Although all employees shall be responsible for preventing harassment 
and/or discrimination, supervisors shall be responsible for: 

 
a. advising employees on the types of behavior prohibited and the 

agency procedures for reporting and resolving complaints of 
harassment and discrimination; 

b. monitoring the work environment on a daily basis for signs that 
harassment and discrimination may be occurring; stopping any 
observed acts that may be considered harassment and 
discrimination, and  

c. taking appropriate steps to intervene, whether or not the involved 
employees are within his/her line of supervision; and  

d. utilizing all reasonable means to prevent a prohibited act from 
occurring when he or she knows or should know that an employee 
will or may perform such an activity.  

e. taking immediate action to prevent retaliation towards the 
complaining party and to eliminate the hostile work environment 
where there has been a complaint of harassment and/or 
discrimination. 

 
2. If a situation requires separation of the parties, care should be taken to 

avoid action that punishes or appears to punish the complainant.  
Transfer or reassignment of any of the parties involved should be 
voluntary if possible and, if non-voluntary, should be temporary pending 
the outcome of the investigation. 
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3. Any conduct covered by this policy that comes to the attention of a 
supervisor shall promptly result in an investigation. 

 
4. Each supervisor has the responsibility to assist any employee of this 

agency who comes to that supervisor with a complaint of harassment 
and discrimination in documenting and filing a complaint. 

 
C. When an employee reports an allegation of sexual harassment, a confidential 

internal investigation shall begin immediately. 
 

1. The Chief of Police shall immediately take action to limit the concerned 
employees from any further work contact with the alleged offender. 

 
2. The Chief of Police or his/her designee shall conduct an investigation 

pursuant to the provisions of the Departmental Internal Investigation 
process. 

 
D. The Chief of Police shall report such allegations to the City Manager. 
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BUDA POLICE DEPARTMENT 

Policy 2.4   Internal Investigation Process 
Effective Date:   

Approved:           Bo Kidd           Kenneth Williams  
                                                  Chief of Police                  City Manager 

Reference: TBP 2.04, 2.05, 2.06, 2.07, 2.08, 2.09, and 2.10 

 
 

I. POLICY 
 

The Buda Police Department's image and reputation depend on the personal integrity and 
discipline of all Departmental employees.  To a large degree, the public image of the 
Department is determined by a professional response to allegations of misconduct against its 
employees.  The Department must competently and impartially investigate all allegations of 
misconduct by employees and complaints bearing on the department's response to community 
needs.  The Department recognizes that its personnel are often subject to intense pressures in the 
discharge of their duties.  The employee must remain neutral under circumstances that are likely 
to generate tension, excitement, and emotion. It is to the advantage of all employees to have a 
procedure for the investigation of the more serious allegations and underlying circumstances so 
that complaints can be resolved in light of the complicated pressures of law enforcement work. 

 
II. PURPOSE 

 
To describe procedures for making complaints against Department personnel, for investigating 
complaints, and to list and define the dispositions of complaints. 

 
III. PROCEDURES – GENERAL (TBP: 2.04) 

 
A. Receipt of complaints 

 
The Department encourages any person to bring forward grievances regarding 
misconduct by employees.  Department members shall receive all complaints 
courteously and shall handle them efficiently.  All officers are obligated to 
explain complaint procedures to anyone who inquires. 

 
B. Responsibilities of supervisors 

 
1. First-line supervisors are primarily responsible for enforcing conformance 

with Departmental standards and orders. 
 

2. First-line supervisors shall know the officers in their charge by closely 
observing their conduct and appearance. 

 
3. First-line supervisors shall be alert to behavioral changes or problems in 

their subordinates and, if necessary, document these changes and confer 
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with higher authorities.  The first-line supervisor shall assess the behavior 
and take or recommend appropriate action. 

 
4. The supervisor shall recommend and, if appropriate, help conduct extra 

training for officers not performing according to established standards. 
 

5. The first-line supervisor shall employ counseling techniques sanctioned by 
the Department.  Counseling is used to adjust and correct minor, infrequent 
errors or instances of poor performance and to ascertain the nature of any 
professional or personal problems that bear on performance. 

 
6. The supervisor shall document all instances of counseling. 

 
 

IV. HOW TO MAKE A COMPLAINT 
 
A copy of “How to Make a Complaint” will be posted in the public area of the department 
and given to any person requesting information on how to make a complaint.  

 
REQUIREMENTS FOR MAKING FORMAL COMPLAINTS 

 
Personnel complaints shall comply with Sections 614.002, 614.022, 614.023, Texas 
Government Code, as interpreted by the City Attorney’s office. 

 
A. Persons wishing to make formal complaints must do so by submitting a written 

statement of the complaint accompanied by their signature. A notarized 
affidavit is preferred but not required. 

 
B. A signed letter of complaint may be sufficient after verification that it is not 

fictitious or signed with a fictitious name. This determination shall be made 
by the Chief of Police or his/her designee. 

 
C. An internally originated complaint may be made by any Department supervisor 

or employee by submitting a written statement with signature or by notarized 
affidavit. 

 
D. The Chief of Police may serve as the complainant of an externally originated 

complaint that cannot or will not be made by the original complainant as 
outlined in paragraph A of this Section. This shall be done only upon 
substantial evidence that an investigative infraction has occurred. 

 
E. Anonymous complaints shall be investigated only at the specific direction of 

the Chief of Police. If a preliminary investigation identifies a violation, the 
formal complaint may be signed by the Chief of Police or his designee. 

 
V. TIME LIMIT ON ACCEPTING COMPLAINTS 

 
Personnel complaints shall not be accepted more than thirty days after the alleged incident 
except for the following exceptions: 
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A. When the complaint involves a criminal violation, the criminal statute of 
limitations will prevail. However, such limitations shall not prevent the Chief 
of Police from taking disciplinary action deemed necessary to preserve the 
integrity of the Department. 

 
B. When the complainant can show good cause for not making the complaint 

within the specified time limit, the complaint may be accepted. This 
determination shall be made by the Chief of Police. 

 
C. When otherwise authorized by the Chief of Police. 

 
VI. COMPLAINT-HANDLING PROCEDURES 

 
All complaints alleging a violation of the law or policy will be investigated. Complaints 
regarding law-enforcement operations will usually be handled through the chain of command, 
beginning with the first-line supervisor.  Complaints involving how law-enforcement service is 
provided or a failure to provide service or improper attitudes or behavior may be investigated by 
an assigned supervisor or by the Chief of Police.  Depending on the nature of the complaint, the 
Chief of Police may request another agency to undertake the investigation. (TBP: 2.06) 

 
A. Complaint-handling procedures 

 
1. All complaints, regardless of nature, can be filed in person, by mail, or by 

phone at any time.  As part of the follow-up investigation, persons 
making complaints by mail or phone normally shall be interviewed and a 
written, signed complaint prepared.  A signed letter of complaint will be 
accepted as a signed complaint without requiring any specific form.   

  
2. Every effort shall be made to facilitate the convenient, courteous, and 

prompt receipt and processing of any person’s complaint.  An employee 
of the Department, who interferes with, discourages, or delays the 
making of complaints shall be subject to disciplinary action. 

 
3. Normally, a person with a complaint shall be referred to a supervisor or 

the Chief of Police who shall assist the individual in recording pertinent 
information.  If initially reported to a supervisor, the first-line supervisor 
shall conduct a preliminary investigation. The Chief of Police may, if 
appropriate, conduct a preliminary investigation.  The preliminary 
investigation consists of questioning the officer, complainants, or 
witnesses, and securing evidence. 

 
Upon completion of the preliminary investigation, the following documents 
shall be prepared and forwarded through the chain of command:   

 
a. a report of the alleged violation 
b.  any documents and evidence pertinent to the investigation 

 
4.  If the first-line supervisor or other investigators determine that the 

complainant is apparently under the influence of an intoxicant or drug, or 
appears to have a mental disorder, or displays any other trait or condition 
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bearing on his or her credibility, the supervisor or investigator shall note 
these conditions.  Any visible marks or injuries relative to the allegation 
shall be noted and photographed. 

 
5.  Prisoners or arrestees also may make complaints. Circumstances may 

require that a Department representative meet the complainant at a jail or 
prison for an interview.  If appropriate, the representative will have 
photographs taken of prisoner’s injuries. 

 
6.  An employee who receives a complaint through U.S. mail shall place the 

correspondence and envelope in a sealed envelope and forward it to the 
Chief of Police, who shall determine investigative responsibility. 

 
7. Complaints received by telephone by dispatchers or other employees shall 

be courteously and promptly referred to a supervisor or the Chief of 
Police.  The dispatcher or employee shall record the name and telephone 
number of the complainant and state that the Chief of Police or, if 
unavailable, the supervisor will call back as soon as practical. 

 
8.  The above procedure may also be used when Department employees 

desire to enter a complaint against any other employee governed by this 
order. 

 
9.  In every case, the Chief of Police will be notified of any complaint as 

soon as possible by the supervisor receiving the complaint.  Complaints 
received overnight will be brought to the Chief’s attention the next 
workday.  Complaints alleging a violation of the law or any serious 
violation should be reported immediately regardless of the time of day. 
(TBP: 2.07) 

 
B. Disposition of complaints generally 

 
  The Chief of Police or his designee shall: 
 

1. Notify the complainant, in writing, as soon as practical, that the 
Department acknowledges receipt of the complaint, that it is under 
investigation and that the complainant will be advised of the outcome.   

 
2. Allegations of misconduct or violations of policy rules can be regarded as 

a complaint. Complaints that do not rise to the level of a violation of 
policy rule can be handled by the first line supervise as designated by the 
Chief of Police. A complaint rising to the level of an actual violation of 
policy rule or law will be deemed an internal affairs complaint and 
handled as prescribed by the applicable policy/procedure. (TBP 2.06) 

 
3. All complaints reported on an employee of the Buda Police Department, 

shall be forwarded to the Chief of Police or his/her designee. The 
investigator assigned by Chief of Police, or his/her designee, shall have 
the complaint investigated.  Minor complaints alleging rudeness, minor 
policy violations and performance issues may be assigned to a supervisor 
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for investigation and resolution.  Allegations of a violation of the law or 
serious policy violations will be investigated by the Chief of Police, or 
his/her designee, or an outside agency as determined by the Chief.  
 

4. Maintain complaint files separate from personnel files. 
 

5. Take disciplinary action following the investigation, if appropriate. 
 

C. Disposition of a serious complaint 
 

1. Allegations of misconduct that might result in discharge, suspension, or 
demotion, or criminal charges being sought are serious complaints.  The 
term "serious complaint," in this manual, is synonymous with "internal 
investigation." Internal investigations examine alleged brutality, gross 
excesses of legal authority, or allegations involving supervisory or 
multiple personnel. 

 
2. If a criminal offense is alleged, two separate investigations shall be 

conducted, a criminal investigation as well as an administrative or 
Internal Investigation.  The criminal investigation examines compliance 
with the criminal law while the Internal Investigation determines 
compliance with policy and procedure.  The Chief of Police will assign 
these investigations as required. 

 
3. In cases of serious complaints, the Chief of Police shall: 

 
a. Determine if the officer complained of should remain on-duty, be 

assigned to non-contact assignments, or put on administrative leave 
until completion of the investigations. 

b. Determine and assign responsibility for the investigations. 
c. Cause the complaint to be registered and assigned an investigation 

number in the complaint log. 
d. Maintain close liaison with the district attorney in investigating 

alleged criminal conduct.  Where liability is at issue, the Chief shall 
similarly maintain contact with the City Manager and City attorney 
or legal counsel.   

 
4. All investigations will be completed within 30 days of initial complaint to 

include the taking of disciplinary action when necessary.  If additional 
time is necessary to conclude the investigation, a request for extension 
will be presented to the Chief in writing providing justification for the 
extension.  If approved by the Chief, a specific number of days will be 
approved and a copy will be provided to the involved officer and the 
original placed in the case file. (TBP: 2.05) 

 
5. Upon completion of any investigation, The Chief of Police will notify the 

complainant in writing, of the results of the investigation and any action 
taken. (TBP: 2.10) 

 
VII. INVESTIGATIVE PROCEDURES 
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A. Two types of investigations may take place: administrative or criminal. Different 

rules govern interviews of employees in each case. The Chief of Police or his 
designee may request an investigation be conducted by an outside Law 
Enforcement Agency (i.e., Sheriffs Office, Texas Rangers or Attorneys Generals 
Office) 

 
B. Assistance of legal counsel 

 
1.  Employees are permitted to have an attorney, supervisor, or other 

representative with them in the room during any interview regarding 
allegations of misconduct. 

 
2.  The employee's representative is limited to acting as an observer at the 

interview, except that where the interview focuses on, or leads to, evidence 
of criminality, the attorney may advise and confer with the employee 
during the interview. 

 
C. All Interviews 
 

1.  Prior to being interviewed, the subject employee shall be advised of the 
nature of the complaint and provided a copy of the complaint. 

 
2.  All interviews will be conducted while the employee is on duty, unless 

the seriousness of the investigation is such that an immediate interview 
is required. 

 
3.  During interviews conducted by the Department, there will be one 

employee designated as the primary interviewer. 
 

4.  The complete interview shall be recorded. The recording will note the 
time at which breaks are taken in the interview process, who requested 
the break and the time at which the interview resumed. 

 
5. The employee shall be provided with the name, rank and command of all 

persons present during the questioning. 
 

D. Interviews for criminal investigative purposes 
 

1. If the Chief of Police believes that criminal prosecutions are possible and 
wishes to use statements against the employee in a criminal proceeding, or 
at least wishes to maintain the option of their use, he or another interviewer 
shall: 
 

a. Give the employee the rights as specified in Texas Code of Criminal 
Procedure Article 38.22. 

b. In addition to the rights set forth in state law, the Chief, or his 
designee shall advise the employee that if he asserts his right not to 
answer questions, no adverse administrative action will be taken 
based upon the refusal. 

53 105



c.  If the employee decides to answer questions at this point, the 
responses may be used in both criminal and disciplinary proceeding. 
 

E. Interview for administrative purposes   
 

1. If the Chief of Police wishes to compel an employee to answer questions 
directly related to his or her official duties, the Chief of Police or another 
interviewer shall advise the employee that: 

 
a. You are advised that this is an internal administrative investigation 
only. 
b. You will be asked and are required to answer all questions 
specifically related to the performance of your duties and your fitness 
for office.  
c. All questions specifically related to employment must be fully and 
truthfully answered.  
d. If you refuse to answer these questions, you can be subject to 
discipline that can be as much as discharge or removal from office.  
e. I want to reassure you that any answers given are to be used solely 
for internal administrative purposes and may not be used in any subse-
quent criminal prosecution should such occur. 
f. The purpose of the interview is to obtain information to determine 
whether disciplinary action is warranted.  The answers obtained may be 
used in disciplinary proceedings resulting in reprimand, demotion, 
suspension, or dismissal. 

 
2. In an interview for administrative purpose, no Miranda rights are required.  

The Garrity Rule stems from the court case, Garrity v. New Jersey, 385 
U.S. 493 (1967), which was decided in 1966 by the United States 
Supreme Court. The assigned Investigator will provide the accused 
employee of a copy of the complaint filed against him/her, a copy of the 
Administrative Investigation Warning, and the Garrity Warning. The 
Garrity Warning protects the employee from criminal prosecution under 
statements made in an administrative investigation. 

 
VIII. INVESTIGATIVE TOOLS AND RESOURCES 

 
A.  In addition to interviews of the employee and witnesses, the Chief of Police may 

require other activities in support of a complaint investigation or internal 
investigation, including: 

 
1. Medical and laboratory examination 

 
2. The Chief of Police or officer in authority may, based on reasonable 

suspicion or his observation, require a Department employee to submit to a 
test for alcohol or drug use while on duty.  The results may be used in a 
disciplinary hearing.  Refusal to submit to the examination will be grounds 
for disciplinary action and may result in the employee's dismissal. 
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3. If the employee is believed to be under the influence of self-administered 
drugs, he may be compelled to submit to a blood or urine test.  The test 
shall be administered under medical supervision where hygienic 
safeguards are met.  The sample shall be handled using the same 
safeguards as evidence in a criminal process. 

 
4. If the test shows positive results, or there is other competent evidence of 

impaired abilities to perform duties, the employee may be relieved of duty.  
 

5. If an employee refuses to submit to a test, (alcohol or drugs) then the Chief 
of Police or other officer in authority may immediately relieve the 
employee from duty (on paid leave) for failure to cooperate in an 
administrative investigation. 

 
6. Property assigned to the employee but belonging to the Department is 

subject to inspection where the Department has a reasonable suspicion that 
evidence of work-related misconduct may be found therein.  Department 
property includes files, storage lockers, desks, and vehicles.   

 
B. Photograph and lineup identification procedures 

 
1.  Officers may be required to stand in a lineup for viewing for the purpose of 

identifying an employee accused of misconduct.  Refusal to stand in a 
properly conducted lineup is grounds for disciplinary action and may result 
in dismissal if the criminal prosecution is not anticipated. 

 
C. Financial disclosure statements 

 
An employee may be compelled to make financial disclosure statements when 
directly and narrowly related to allegations of misconduct involving any unlawful 
financial gain.   

 
D. Polygraph 

 
1. All personnel shall be required to submit to a polygraph if ordered to do so 

by the Chief of Police. 
 

2.  The Police Chief may order employees to take a polygraph when: 
 

a. The complainant has taken and passed a polygraph concerning the 
incident. (Unless the complainant is willing to submit to testing, but the 
polygraph operator determines the complainant is not a fit subject due to 
mental condition, age, or medication). 
b. Even if the complainant does or doesn’t take a polygraph or is 
anonymous, but the complaint is of such a nature to bring severe 
discredit and suspicion on the Department and cannot be satisfactorily 
resolved in any other manner. 

 
3. The results of the polygraph examination shall not be used as the sole basis 

for disciplinary action against any employee. 
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4. Any polygraph examination given under the provisions of this order shall 

be administered by a private contractor licensed to administer polygraph 
examinations in the State of Texas or must be a licensed examiner from 
another law-enforcement agency.  No employee shall administer an 
examination to another employee. 

 
5. Refusal to submit to a polygraph examination or to answer all questions 

pertaining to the charges in the polygraph examination, or deliberately 
impede the administration of the polygraph shall be grounds for 
disciplinary action and may result in dismissal from the department. 

 
IX. ADJUDICATION OF COMPLAINTS 

 
A. The Chief of Police will classify completed internal affairs investigations as: 

 
1. Unfounded - no truth to allegations. 

 
2. Exonerated - allegations true but are the result of adherence to Departmental 

policy or procedure.  Exonerated complaints will be reviewed by the Chief 
of Police for policy issues. 

 
3.  Not sustained - unable to verify the truth of the matters under investigation. 

 
4. Sustained - allegations are true.  Complaints will not be classified as 

sustained unless based on a finding of facts determined during the 
investigation. (TBP: 2.04) 

 
B. Completed investigations classified as unfounded, exonerated, not sustained, or 

policy failure will be maintained in internal affairs files in the Captain’s office.  
Sustained / Founded complaints shall be filed in the individual employee's 
Department personnel file with a copy in the internal affairs files as well as 
Human Resources.   

 
C. Disciplinary action taken shall be determined by the seriousness of the violation 

or the extent of injury to the victim, and the officer’s prior disciplinary history.  
It shall be commensurate with the circumstances surrounding the incident and in 
consideration of the employee's service record and prior sustained complaints.   

 
D. Disciplinary Records (TBP: 2.09) 

 
1. The Department shall maintain a log of all complaints, to be kept in the 

Captain’s office.  
 

2. The complaints and internal investigative files shall be kept in a secure area 
and shall be maintained in accordance with state law and city policy. 

 
3. The Chief shall direct a periodic audit of complaints to ascertain a need for 

training or a revision of policy.   
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BUDA POLICE DEPARTMENT 

Policy 2.5   Employee Disciplinary Process 
Effective Date:   

Approved:            Bo Kidd         Kenneth Williams  
                                                  Chief of Police               City Manager 

Reference: TBP 2.08 

 
 
 

I. POLICY 
 

It is the Department's policy to impose any necessary disciplinary action fairly and impartially 
and to offer adequate appeal procedures to ensure that the rights of employees are protected. 

 
Discipline is a process of taking specific actions which will help train, develop or modify the 
inappropriate actions of an employee, preferably through positive rather than negative measures.  
Discipline in the Department involves praise of employees for excellence and positive actions; 
and training, counseling, and in some cases sanctions for inappropriate actions or behavior. 

 
II. PURPOSE 

 
The purpose of this order is to establish procedures concerning informal and formal disciplinary 
practices within the Department. 

 
III. PROCEDURES 

 
A. Positive reinforcement  

 
1. Positive reinforcement seeks voluntary compliance with established 

policies, procedures, orders.  Methods of positive reinforcement include: 
 

a. Recognition of excellent job performance through praise. 
b. Truly exceptional acts shall be clearly and promptly identified to the 

Chief of Police.  These acts may be the basis for special awards or 
for special recognition by community groups or media coverage. 

 
2. Discussion and counseling 

 
3. Training 

 
B. Consistency in discipline; 
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1. The Department abides by the philosophy that discipline must be applied 
consistently and uniformly.   

 
2. The Department provides employees with descriptions of prohibited 

behavior in the Rules of Conduct Policy and elsewhere in these orders.  
No list, however, can be all-inclusive.  Employees are expected to have a 
reasonable perception of what constitutes proper behavior, based on 
training and experience. 

 
C. Relief from duty   

 
1. An employee may be relieved from duty whenever a supervisor, whether 

the Chief of Police, sergeant, shift supervisor or senior officer questions 
an employee's physical or psychological fitness for duty.  An internal 
investigation may follow.  

 
2. The sergeant, or his/her designee has authority to relieve an employee 

from duty but must promptly report this action to the Captain and or 
Chief of Police, accompanied by a written report setting forth details and 
circumstances. 

 
3. If the necessity to relieve from duty is not immediate, the behavior or 

actions of the employee shall be deemed a matter for internal 
investigation.  In an internal investigation, only the Chief of Police may 
relieve an employee from duty.  Only the Chief of Police, under 
consultation with the City Manager may suspend an officer without pay. 

 
4. An officer who refuses to obey a direct order in conformance with the 

Department's orders may be relieved from duty by the sergeant, shift 
supervisor, who may recommend suspension to the Chief of Police.  The 
Chief, in consultation with the City Manager, may then suspend with or 
without pay. 

 
D. Penalties  

 
  The following options are available: 
 

1. Documented oral reprimand; counseling; and training 
 

2. Written reprimand. 
 

3. Demotion or suspension with or without pay. 
 

4. Probation Extension 
 
5. Termination from Department. 
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E. Documented oral reprimand; counseling and/or training 

 
1. Oral reprimands resulting from improper actions, while informal, require 

documentation with an employee's acknowledgment of such record.  The 
following steps shall be observed: 

 
a. At the time of an oral reprimand, the employee receiving it shall be 

counseled as to correct behavior. 
 

2. The reprimanding supervisor shall record the reprimand/counseling in a 
memorandum to the personnel record containing the following 
information: 

 
a. Employee's name; 
b. Date of reprimand/counseling; 
c. Summary of reasons for reprimand/counseling; 
d. Summary of employee's response; 
e. Suggestions for improvement or specific actions suggested; 
f. Name of counselor and signature. 
g. The employee shall sign and date the form following the statement. 

 
3. Oral reprimand/counseling may involve remedial training.  This training 

may be deemed necessary to rectify the improper behavior.  Remedial 
training may include in-service, or other training specially created to help 
the employee correct or modify his or her behavior.  Remedial training is 
reasonably offered until the employee can demonstrate proficiency in the 
corrected behavior.  All training shall be documented. 

 
4. Supervisors are expected to informally counsel employees regularly 

without waiting on instances of poor performance.  Most counseling is 
informal, positive, supportive, and often undocumented. 

 
5. Supervisors are responsible for counseling employees concerning job-

related matters, within their capabilities.  Many things can affect the job 
and an employee's performance, so job-related counseling may involve 
family and other individual, personal subjects.  Counseling may include 
identification of unacceptable behaviors or actions, specifically what was 
done wrong and the desired or acceptable performance.  Counseling can 
attempt to determine the reason for the particular behavior, determine 
and recommend how to correct or improve performance or to solve the 
problem. 

 
 

F. Written reprimand 
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1. A written reprimand, issued by the Command Staff, cautions an employee 
about poor behavior, sets forth the corrected or modified behavior 
mandated by the department, and specifies the penalty in case of 
recurrent poor behavior.  A written reprimand becomes a permanent part 
of the employee's personnel record. 

 
2. An employee may appeal a written reprimand in writing within ten (10) 

days of its receipt. The Chief’s decision may be appealed to Human 
Resources / City Manager. (TBP 2.08) 

 
G. Demotion or suspension without pay 

 
1. If the situation warrants, the Chief of Police, in consultation with the City 

Manager, may demote an employee, suspend with or without pay, or 
take other measures normally considered equivalent. 

 
2. Suspensions without pay will normally apply to a period of up to thirty 

(30) days, as determined by the Chief of Police and the City Manager. 
Suspensions may be extended for an additional thirty (30) days after 
review and approval of the City Manager. 

 
3. If an employee becomes a candidate for suspension a second time within 

one year after the first suspension, the employee may be dismissed. 
 

4. Suspensions resulting from the arrest or criminal investigation of an 
employee may be indefinite or result in termination. 

 
a. Should an employee be arrested or identified as a suspect in any 

felony, misdemeanor involving violence or moral turpitude, family 
violence or DWI, they may immediately be placed on administrative 
leave with pay and an internal investigation shall commence.  At the 
conclusion of the internal investigation the Chief of Police may, with 
the approval of the City Manager, take appropriate disciplinary 
action based on the results of the internal investigation, including 
indefinite suspension or termination.   

b. Terminations may result from other criminal infractions. 
c. If an employee is acquitted of criminal charges, the employee may 

yet be disciplined at the discretion of the Chief of Police or reinstated 
with full or partial back pay. 

 
5. Any member suspended for a period five days or longer may return all 

Department-owned property.  On any suspension, the officer must return 
to Department custody his or her badge and identification card. 

 
6. During a suspension, the employee shall not undertake any official duties 

and are not allowed to work any overtime or extra jobs.  
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7. Demotion shall be to the next lowest rank or determined by the Chief of 

Police.  
 
8. An employee may appeal a suspension within five days of notice.  An 

employee may appeal a suspension through the Chief of Police to 
Human Resources / City Manager, whose decision is final. (TBP 2.08)  

 
H. Termination 
 

1. All employees are hired at will and may be dismissed at any time, with or 
without prior notice, as long as the action is not discriminatory under 
existing federal and state statutes. 

 
2. Terminations are made in cases of extreme misfeasance, malfeasance, or 

nonfeasance of duty. A complete record of the circumstances of the 
misbehavior shall be made by all persons having knowledge of the 
misbehavior.   

 
3. Employees may request a F5 hearing with TCOLE.  

 
I. Reporting arrests 

 
Any employee arrested for, charged with, or convicted of any crime, or required to 
appear as a defendant in any criminal or civil proceedings, must inform the Chief of 
Police in writing as soon as possible.  Employees do not have to report parking 
tickets.  Employees must report summonses or arrests for reckless driving, DWI, or 
any other hazardous offenses.  Failure to notify the Department of the foregoing may 
be cause for dismissal. 

 
 

IV. PROGRESSIVE DISCIPLINE  
 

A. Except for gross breaches of discipline, moral turpitude, or serious violations of 
law or conduct, the Department generally follows the principles of progressive 
discipline.   

 
B. Officers in field training shall be dismissed, suspended, or otherwise disciplined 

according to the foregoing. In the case of a dismissed officer in field training, the 
official record shall merely indicate that the person was dismissed during the 
field training phase of employment. 

 
C. The Chief of Police with the approval of the City Manager may take disciplinary 

action, up to and including termination, affecting an employee at any time.  The 
severity of the discipline depends upon the nature of the infraction.  The City 
may, but not necessarily will, use a progressive discipline system as follows: 
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1. Verbal / Written warnings will be documented and kept for a period of 

one year for evaluation / promotional purposes; 
 
2. Conference with employee, and supervisor(s); 

 
3. Written reprimands must in all cases be placed in the employee’s 

personnel file; 
 

4. Probation (not to exceed ninety (90) days) during which time the 
employee’s performance and behavior will be monitored very closely by 
the supervisor;  

 
5. Suspension from duty, with or without pay, for up to thirty (30) days and 

may be extended for an additional thirty (30) days after review; 
 

6. Demotion and/or Termination. 
 
D. Disciplinary action by supervisors other than verbal or written warnings, 

conference with department heads, and written reprimands, require the advance 
approval of the department head unless an emergency situation exists.   

 
 

V. ADMINISTRATION OF SUSPENSIONS, DEMOTIONS, OR DISMISSALS 
 

A. After an appropriate investigation, should the Chief of Police sustain the 
allegation and determine that the discipline may be a suspension, demotion, or 
termination; the Chief may request review of the investigation by the officer’s 
chain of command to obtain their recommendations for disciplinary action. 

 
 

B. The Chief of Police will meet with the employee and allow the employee to make 
any statement regarding the evidence or investigation, and review any written 
statement provided by the employee.  The Chief of Police will then have the 
employee report back after a period determined by the Chief. 

 
C. The Chief of Police will again review the investigation, considering the 

employee’s input and may then decide on the discipline or send the investigation 
back for further investigation. 

 
D. The Chief will meet with the employee to inform him or her of his decision.  The 

Chief will present the employee with a letter outlining the discipline, the 
effective date of the discipline, the reason for the discipline and the employee’s 
appeal rights. 
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E. Copies of all investigations resulting in disciplinary action and all disciplinary 
paperwork will be filed in the employee’s personnel file.  A copy of the 
investigation will be maintained in the internal investigations files. 
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BUDA POLICE DEPARTMENT 

Policy 2.6   Court Appearance 
Effective Date:   

Approved:         Bo Kidd          Kenneth Williams  
                                              Chief of Police                City Manager 

Reference:  
 

 
I. POLICY 

 
The success of a criminal prosecution is determined not only by the quality and quantity of 
evidence but by the manner in which it is presented by law enforcement officers in a court of 
law.  An officer’s appearance, demeanor, attitude, and ability to testify in a fair and 
professional manner are essential. Therefore, it is the policy of this agency that officers 
provide competent and professional testimony by adherence to court scheduling, preparation, 
appearance, and testimony guidelines provided herein. 

 
II. PURPOSE 

 
It is the purpose of this policy to provide officers with guidelines for scheduling, preparing 
for, and testifying in criminal court cases. 

 
III. PROCEDURES 

 
A. Subpoenas 
 

1. All officers shall accept subpoenas and shall appear in the designated 
place at the time required.   

 
B. Preparation for Trial 
 

1. Officers shall fully cooperate with requests from the prosecutor in 
preparation of cases for trial and may seek pre-trial conferences 
whenever needed. 

 
2. Officers shall be familiar with the basic rules of evidence and shall seek 

clarification of any legal issues that may arise during the trial prior to 
court appearance. 

 
3. Prior to trial, officers designated for court appearance shall review case 

documentation to ensure that they are completely familiar with the facts 
involved.  In addition, officers shall provide all reasonable assistance 

64 116



necessary to or requested by the prosecution to ensure that necessary 
evidence will be available at trial.  

 
4. In pretrial conferences with the prosecutor, officers are responsible for 

providing all information relevant to the case even though it may 
appear beneficial to the defendant.  No detail should be considered too 
inconsequential to reveal or discuss. 

 
5. If an officer is subpoenaed by the defense in any case, the officer shall 

immediately notify the Chief of Police and the prosecutor assigned to 
the case. 

 
C. Appearance in Court 

 
1. Officers who are late for or unable to appear on a court date shall notify 
the appropriate court authority as soon as possible, providing name, 
defendant’s name, court designation, and reason for absence or tardiness.   

 
2. Officers’ physical appearance, personal conduct, and manner shall 
conform to the highest professional police standards. 
 

3. When testifying, officers shall: 
a. restrict remarks to that which is known or believed to be the truth; 
b. speak naturally and calmly in a clearly audible tone of voice; 
c. use plain, clearly understood language and avoid using police 

terminology, slang, or technical terms, display a courteous attitude 
and maintain self-control and composure. 

d. If the officer is on duty on the scheduled court date, the officer will 
wear the agency’s duty uniform. If the court date is scheduled on 
the officer’s day off, the officer will wear either the agency’s 
uniform or coat and tie for male officer(s) or business attire for 
female officer(s). 
 

D. Civil Cases 
 

1. Officers shall not volunteer to testify in civil matters without prior 
approval by the police chief. Employees shall not accept any type of 
remunerations for civil court appearance while in an on-duty capacity. 
Employees shall notify the police chief, through their chain of 
command, whenever they are subpoenaed to appear in civil 
proceedings.  

 
2. Employees who may qualify as expert witnesses in regards to civil matters 

shall obtain permission to market these skills as with any other off duty 
employment.  
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BUDA POLICE DEPARTMENT 

Policy   2.7  Use of Social Media     
Effective Date:  
Approved:          Bo Kidd          Kenneth Williams  
                                           Chief of Police           City Manager  

Reference:  
 
 

I.  POLICY 
 

It is the policy of the Buda Police Department to establish guidance on the use, management, 
administration, and oversight of emerging technologies and social media and that all 
personnel will adhere to the procedures and directives outlined in this policy while both on 
and off duty. 

 
Digital and computer technology continues to expand rapidly around the world. Improved 
technology applications can enhance our everyday lives and improve the overall quality of 
life. Social media also provides a new and potentially valuable means of assisting the 
department and its personnel in meeting community outreach, problem-solving, investigative, 
crime prevention, and related objectives. The department supports and utilizes the secure and 
appropriate use of technology and social media to enhance communication, collaboration, 
and information exchange. However, because the improper use of social media platforms by 
employees may become a problem if they have the effect of impairing the work of any 
official or employee; harassing, demeaning, or creating a hostile working environment; 
disrupting the smooth and orderly flow of work; or harming the goodwill and reputation of 
the City among its citizens or in the community, this technology must be used by personnel 
on and/or off duty in a manner that preserves and promotes the image, efficiency, and 
effectiveness of the Buda Police Department, the individual employee, and the community 
itself.  

 
II. PURPOSE   

  
 The purpose of this policy is to provide employees with clear guidelines when participating on 

department and personal social networking websites, web pages, or other types of social media.  
It is not the Department’s intent to deter or prohibit employees from participating, accessing, or 
posting to these sites but more to make sure an employee’s personal activities do not infringe 
upon the integrity, effectiveness or security of the Police Department’s operations, other 
employees or the citizens, and otherwise preserves and protects the professional interests of the 
Buda Police Department and the City of Buda. Employees must remember that their conduct 
both on and off duty is held to a higher standard; this includes their conduct in relation to social 
media and networking sites.    

 
III. DEFINITIONS 

 

66 118



A. Social Media - A variety of online sources that allow people to communicate, 
share information, share photos, videos, audio, and exchange text or other 
multimedia files (i.e. Youtube). 

 
B. Social Networking Site Defined. 

 
A social networking site can be defined as internet-based services that allows 
individuals to: 

 
1. Construct a public or semi-public profile within a bounded system. 

 
 2. Articulate a list of other users with whom they share a connection. 

 
3. View and traverse their list of connections and those made by others 

within the system.  
 

4. A site that provides a virtual community for people interested in a 
particular subject or just to "hang out" together.  

 
5. Create their own personal online "profile" with biographical data, 

pictures, likes, dislikes and any other information they choose to post. 
 

6. Communicate with each other by voice, chat, instant message, 
videoconference and blogs. 

 
7. The service typically provides a way for members to contact friends of 

other members. The nature and nomenclature of these connections 
may vary from site to site. These social networking sites include but 
are not limited to Facebook, Twitter, Flickr, My-Space, blogs, and 
others.  

 
C.  Digital Media & Technology  

 
Digital Media & Technology for purposes of this policy is defined as all 
photographs, audio, and video recordings of any type and format. 

 
 

IV.  COMPUTER USE IN GENERAL 
 

Computers are provided to City employees to aid them in conducting daily business and various 
outlets of communication and productivity.  City computers are not personal entertainment 
devices and should not be used as such. Participation in on-line auction sites for personal gain is 
prohibited and is an example of unauthorized use of City computer technology.   

 
Members of the department may not access social networking or social media sites through the 
use of City-provided technology unless authorized to do so on behalf of the department or 
during the course of an investigation. While on duty, the use of City equipment or internet 
service by personnel must be limited to work related tasks. Social media activities should never 
interfere with work commitments. The use of City computer technology to play internet games 
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and other “pass time” activities can also lead to distractions and limit the employee’s legitimate 
productivity while on duty. Employees shall refrain from this type of conduct while on duty.  

 
 

V. POSTING INFORMATION TO WEB AND SOCIAL MEDIA SITES  
 

All Employees of the Buda Police Department are prohibited from posting, placing, or having 
posted or placed any information relating to their duties or any information they have learned as 
a result of their duties as an employee of the Buda Police Department on any social networking 
site. The posting of information related to any police response by any officer or assisting agency 
is also strictly prohibited. In addition, for safety and security reasons, department personnel are 
cautioned not to disclose their employment with this department nor shall they post information 
pertaining to any other member of the department without their permission. 

 
These guidelines, prohibitions and precautions include:  

 
A. The posting or sharing of any pictures, video, audio, comments, discussion, or 

other digital technology media of any incident, inquiry, investigation, or all other 
information relating to the Buda Police Department on any personal social media 
sites. All matters of, by, within, and about Department details regarding calls for 
service and the citizens we interact with, are generally considered confidential 
information which may not be released, posted, or otherwise shared outside the 
department without prior authorization, without it having been obtained through 
an official open records request, or without the information already been in the 
public realm. 

 
B. The posting or sharing of any pictures, audio, or video of any article or equipment 

governed by the Buda Police Department Policies and Procedures and or any 
equipment or property owned by the City of Buda. This shall include any 
pictures of any employee whether on or off duty in any part of his or her uniform 
or equipment. This shall also include any pictures, images, or artwork of any 
Buda Police Department patch or logo on their own or other’s social media sites 
unless the posting of such picture or image is granted upon the approval of the 
Chief of Police upon written request.  

 
C. It is understood that employees may desire to post or place pictures of himself / 

herself or pictures of his/her specific unit to a social networking site for the 
purpose of promoting the image of the Buda Police Department. When a Buda 
Police Department employee desires to post or place such an image of 
him/herself, of other employees, or of equipment or property owned by the City 
of Buda, he/she shall make their request known in writing to the Chief of Police. 
When such a picture, video or audio recording has other police employees or 
other persons in the item to be posted, the person making the request shall also 
submit with his/her memo, a written memo to the Chief of Police from each 
person pictured or recorded, authorizing their picture or recording to be posted 
on a social networking site. 

 
D.  Department personnel should be aware that privacy settings and social media 

sites are constantly in flux and should never assume that personal information 
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posted on such sites is protected. Therefore, department personnel are cautioned 
not to post personal photographs or provide similar means of personal 
recognition that may cause them to be identified as a police officer of this 
department. Personnel are reminded that many individuals that we contact in 
our profession become angry and may seek revenge for official actions taken. 
Employees are further encouraged not to post any information that could be 
used to identify the employee’s residence, vehicle, or family members.  

 
E. The Chief of Police, subject to the approval of the City Manager, will determine 

the extent of the department’s official use of social media platforms. No social 
media platform will be utilized by the department without the express approval 
of the Chief of Police, subject to approval of the City Manager. Only employees 
as assigned by the Chief of Police, subject to approval of the City Manager, shall 
manage, post, and/or monitor department sponsored social media sites. No 
members of the department shall post to the department’s official social media 
sites without prior approval. 

 
F. All personnel that engage in social media activities on the City’s behalf and all 

City-sanctioned social media sites shall adhere to applicable federal, state and 
local laws, regulations and policies, including the Texas Public Information Act 
and the records retention schedule. All content must be managed, stored, and 
retrieved to comply with these laws. All online content posted as representative 
of the City, or on the City’s behalf, shall clearly indicate that it is subject to 
records retention and public disclosure. All City-sanctioned social media sites 
shall clearly indicate that any articles and any other content posted or submitted 
for posting are subject to records retention and public disclosure. 

 
G. Any content posted as representative of the City, or content posted to a City-

sanctioned social media site containing any of the following shall not be 
allowed: 

 
1. Comments not typically related to the particular site or blog article being 

commented upon; 
 

2. Profane language or content; 
 

3. Content that promotes, fosters, or perpetuates discrimination on the basis 
of race, creed, color, age, religion, gender, marital status, status with 
regard to public assistance, national origin, physical or mental disability 
or sexual orientation; 
 

4. Sexual content or links to sexual content; 
 

5. Conduct or encouragement of illegal activity; 
 

6. Information that may tend to compromise the safety or security of the 
public or public systems;  

 
7. Content that violates a legal ownership interest of any other party; 
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8. Any hyperlinks posted on a City-sanctioned social media site shall be 

accompanied by a disclaimer which states: “The City guarantees neither 
the authenticity, accuracy, appropriateness, nor security of the link, 
website, or content linked thereto;” 

 
9. If discussing City related issues, but not posting online content as an 

approved representative of the City or on the City’s behalf, all personnel 
must make it clear that they are speaking for themselves, and not on 
behalf of the City by displaying a disclaimer that states: “This is my own 
opinion and not necessarily the opinion or position held by the City or 
City Council.” 

 
VI.  POSTING INFORMATION TO SITES WHILE ON DUTY  

 
All personnel are prohibited from updating, posting any comments, pictures, video, audio or 
responding in any way to any communication, comments or inquiries to any social networking 
site, including their own, while on duty.  The only exception to this policy would be during the 
course of an active investigation in which a supervisor has knowledge of and has approved the 
use of this investigative technique. This includes postings made from the employee’s personal 
cellular phone, computer, or other digital media capable of transmission to these sites. It should 
be understood by employees that any posts viewed by the public during the normal course of 
that employees duty hours or shift could be construed as “posted while at work” and could bring 
discredit to the employee and the Department just by the act of posting during working hours.  

 
VII. USE OF CITY E-MAIL  

 
The terms of this policy applies to City email accounts.  The issuance of a City of Buda email 
address to an employee is for the purpose of official City of Buda business.  Employees should 
refrain from using their City of Buda email for personal emails and always use good judgment 
regarding the content. Employees are reminded that emails sent by them or received from 
outside sources using their City of Buda email address could be monitored, captured, copied, 
backed up on servers and kept and or made part of official City records. The same applies to 
City issued computers and/or smart phones.  These records can be requested under an official 
open records request by the public, thus, if they contain inappropriate types of email, could 
bring discredit to the City and the employee.     

 
VII. DIGITAL MEDIA & TECHNOLOGY   

 
The Buda Police Department utilizes a variety of applications to collect photographs, videos and 
audio recordings. Officers also use their own personal equipment that has this same ability to 
collect and/or store digital technology.  

 
All pictures, audio or video recorded, collected, captured or stored by an employee during a 
employee’s tour of duty is the property of the Buda Police Department. The employee shall 
ensure that digital technology collected as evidence or digital technology that has or may have 
evidentiary value is treated, collected, stored and documented as evidence. The storing of digital 
technology that was collected as evidence shall not be saved on personally owned digital 
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equipment or in any other manner, even to their assigned server folder, once it has been properly 
saved and logged as evidence.  

 
All pictures, recorded audio or video collected or captured by any employee during their tour of 
duty or relating to any Buda Police Department matter shall not be forwarded or provided in any 
manner to any person without the approval of a Supervisor.  

 
All personnel must be aware that the use of personally owned equipment to collect digital 
technology may be considered as evidence itself and the equipment and/or its contents may be 
inspected, seized or held as evidence as necessary.  

 
VIII. OFF DUTY CONDUCT  

 
A. Social Networking Sites. Employees of the Buda Police Department are held to 

the highest ethical standard which is an inherent part of the law enforcement 
profession. An employee’s conduct, both on and off duty, is the means by which 
the employee and the Department’s reputation are measured. Employees must 
maintain high standards of professional and personal conduct at all times. 
Employees utilizing, posting pictures, audio, video, commenting or creating on 
social networking site(s), blogs, and comment oriented websites must conduct 
themselves at all times in a manner so as to not bring into disrepute the employee 
or City. Additionally, there should never be any acts or content disseminated that 
could bring about doubt as to their credibility as an impartial police officer or 
employee of the Buda Police Department. Postings involving an employee’s use 
of alcohol is prohibited and considered in bad taste.  Employees should also 
refrain from posting images depicting themselves inebriated or nude, or anything 
suggesting involvement in gang related and/or illegal conduct as this is also 
considered in extreme bad taste.  Employees should always ask themselves if 
something that they are posting could be interpreted in a negative way or manner 
by any other individual viewing the posting or image(s) and whether it could 
adversely impact the integrity, effectiveness and efficiency of the City of Buda 
and its Police Department.   

 
B. Digital Technology.  Buda Police Department Employees will often find that 

their status as a police officer or their duty to act as a police officer while off 
duty enables them to view, assist or become involved in critical incidents. When 
this occurs, officers shall conduct themselves in accordance with this policy in 
terms of their use of digital technology in the same manner as if they were on 
duty.  

 
C. Location Services and Status Logging. Status logging is becoming a popular 

occurrence among individuals that use social networking sites from their smart 
phone.  Location/status logging uses the GPS enabled smart phone to gather 
their current location by using a GPS signal transmitted from their smart phones.  
This is commonly referred to as Location Services. The phone will then either 
manually or automatically post the users current location to that personal social 
media web site.  This type of active location tracking can be dangerous and 
poses legitimate officer safety concerns. Officers both on and off duty should 
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refrain from using location services and posting their current locations on their 
social media sites.  

 
IX. WORKING ENVIRONMENT 

 
Employees of the Buda Police Department while on or off duty shall never utilize digital 
technology, blogs or social networking sites to harass, belittle or criticize an employee or 
another person in any manner. The posting of any pictures, videos, audio, comments, discussion 
or other digital technology media to a social networking site or forwarding or sending an 
email(s) that criticizes, ridicules or otherwise may potentially embarrass or disgrace another 
employee or person is prohibited. This shall also include the altering or editing of digital 
technology that harasses, belittles or criticizes an employee in any manner.  

 
X. MEDIA APPLICABILITY  

 
Social networking sites, blogs, websites and website commentaries are considered forms of 
media and are also subject to this policy. Posting adverse, controversial, political, religious 
opinions/views on blogs or media sites while representing the Buda Police Department, either 
by name or title, is prohibited.  

 
XI. EMPLOYEE RESPONSIBILITIES 

 
The Buda Police Department supports the employees’ rights to engage in personal internet 
based activities but reminds employees to exercise good judgment by safeguarding themselves 
accordingly by not participating in any conduct that is likely to have an adverse effect on their 
integrity as an employee of the Department or the reputation of the City of Buda as a whole.  
Therefore, employees are responsible for all content posted on or to any social networking site 
or media including that of another employee once they become aware of it.  

 
A. Social media network sites are considered public and can be entered into evidence 

and used against employees in court.  
  

B. Any material considered in violation of this policy that is located on any 
employee’s personal social networking site or posted by an employee to any 
social media should be removed promptly. Supervisors within the department 
may make random investigations into the postings of employees for purposes of 
protecting the integrity and reputation of the department, protecting the integrity 
of investigations, and ensuring privacy and security of departmental records and 
information. 

 
C. Any employee becoming aware of or having knowledge of any violation of this 

policy shall notify their supervisor immediately for follow-up action. 
 

D. Violations of this policy are subject to disciplinary action leading up to and 
including termination. 
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BUDA POLICE DEPARTMENT 

Policy  3.1   Basic Training Requirements 
Effective Date:   

Approved:            Bo Kidd          Kenneth Williams 
                                                  Chief of Police                 City Manager 

Reference:  TBP 1.09, 3.05, 3.06, 3.08, 3.09, and 8.11. 

 
 

I. POLICY 
 

Today’s society is both multi-faceted and complex.  In order to provide effective law 
enforcement services it is imperative that officers as well as non-sworn employees have the 
training necessary to accomplish their mission.  The Buda Police Department is committed to 
providing the training necessary to meet and exceed State requirements and contribute to 
employee’s career goals. 

 
II. PURPOSE   

 
To provide members of the Department with details of the training required by the Department 
and their responsibilities with regard to maintaining that training. 

 
III. REQUIRED TRAINING 

 
A. Basic Training 

 
1. Sworn members of the Department are required to have a Peace Officer 

license issued by the Texas Commission on Law Enforcement.  This 
license currently requires officers to attend a Basic Peace Officers course 
and pass a Commission Licensing Examination.  Officers must possess 
their Peace Officer License prior to performing any law enforcement duty 
or function. (TBP: 1.09) 

 
2. Previously licensed officers who apply for employment must have their 

license in good standing.  
 

3. In addition to training required for licensing, all sworn officers will 
complete the National Incident Management System training, appropriate 
for their rank, prior to completion of field training, or prior to completion 
of promotional probation in the event of promotion to a higher rank. (TBP: 
8.11) 

 
B. Field Training 
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1. All sworn members of the Department are required to complete the Field 
Training Program as outlined in the Department’s Field Training policy 
within the time period specified. 

 
C. In-service training (TBP: 3.06) 

 
1. All sworn personnel of the Department shall, within the Commissions 24 

month training period as required by law, obtain at least 40 hours of in-
service training.  In-service instruction may include: 

 
a. A review of changes or revisions in the State Law; 
b. Specialized training required at the direction of the Chief of Police or 

the Commission based on assignment; 
c. Supervisory training; 
d. Policies and procedures; 
e. Hands-on arrest and defensive tactics training; 
f. Firearms training and qualifications; 
g. Training required by the legislature during each four year training 

cycle. 
 

2. Sworn personnel are responsible for obtaining the training necessary to 
maintain their license and any special certifications they may hold.  The 
Department will provide officers with the training or provide the time and 
funding necessary to obtain the training.  Much of the required training can 
be obtained on-line from the Commission website. 

 
D. Supervisory Training (TBP: 3.09) 

 
Sworn employees, when promoted to any supervisory rank will be provided 
supervisory training appropriate to their rank and position within 12 months of their 
promotion. 

 
E. Civilian personnel (TBP: 3.08) 

 
1. All newly-appointed civilian personnel will receive the following training 

from the Chief or his designee: 
 

a. Orientation to the Department's role, purpose, goals, policies, and 
procedures. 

b. Working conditions, rules, and regulations. 
c. Responsibilities and rights of employees. 

 
IV. TRAINING EXPECTATIONS 

 
A. Attendance 

 
Personnel are expected to attend any assigned training programs.  Any requests to 
attend in-service training will be submitted in writing by using the approved 
departmental training request form. 
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B. Expenses 

 
Cost of in-service training classes may be incurred by the agency for all the 
members of the police department. In-service classes may occur on non-working 
days. Officers scheduled on their non-working days will be required to report for 
that class unless prior arrangements have been made and approved by the Chief of 
Police or in cases such as officer being sick, scheduled court, accidents or other 
unforeseen emergency circumstances. Officers reporting for in-service training 
outside the immediate area may report to the police department and drive a marked 
patrol unit to the training site if; 

 
1. a vehicle is available, 

 
2.   and approved by a Command Staff member. 

 
V. DEPARTMENTAL TRAINING 

 
A. Performance-based training 

 
The Commission requires performance-based training. This method of training 
requires the development of performance objectives. The use of performance 
objectives acquaints the training participants with the information they are required 
to know, the skills that must be demonstrated, and the circumstances under which 
the skills will be used.  This approach also enables the instructors to relate training 
directly to the job performance that will be expected by supervisors.  An employee 
who develops an outline for instruction of a topic must develop objectives which: 

 
1. Focus on the elements of the job-task analysis for which training is needed; 

 
2. Provide clear statements of what is to be learned; 

 
3. Provide the basis for evaluating the participants; and  

 
4. Provide the basis for evaluating the effectiveness of the training program. 

 
B. Lesson plans 

 
1. Lesson plans are required for all training courses conducted or sponsored by 

the Department.  It is the responsibility of the individual instructor, whether 
a member of the Department or not, to provide the Chief or designee, with a 
copy of the lesson plan for approval before each class.  A copy of the lesson 
plan will be maintained along with rosters of personnel attending the 
training. 

 
2. The lesson plan should include a statement of performance objectives, the 

content of the training, specification of the appropriate instructional 
techniques, references, relationships to the job tasks, responsibilities of the 
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participants for the material taught, and plans for evaluation of the 
participants.  The instructional techniques that might be used include: 

 
a. Conferences (debate, discussion groups, panels and seminars); 
b. Field experiences (field trips, interviews, operational experiences and 

observations); 
c. Presentations (lectures, lecture-discussion, lecture-demonstration); 
d. Problem investigations (committee inquiry, critical incidents); 
e. Simulations (case study, simulation, games, and role-play). 

 
C. Instructors 

 
1. Instructors for all Department training programs shall: 

 
a. Have completed a TCOLE instructor's course and be certified as an 

instructor, or 
b. Possess a demonstrated skill in an area of instruction, or 
c. Be knowledgeable of teaching theories, methods, and practices and 

have some knowledge of law-enforcement practices. 
 

2. Instructors enlisted from outside the Department shall be approved by the 
Chief or his designee.  The instructor must have demonstrated skill in 
his/her area of instruction and comply with requirements for lesson plans 
as previously stated.  Any compensation will be determined by the Chief 
of Police. 

 
VI.  REMEDIAL TRAINING 

 
A. Remedial training is directed at solving or curing a particular problem or 

improving performance in a particular area, within a designated time and with 
clearly defined, expected results. 

 
B. Remedial training may be assigned as a result of discipline or counseling.   

 
VII.  TRAINING RECORDS (TBP: 3.05) 

 
A. Training records 

 
1. The Chief of Police, or his designee, shall maintain, a training record for 

each employee which includes: 
 

a. The date of training. 
b. The type and hours of training received. 
c. A copy of any certificate received. 

 
The Commission’s TCLEDDS will be used for sworn members of the 
Department.  Non-sworn members will have a separate file maintained.  
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2. The Chief, or designee, shall maintain files on all in-house training courses 
or presentations, including: 

 
a. Course content (lesson plans). 
b. Personnel attending. 
c. Any performance measures as ascertained through tests or 

demonstrations. 
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BUDA POLICE DEPARTMENT 

Policy  3.2   Field Training 
Effective Date:   

Approved:            Bo Kidd 
                                                  Chief of Police 

Reference:  TBP: 3.12, 3.13, 3.14, 3.15, and 3.16; BPD Police 
Training Officer Manual 

 
 
 

I. POLICY 
 

It is the policy of the Buda Police Department that all employees receive such training as 
mandated by the State and adequate additional instruction in all areas required for the proper 
performance of their specific job tasks.  

Officers receive their basic peace officer training in an academy setting.  While this training is 
essential to the making of a competent police officer, additional training is needed to familiarize 
any officer, regardless of prior experience, with the operational policies, procedures, and 
practices of this Department and this community. 

 
This training takes place during a Field Training Program (FTP).  Experienced Officers who have 
been trained as Field Training Officers (FTO) are used to instruct new officers to ensure that our 
officers are trained and capable of performing their duties. 
 
II. PURPOSE   

 
The purpose of this order is to define the procedures to be used in the Field Training Program. 

 
III. PROCEDURES 

 
A. Organization and Administration  

The authority and responsibility for the initial training of a sworn officer shall be 
vested in the Police Training Program Coordinator of the Buda Police Department.  

B. Police Training Program Requirements 

1. Newly hired officers are required to complete the Field Training Program 
prior to being released for full patrol duty.  (TBP: 3.12c) 

2. The training for new officers shall be divided into phases in which the 
officer may be rotated to different patrol shifts. Each phase has a duration as 
follows:  

a. Indoctrination to training or “INDOC” – 20 days 

b. Phase I - Fourteen (14) twelve hour shifts   
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c. Phase II - Fourteen (14) twelve hour shifts 
d. Phase III - Fourteen (14) twelve hour shifts 
e. Phase IV - Fourteen (14) twelve hour shifts 
f. Following the successful completion of the third phase of the Field 

Training Program, officers shall be observed for an additional 
fourteen (14) shifts by their Field Training Officer. This Fourth phase 
is designated as the “Ghost Phase.” (TBP: 3.12b; 3.16) 
 

3. All hired officers, regardless of their prior experience, must complete the 
entire Field Training Program. The length of time in the Field Training 
Program for experienced police officers may vary depending on the written 
recommendation by the Field Training Officer and the Field Training 
Supervisor to the Chief of Police or his/her designee. (TBP: 3.12d) 

4. During the Field Training Program, the new officer shall receive additional 
training in such areas as Department policy, procedures, rules, regulations, 
patrol procedures, City Ordinances and victim/witness rights, etc., as 
outlined in the Buda Police Department Field Training Manual.  

a. The Field Training Program shall identify the tasks most frequently 
performed by officers and evaluate the new officer’s job performance 
in those dimensions.  

b. Standardized evaluation guidelines (SEG’s) designed to measure the 
new officer’s competency in the required skills, knowledge, and 
abilities shall be used.  

c. New officers will be evaluated daily by their Field Training Officer 
and the evaluation discussed with the new officer.  The new officer 
and FTO will sign the daily observation report (DOR) and it will be 
forwarded to the Field Training Supervisor for review.  If the new 
officer disagrees with any comments or ratings, the new officer may 
note the disagreement on the form and request review by the Field 
Training Supervisor. (TBP: 3.15)  
 

5. The field training period may be extended when the performance of the new 
officer indicates additional training is needed, as indicated in the daily 
observation reports.  

6. The Field Training Supervisor will maintain communication with the FTO's 
for the purpose of assisting with training problems and for conducting end 
of phase evaluations at the conclusion of each of the four training phases. 
The Field Training Supervisor will maintain responsibility of the training 
files containing the FTO evaluations.  

C. Field Training Officer Selection and Training  

1. The Chief of Police, or his/her designee will solicit recommendations from 
supervisors.  The Chief will review prior performance evaluations, activity 
levels, any complaints and commendations as well as advanced training.  
The Chief will make a determination based on the best interests of the 
Department. Selection of Field Training Officers will be based on the best 
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officers available for the assignment and those that represent the true 
mission and values of the Department. (TBP: 3.12a) 

2. FTO Training. All officers assigned as FTO's will successfully complete an 
approved field training program that meets TCLEOSE standards prior to 
receiving assignment as a FTO. All officers assigned as FTO’s will receive 
FTO orientation training conducted by the Field Training Supervisor / 
Coordinator. (TBP: 3.13) 

3. FTO’s' training effectiveness shall be evaluated by their immediate 
Supervisor.  

4. FTO’s shall conduct their training, make required reports and daily 
observation reports as outlined in the Field Training Officer's manual.  

5. New officers and lateral sworn officers shall evaluate each FTO from which 
they have received training after completion of each phase in the Police 
Training Program. This shall be accomplished in writing, as outlined in the 
FTP Manual, utilizing the appropriate form.  

D. Periodic Program Review 

1. Each year, the Field Training Coordinator will meet with all Field Training 
Officers to review the conduct of the FTO Program and determine if any 
changes are required. (TBP: 3.14) 

2. A report of the findings of this meeting shall be forwarded to the Chief of 
Police if any action is required. 

E.  Termination Review & Manifest Safety Hazard 
 

1. Once a trainee has come to the end of all the training phases of the 
program and has not successfully completed it or has presented 
evidence of a manifest safety hazard, a termination review is sought to 
make final determination. 

 
2. The PPO Review Board reviews the contents of a trainee’s police 

training file to determine if: 
 

a. The trainee was provided with the training, as prescribed by the 
FTP guidelines. 

b. If the FTO personnel performed according to FTP guidelines. 
c. Whether the unacceptable performance levels indicated by 

documentation and/or testimony are accurate, valid and reliable. 
d. Whether the trainee presents a manifest safety hazard. 

 
Based on the findings of the review, the PPO Review Board shall recommend to 
the Police Chief for his action the most appropriate course of action to be 
pursued involving the trainee. A final determination to terminate a PPO from the 
agency rest soley with the Chief of Police, and the City Manager or their 
designee.   
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NOTE: At any time during the FTP the PPO is viewed as or becomes a MANIFEST 
SAFETY HAZARD the PPO can be brought before the PPO Review Board for 
review and  for possible termination. 

 
F.  PPO Review Board  Make Up 

 
The committee shall consist of five persons including a chairperson (who only 
votes to break a tie) and four members. 

Chairperson - Captain 
Field Training Coordinator - Assigned Patrol Sergeant 
Field Patrol Sergeant -  (non-involved) 
Field Training Officer -  
Field Training Officer -  

 
G.  Manifest Safety Hazard 

 
A manifest safety hazard is defined as: behavior demonstrating neglect, 
disobedience or a significant lack of safety mindedness which could result in a 
serious threat to life or safety. 

 
1. Elements to consider: 
 

a. A single act or incident of behavior that displays such a degree of 
ineptness as to seriously endanger life or safety. 

b. A series of acts displaying a lack of proper judgement and/or 
safetymindedness that when considered collectively, clearly 
demonstrate a pattern or persistent unacceptable behavior and 
therefore, represents a potential threat to life or safety. 

c. A failure to display the appropriate action(s) or behavior required 
by a situation or event(s), resulting from either neglect or 
disobedience, which could seriously endanger life or safety. 
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BUDA POLICE DEPARTMENT 

Policy   4.1   Hiring and Selection 
Effective Date:  

Approved:           Bo Kidd 
                                                  Chief of Police 

Reference:  TBP: 2.23, 3.17, 4.01, 4.02, 4.03, and 4.04 

 
 

I. POLICY 
 

The Buda Police Department strives to obtain the best law-enforcement officers possible to help 
achieve the Department's policing goals. To that end, the Department shall practice a 
regimented, rigorous selection procedure while simultaneously affording equal opportunity to 
everyone regardless of race, creed, color, sex, national origin, sexual orientation, or age. All 
personnel who participate in screening and hiring applicants shall be guided by fairness, equal 
opportunity, and consistency in applying the procedures set forth in this order. 

 
II. PURPOSE 

 
The purpose of this order is to outline minimum hiring requirements and selection process for 
police officers and non-sworn members of the department. 

 
III. DEFINITIONS 

 
A. Disability   

 
A physical or mental impairment that substantially limits one or more of the major 
life activities. 

 
B. Good moral character 

 
The attributes of a prospective employee that enhance his or her value to the 
department and the goals of community-oriented policing which include honesty, 
integrity, truthfulness, obedience to the oath of office and the code of ethics, respect 
for authority, and respect for the rights of others. 

 
IV. QUALIFICATIONS FOR EMPLOYMENT 

 
A. The minimum qualifications that all applicants for the position of police officer 

must meet include the following: 
 

1. Age of 21. 
 

2. High school graduate or GED.  
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3. Pass a background investigation which includes the following: (TBP: 4.03) 
 

a. Personal and family history; 
b. Credit history, including current creditors; 
c. Education, including all schools attended and degrees or certificates 

obtained; 
d. All residences for the past ten years; 
e. Comprehensive employment history; 
f. A criminal history search, including all arrests, locations, dates, and 

dispositions; 
g. Traffic summonses and accidents, and 
h. An inquiry of family, friends, and associates as to character and 

reputation, plus an informal interview with the applicant's spouse or 
"significant other,”. 

 
4. Pass a Physical Readiness Test (PRT) 

 
5. Pass an oral interview. 

 
6. Pass a physical examination, if needed, and drug test.   

 
7. Be of good moral character. 

 
a. Good moral character is determined by a favorable report following 

the comprehensive background investigation. The interview shall be 
employed to help evaluate good moral character. Good moral 
character ensures compatibility with the department's community-
oriented policing goals. 

 
8. Any other standards set by law or by policy of the Texas Commission on 

Law Enforcement. 
 

V. APPLICATION PROCESS FOR SWORN 
 

A. The applicant must complete the following: 
 

1. Complete a written City application and personal history statement and 
submit it to the City of Buda Human Resources.  Copies of the following 
documents will also be submitted, if selected to go to background.  

 
a. Birth Certificate 
b. Driver’s License 
c. PID # 
d. High School Diploma or transcript, or GED certificate. 
e. Any college transcripts 
f. Copy of military discharge papers DD-214 

 
2. Arrange with the Chief of Police to appear for other selection process steps. 
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VI. SELECTION PROCESS FOR SWORN (TBP: 4.01) 
 

A. The Chief of Police, or designee, will review the application.  
 

1. Review the Employment Application to ensure that Applicant meets the 
minimum requirements. 

 
2. Ensure the applicant has signed information release and release of liability 

forms. 
 

3. Administer the Physical Readiness Test (pass/fail) 
 

a. Applicants will be graded according to the Physical Readiness Test 
(PRT). The PRT standards are attached to the end of this policy.  

 
4. Obtain birth certificate, high school diploma, or transcript, or GED 

certificate, any college transcript, Copy of Military discharge papers (DD-
214) 

 
5. Obtain an NCIC/TCIC criminal history check.  

 
6. Board Interview; the board interview will consist of the Chief of Police, 

his/her designee, two other members of the Department and a member of 
the Buda City Administration.  

 
7. Schedule the Applicant for Drug Screen and Psychological Screen (as 

needed). 
 

B. The Chief of Police will select the applicant who best meets the needs of the 
Department. The Chief or his/her designee will notify the City Manager, if 
approved, the Human Resources Department will issue the candidate a 
Conditional Offer of Employment. The Offer of Employment is conditional 
upon passing: 

 
1. A physical and drug screen, and  

 
2. A psychological screen as needed 

 
3. Passing of the background investigation 

 
C. The officer conducting the background investigation shall have had training in 

conducting background investigations. The background shall include contacting 
all former law enforcement employers. (TBP: 3.17) 

 
D. Upon completion of the background investigation, the applicants file will be 

returned to the Chief of Police for the final approval. 
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E. If the individual is not selected, a letter will be sent to the applicant advising him 
or her that the Conditional Offer of Employment has been withdrawn and the 
reason stated plainly. 

 
VII. APPLICATION PROCESS FOR NON-SWORN 

 
A. The applicant must complete the following for all positions within the Police 

Department: 
 

1. Complete a written City application and personal history statement and 
submit it to the Chief of Police.  Copies of the following documents will 
also be submitted: 

 
a. Driver’s License 
b. High School Diploma or transcript, or GED certificate. 
c. Any college transcripts 
d. Copy of military discharge papers 

 
VIII. SELECTION PROCESS FOR NON SWORN (TBP: 4.01) 
 

A. The Chief of Police or his / her designee will review the application and 
documents for basic qualifications.  If basic qualifications appear to be met, 
applicant may be given an interview.  

 
B. The employee assigned to conduct a preliminary review of the applicant shall 

perform the following: 
 

1. Have the applicant sign information release forms. 
 

2. Obtain an NCIC/TCIC criminal history check. 
 

3. Conduct any job specific testing required of the applicant 
 

C. The Chief of Police will select the applicant who best meets the needs of the 
Department. The Chief of his/her designee will notify the City Manager, if 
approved, the Human Resources Department will issue the candidate a 
Conditional Offer of Employment, The Offer of Employment is conditional 
upon passing,   

 
1. A background investigation 

 
2. A drug screen  

 
D. The officer conducting the background investigation shall have had training in 

conducting background investigations. (TBP: 3.17) 
 

E. Upon completion of all testing and the background investigation, the applicants 
file will be returned to the Chief of Police for the final decision. 
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F. If the individual is not selected, a letter will be sent to the applicant advising him 
or her that the Conditional Offer of Employment has been withdrawn and the 
reason stated plainly. 

 
IX. PERSONNEL RECORDS 

 
A. The department maintains a personnel file for each employee both sworn and 

non-sworn.  The background investigation package, a copy of all forms 
completed during the hiring process, all evaluations, and disciplinary action 
amounting to a written reprimand or higher and written commendations will be 
in this file and is confidential.  All TCLEOSE required documents are 
maintained in this file. (TBP: 2.23, 4.04) 

 
B. The Chief of Police or his/her designee maintains and controls personnel records.  

The Buda Police Department complies with the records retention schedule set by 
Texas state law and City of Buda policy. (TBP: 4.04) 

 
C. Employees may review their records at any reasonable time upon request.  The 

Chief may release a copy of a record from the file upon obtaining a signed 
authorization from the employee. 

 
D. All personnel records are considered confidential, sensitive information available 

for review to supervisory or investigative personnel who have a need, as 
determined by the Chief of Police. 

 
E. If the Chief deems it necessary to include derogatory information in a personnel 

file, he/she shall notify the employee of the fact in writing.  The employee may 
protest the inclusion of such information in writing to the Chief. Employees in 
training have no right of protest in such matters. 

 
F. Personnel records are permanent property of the City of Buda. 

 
G. Officers from the Department may terminate employment and seek a lateral hire 

with another agency.  Requests for employment information on these officers 
shall be referred to the Chief.  The Chief or his / her designee shall disclose the 
employee's performance record consistent with current law. Persons making 
request can be referred to the City of Buda Human Resources for additional 
information.  

 
H. All records of unsuccessful applicants shall be maintained by the City of Buda, 

Human Resources. These records are releasable to other law enforcement 
agencies when requested and a properly executed release form is obtained from 
the subject of the records. (TBP: 4.04) 
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REFERENCES 
 

1.) Physical Readiness Test Minimum Standards 
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BUDA POLICE DEPARTMENT 

Policy   4.2   Appointment and Probation 
Effective Date:   

Approved:           Bo Kidd 
                                                  Chief of Police 

Reference: 1.09 and 2.03 

 
 

I. POLICY 
 

The Buda Police Department is committed to ensuring the standards of the department are 
maintained and that the people of our city are served by a competent and professional police 
department. 

 
II. PURPOSE   

 
To provide for a systematic process for the appointment of sworn and non-sworn personnel to 
the Buda Police Department. 

 
III. PROCEDURES FOR SWORN PERSONNEL 

 
A. Applicants that have been through the hiring process and have been approved for 

hire will complete the following steps prior to being retained as full time police 
officers. 

 
1.The applicant will be contacted by Chief of Police or designee to determine a 

starting date. 
 

2.  On the day selected for employment, the applicant will report to the Police 
Department and will then be taken, by appointment, to the City’s Human 
Resources office for completion of all initial paperwork.  

 
B. The new employee shall be issued a complete and up-to-date copy of the General 

Orders, Department Policies and Field Manuals. 
 

C. The new officer must take and sign the Oath of Office before performing any law 
enforcement duties. The Chief will set a time and place where the new officer 
will swear the Oath of Office. (TBP: 2.03) 

 
D. The Chief shall assign the new employee to a Police Training Officer for Field 

Training.  The new employee will work the same hours and have the same days 
off as the Police Training Officer. 

 
E. The new officer must possess a valid Texas Peace Officer License before 

performing any law enforcement functions. (TBP: 1.09) 
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IV. PROCEDURES FOR NON-SWORN PERSONNEL 

 
A. Applicants that have been through the hiring process and that have been approved 

for hire will complete the following steps prior to being retained as full-time 
employees. 

 
1. The applicant will meet with the Chief or designee to determine a starting 

date. 
 

2. On the day selected for employment, the applicant will report to the Human 
Resources office for completion of initial paperwork.  

 
B. Upon completion of the initial processing at Human Resources, the new 

employee will report to the police department. Employee will be issued 
necessary equipment for their job assignment. The employee shall sign for any 
issued equipment. 

 
C. The new employee shall be issued a complete and up-to-date copy of the General 

Orders, Department Policies and Field Training Manuals. 
 

D. The employee will be assigned to another employee for training as required and 
shall receive training in department operations, personnel rules, and department 
philosophy. 

 
V. PROBATION 

 
A. All new sworn employees are on probation for a period of six months from their 

date of hire.  Non-sworn personnel are on an introductory period for six months 
from the date of their employment.   

 
B. An employee may be released from employment at any time during the 

probationary period for any reason.  Supervisors who believe a probationary 
employee’s job performance is unsatisfactory should provide evidence of the 
unsatisfactory performance to the Chief for consideration at any time. 
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BUDA POLICE DEPARTMENT 

Policy   4.3   Promotions  
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager  

Reference: TBP: 4.06 and 4.07 

 
 

I. POLICY 
 

The Buda Police Department encourages employees to seek opportunities to develop their 
knowledge, skills, and abilities.  Promotions are based on performance, longevity, and the 
growth of skills through training and experience.  Although in a small department promotion 
opportunities are rare, the department promotion process is fair and equitable. 

 
II. PURPOSE 

 
To establish guidelines for promotions. 

 
III. PROMOTIONS (TBP: 4.06) 

 
A. Promotions (TBP: 4.06)  

 
1. When a vacancy exists for the position of Officer, Detective, Sergeant, or 

Captain, the Chief of Police shall post an advertisement of the position, the 
qualifications required, and a description of the selection process to be 
used for a minimum of two weeks prior to any selection process.  During 
that time, qualified officers may request, in writing, consideration for the 
position. 

 
B. Eligibility for Promotion 
 

1. Employee must meet the following minimum requirements to be eligible 
for promotion to any increased level of responsibility or compensation. 

 
2. The rank of Senior Sergeant, Captain is appointed by the Chief of Police.  

 
3. In the event those with less than the preferred qualifications apply for 

promotion, the Chief of Police reserves the right to allow for others to 
enter the process. 

 
4. The Chief of Police may go outside the department to fill ranking 

positions if circumstances dictate. 
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5. Promotions are approved by the City Manager and budget approved by 
the City Council.   

 
C. Promotional Matrix 

    
1. Detective: In order to be eligible for promotion and to apply for the 

position, the applicant must have: 
• A minimum of (2) two years’ service as a full –time licensed Peace 

Officer with Buda Police Department. 
• Four (4) years of service as a commissioned Texas Peace Officer.  
• Must possess at least a TCOLE Intermediate Peace Officer License 

that is in good standing with the Commission. 
• No written or otherwise documented reprimands or suspensions over 

the previous 12 months. Any candidate with a written disciplinary 
action within the last 12 months will be disqualified. 

• Pass the Physical Readiness Test (PRT)  
   

2. Patrol Sergeant: In order to be eligible for promotion and to apply for 
the position, the applicant must have: 
• A minimum of (2) two years’ service as a full –time licensed Peace 

Officer with Buda Police Department  
• Five (5) years of service as a commissioned Texas Peace Officer.  
• Must possess at least a TCOLE Intermediate Peace Officer License 

that is in good standing with the Commission. 
• No written or otherwise documented reprimands or suspensions over 

the previous 12 months.  Any Candidate with a written disciplinary 
action within the last 12 months will be disqualified. 

• Pass the Physical Readiness Test 
 

After the Sergeant is promoted, the following requirements must be met.  
 

• TCOLE Supervisor’s Course (required within 1 year of promotion) 
• Federal Emergency Management Agency Training ICS-800 

 
D. Promotional Matrix Process (except the rank of Master Sgt. and Captain) 
 

1. All Candidates must submit a “letter of intent” to apply for any posted 
promotion.  

 
2. This letter of intent will be submitted to the employee’s immediate 

supervisor for recommendation. This recommendation will be provided 
with written documentation to either support or decline a 
recommendation. These recommendations will be forwarded to the 
Captain for review. 

 
3. City of Buda Human Resources (HR) will create a Candidate Packet for 

each letter of intent that is submitted. HR and the Administrative Staff of 
the Police Department will meet to review the processes of the 
Promotional Matrix and will work collectively with the execution and 
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documentation of the Promotional Matrix process. The Promotional 
Matrix will be comprised of 3 phases.   

 
a. Phase 1 – Administrative Phase (to cap at 100 possible points) 

• Point additive segment 
• Tenure - 2 points per year of active patrol or patrol related 

service (i.e. CID, Traffic) to cap at 10 years (20 points) 
• Military Service – 1 point per year of federal or federalized 

state military service, capped at 8 years of service (8 points 
max) 

• Education – 2 points for Associates Degree, 4 points for 
Bachelor’s Degree, 6 points for Master’s Degree, or 8 
points for Doctorate Degree; or TCOLE Licensing – 2 
points of reach level of licensing (8 points max, whichever 
is higher) 

• Disciplines – 5 points per discipline. The following are the 
only disciplines that will be awarded points. Points will 
only be awarded for members of these teams that are in 
good standing. To claim a discipline, a certification must be 
provided, if applicable.  

o Crash team 
o Firearms Cadre 
o Police Technology Unit 
o Bicycle Patrol 
o Honor Guard 
o Spanish Speaking 
o Background Investigator 
o Field Training Program 
o SWAT/CNT 

• Past Evaluation Segment  
• Self-evaluations are not to be used in the Promotional 

Matrix.  
• On the Evaluation Forms we currently use, each items is 

attributed points on a scale of 1-5, (1-Failed to meet 
Expectations, 2 – Needs Improvement, 3 – Meets 
Expectations, 4 – Exceeds Expectations, 5 – Superior). 

• The Applicant’s last 2 years’ worth of evaluations should 
be averaged together and that average will be multiplied by 
10. 

• This phase will be scored by at least two persons, who will 
each sign off on the score form in each packet.  

• All Candidates will be ranked from highest to lowest. 
• Each candidate will receive an email with their ranking 

after each phase. 
• The official results will be posted at the end of the process 

listing the employees by their TCOLE PID # in order of 
their respective ranking after each phase.  
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• Candidates will be allowed to see scores and rankings 
through each phase. The Chief or Captain will answer any 
questions regarding the process and results.  
 

b. Phase 2 – Written Test (100 possible points) 
• A test bank of 300 questions will be developed from the 

Texas Code of Criminal Procedures, the Texas Penal Code, 
Buda Police Department Policy Manual, The City of Buda 
Ordinance Code, the Texas and United States 
Constitutional Amendment’s, and current case law. 

• Every question in the text bank must have a reference 
where the information was drawn from in order to provide 
proof of accuracy, if necessary.  

• The test question bank and study guide must be 
reevaluated, from time to time, to ensure relevance and that 
content is current. 

• The written test should be no less than 50 questions, which 
are drawn for each test from the bank. 

• The test will be scored by not less than two persons 
(separately), who will sign and date a form with 
candidates test score. The Score from and test will be 
added to the candidate’s packet. 

• An email will be sent to each candidate listing their ranking 
after each phase.  

 
c. Phase 3 – Oral Board (100 possible points 

• The Oral board will be comprised of five (5) persons with a 
least one (1) civilian. Recommended persons include: HR 
Director, Department Chaplain, Chief, Captain, and 
Sergeants.  

• The individuals sitting on the board will meet prior to the 
first interview to confer on the processes to be used to 
evaluate the candidates. The process will be read aloud to 
the Board and the scoring forms and questions will be 
distributed.  

• Board members will take turns asking 2 questions each for 
a total of 10 questions (the questions will be determined by 
the Administration). Follow up questions are permitted. All 
board members will score the candidate on each question 
asked on a scale of 1 to 100. 

• The candidates’ final interview scores will be ranked from 
highest to lowest and signed by all board members. Copies 
of the form will be placed in each candidate’s packet. 

• A member of administration will offer the employee the 
position in person/ phone call.  

• An Official posted list will also be used listing the 
employee by PID #, in order of their respective ranking 
after Phase 3. This list will be posted on the Chief’s door 
only.  
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d. Chief’s Consideration 
The eligible promotional candidate for detective and / or sergeant 
having the highest scores form all phases shall be considered for 
promotion by the Chief of Police. The Chief will consult with HR 
during this period. If the Chief determines that highest ranked 
candidate is not the best employee for that position, he or she may 
bypass the decision of the matrix and appoint the next highest scoring 
employee. If this determination is made, the Chief of Police must 
provide a written explanation to the candidate. This letter must be 
reviewed and signed by the Human Resources Director.  

 
e. Candidate Final Ranking.  

 Candidate rankings and scores will be posted in descending order and 
identified by candidates PID number. In the event of a tie (identical 
scores), the employee with the most seniority (hiring date) within the 
Buda Police Department will be ranked ahead. The time must be 
verified by the Humans Resources Director and reviewed by the Chief 
of Police.  

 
f. Promotional List 
After the last remaining phase is complete and final rankings are 
posted, that will be considered the final list for promotion. The 
employees on this list will be in descending order. The employee 
ranked second (2nd.) and so on will be considered the next eligible 
employee for a promotion in which the originally tested. This list will 
remain in effect for a period not to exceed (18) months from the date 
the list was posted to the department. The Chief of Police reserves the 
right to post the next promotional opportunity past the expiration date 
if he/she so desire to. (TBP: 4.07) 

 
Should the Buda Police Department be granted expansion of  
Command Staff positions (ex: Lt, Assistant Chief, etc.) from the City, 
the Chief of Police will have latitude in how those positions are 
selected. 

 
g. Chief of Police will be appointed by the City Manager. 
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BUDA POLICE DEPARTMENT 

Policy   4.4   Performance Evaluations 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference:  

 
   

I. POLICY 
 

The Department bears an obligation to the public and its own personnel to hire and retain the 
best qualified officers. To that end, the Department regularly and formally evaluates the 
performance of officers and other employees.  The evaluation system discussed herein serves 
both the interests of management and employees.  The purposes of the evaluation system are to 
(1) allow fair and impartial personnel decisions; (2) maintain and improve performance; (3) 
provide a basis and a medium for personnel counseling; and (4) identify training needs. 

 
II. PURPOSE 

 
The purpose of this order is to outline and describe the Departmental evaluation process. 

 
III. PROCEDURES 

 
A. General 

 
1. All employees shall be evaluated using the departmentally approved 

form. Officers shall be evaluated formally by their immediate 
supervisor.  

 
2. Evaluations reflect observations and perceptions by rating personnel and 

personnel shall be rated as having demonstrated needs improvement, 
below expectations, meets expectations, exceeds expectations and 
exceptional. 

 
3. Each officer shall be evaluated annually to address potential weaknesses, 

seek a solution and set goals for the employee. To constitute a 
satisfactory evaluation, an officer must receive an overall 3.0 (or 
competent performance).  

 
4. All performance evaluations will cover a period not longer than a 

calendar year and shall be completed, signed by the employee and 
rating supervisor and turned in to the Chief of Police. The Chief of 
Police will submit the evaluation for approval of the City Manager. 
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5. Once the evaluation has been approved by the Chief of Police and the 
City Manager. All evaluations shall be reviewed with the employee and 
will be given to Human Resources. An additional copy of the evaluation 
will be placed in the employee’s personnel file(s).  
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BUDA POLICE DEPARTMENT 

Policy   4.5   Uniforms, Appearance and Equipment 
Effective Date:   

Approved:            Bo Kidd          Kenneth Williams  
                                                  Chief of Police                 City Manager 

Reference: TBP: 1.11, 1.12, 2.13, 7.17, and 7.23  

 
  

I. POLICY 
 

Proper uniforms and equipment are necessary to perform our law enforcement duties and 
present a professional image to the community we serve. It is imperative that we present a 
professional presence in our community to inspire that respect.  All employees must strive to 
present a clean, well groomed image when wearing the Departmental uniform or representing 
the Department in any manner. 
 
II. PURPOSE   

 
To provide officers with a list of uniform and equipment items that are provided or required and 
provide a Departmental dress code for all employees. 

 
III.  DEFINITIONS 

 
A. Class A Dress Uniform: designated navy colored uniform, long sleeve shirt with 

gold/silver buttons, tie, approved tie pin and Class A uniform pants and cover, if 
applicable. Mandatory items include badge, name plate, appropriate rank 
insignia, award ribbons, black polished footwear and service stripes if 
applicable. This uniform will be worn for formal events and all county, district, 
court appearances or when directed by the Chief of Police or his/her designee.  

 
B. Class B Patrol Uniform: designated black colored uniform, long/short sleeves 

with plain epaulets without metal buttons, uniform patrol pants, and optional 
cover. Boots/shoes must be black and capable of being shined; socks will be 
dark blue or black if visible. Mandatory items and optional items are the same as 
for the Class A/B Dressed Uniform. The outer uniform vest carrier may be worn 
as with this uniform. This patrol uniform will be worn during day-to-day patrol 
duties.   

 
IV. UNIFORMS AND EQUIPMENT 

 
A. New employees shall be issued uniforms and equipment needed to perform their 

job function. Employees may purchase and carry additional items that are 
approved and authorized in writing by the Chief of Police. Employees will not 
wear, carry, or use any personally owned equipment without the written 
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approval of the Chief of Police, a copy of which will be maintained in the 
employee’s personnel file. (TBP: 1.11) 

 
B. Each employee must sign an inventory sheet listing all uniforms and equipment 

issued to the employee. The inventory sheet will be maintained in the 
employee’s personnel file. (TBP: 1.12) 

 
C. Employees are responsible for the uniforms and equipment issued. The 

employee’s supervisor shall ensure all departmental uniforms and equipment are 
returned to the department upon resignation, termination or retirement. 

 
D. When an employee terminates employment, all issued equipment shall be 

returned prior to the day the termination is effective.  Failure to return all items 
of city property may result in legal action. (TBP: 1.12) 

 
E. Employees shall have as a part of their issued equipment a copy of the Policies 

and Procedures manual, and shall maintain and make appropriate changes or 
inserts as directed. 

 
F. With the approval of the Chief of Police or his/her designee, employees are 

allowed to purchase a flat badge wallet, after completing their probationary 
period. 

 
G. Employees may be held responsible for City issued equipment or equipment 

owned by the City if damaged or lost due to negligence.  
 

V. UNIFORMS AND EQUIPMENT PROVIDED BY THE CITY 
 

A. Uniforms and equipment provided to Police Officers by the City of Buda shall 
include:  

 
• Class A Long Sleeve  (1) 
• Class A Pants   (1) 
• Class B Pants   (2) 
• Duty Short Sleeve   (3) 
• Duty Long Sleeve   (1) 
• Tie w/ Clip    (1) 
• Winter Jacket   (1) 
• HI-VIS Rain Coat   (1) 
• Body Armor   (1) 
• outer vest carrier    (1) – if wanted 
• Name Tag    (1) 
• Chest Badge   (1) 
• "PD" Collar Pins   (1 Set) 
• Traffic Vest    (1) 
• Duty Belt    (1) 
• Uniform Under Belt  (1) 
• Holster (Approved)   (1) 
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• Handcuff Case    (2) 
• Expandable Baton Holder  (1) 
• OC Pepper Spray Holder  (1) – if wanted 
• Flashlight Holder   (1) 
• Magazine Holder    (1) 
• Belt Keepers   (4) 
• Latex Glove Holder   (1) 
• Duty Ammo    (1 Box) 
• Patrol Rifle    (1) 
• Handcuffs     (2) 
• Expandable  Baton 26"    (1) 
• OC Pepper Spray     (1) – if wanted 
• Taser with Holster   (1) 
• Tourniquet with holster  (1) 
• Radio, charger, and holster  (1) 
• Policy Manual    (1)  
 

B. Uniforms and equipment that are excessively worn or damaged will be replaced 
by the Department after inspection and review by the first line supervisor.   

 
C. With the approval of the Chief of Police or his/her designee, officers are allowed 

to purchase additional equipment as needed or desired. Individually purchased 
items may be purchased from any vendor, but must comply with current uniform 
or equipment standards. 

 
 

 
VI. PROTECTIVE VESTS (TBP: 7.23) 

 
A. Body armor is provided by the Department and will be worn by all sworn officers 

when in full uniform and in the public view. Body armor will be replaced in 
accordance with guidelines and protocols established by the National Institute 
of Justice. 

 
B. Uniformed Officers, when working in field assignments, will wear 

Departmentally-issued protective vests when on-duty or when off-duty and 
working law enforcement activities.  Officers who are not working field 
assignments, or patrol officers while inside the police facility, may remove their 
vests but will keep the vest readily accessible in the event they are needed.  Any 
officer participating in a search warrant execution or other high risk activity shall 
wear a protective vest. 

 
C. Officers shall routinely inspect personal body armor for signs of damage and 

for general cleanliness. As dirt and perspiration may erode ballistic panels, 
each officer shall be responsible for cleaning personal body armor in 
accordance with the manufacturer’s instructions. 

 
VII. REFLECTIVE VESTS (TBP: 7.17) 
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Agency personnel are issued and shall wear the high-visibility reflective vest as soon as 
practical when either directing traffic or working at the scene of an accident.    

 
VIII. DEPARTMENTAL APPEARANCE REQUIREMENTS (TBP: 2.13)  

 
A. Uniform Employees  
 

1. When wearing the uniform, employees will be in full uniform, including 
all items that are integral parts of the uniform.  All uniform and 
accessories must be maintained in a clean and good condition.  

 
2. Shirttails will be worn tucked in at all times.  Employees may wear a dark 

navy turtleneck or mock turtleneck with long sleeve shirts during cold 
weather.   

 
3. Name Plates - Each employee, regardless of rank, will wear a 

Departmental issued nameplate, centered within ½ inch above the right 
shirt pocket seam.  The nameplate will have the officer’s last name. 
Officers holding the rank of Sergeant or higher will wear gold and 
Police Officers will wear silver. 

 
4. Footwear - Footwear will be solid black and in good condition. Officers 

must wear solid black socks if the socks are visible. Footwear for Class 
A must be in good condition, and capable of being shined.   

 
5. Winter headgear may consist of a black or dark navy knit cap with no 

visible logos or emblems visible. 
 

B. Award Ribbons or Medals 
 

Commendation ribbons and medals approved for wear by the Department will be 
worn, centered, above the nameplate on the uniform shirt, no more than three 
across and three up, and will be worn in order of importance.  The wearing of 
commendation ribbons and medals is optional for those officers who are 
recipients of such awards while wearing the standard duty uniform and while 
assigned to standard duty assignments.  The wearing of commendation ribbons 
and medals is mandatory for those officers who are recipients of such awards in 
all formal settings or as required by the Chief of Police.   

 
C. Plain Clothes Assignments (Sworn and Non-Sworn Employees) 

 
1. The standard plain clothes assignment uniform will be business casual.  

Shoes will be boots, or other business casual footwear.    
  

2. When in the capacity of official police duties, detectives will carry the 
department duty issued sidearm, handcuff/ magazine combo pouch.  The 
officer’s Department badge may either be worn on the waistline near 
weapon or on a badge holder necklace; either option requires that the 
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Department badge is as visible to the public as the duty sidearm. The 
Departmental badge may also be worn on a raid vest as long as it is 
prominently displayed.    

 
3. Plain clothes officers may wear a vest or jacket that readily identifies the 

wearer as a police officer during call-outs, special assignments, or at 
times when called upon to assist patrol in uniformed duties.  

 
4. At the discretion of the Chief of Police, additional duty weapons and 

equipment may be authorized to be worn by plain clothed officers 
provided that current training / qualification has been met. 

 
5. At the discretion of the Chief of Police or his/her designee, civilian 

employees may participate in an approved city casual day (Friday).  
Casual clothing shall include blouses, polo shirts, or sweaters, slacks or 
blue jeans (not faded, stone washed or old) and must be neat and 
professional in appearance.  T-shirts are prohibited unless authorized by 
the Chief of Police for specific events or purposes.  Closed or open toe 
and heel, or flat shoes may be worn. Conservative solid colored athletic 
shoes are acceptable. 

 
D. Special Assignments  

 
1. Employees placed in special assignments including covert or 

undercover assignments, special events, or other special operations 
necessitating deviation from the forgoing sections shall be handled in a 
case by case basis through the Chief of Police and will wear clothing 
approved by the Chief of Police or in the Chiefs absence, the 
supervisor of the operation. 

 
2. Officers placed in a temporary light duty status will not wear any item 

whether clothing or devise that indicates they are a law enforcement 
officer in public. The badge and/or the duty weapon will not be 
displayed or carried on the person without approval from the Chief of 
Police or Captain. Officers in a light duty status will not drive any 
marked police vehicles unless approved in writing by the Chief of 
Police or his/her designee.   

 
E. Court Attire 

 
Officers attending County / District court will be in Class A uniform. The Chief 
of Police may approve the wear of civilian clothes to include a shirt and a suit 
and tie for male employees and appropriate business attire for female employees 
in a case by case instance.  

 
F. Physical Appearance 

 
1. Employees shall maintain their physical appearance in accordance with 

good taste and professionalism. Hair shall not be dyed, colored, or styled in 
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a manner which would draw undue attention to the employee. Female 
employee’s makeup shall be tastefully applied. Male employees shall not 
appear for work needing a shave or haircut. 

 
2. Hair length 

 
a. Male employees shall wear their hair so as to present a groomed 

appearance. Hair will not extend past the collar at the back of the 
neck. Hair on the sides will not extend below the top of the ear and 
must be mildly tapered. Hair in the front will not extend below the 
middle of the forehead. Sideburns may extend no lower than the 
lowest tip of the employee's ear lobe. They shall be of a naturally 
even width and shall end with a clean shaven horizontal line. 

b. Female employees shall wear their hair so as to present a groomed 
appearance. They shall not be restricted as to the length of their 
hair. However while in uniform, if the hair extends below the 
bottom of the collar it shall be secured in a bun or ponytail. It shall 
not be allowed to hang into the employee's face, either in front or 
on the sides. 

 
3. Mustaches and Beards 

 
Mustaches, Goatees and beards are permitted; They shall be neatly 
trimmed at all times.  

 
4. Jewelry 

 
a. Female employees may wear earrings, one per ear, provided they 

are small and tasteful in appearance. Male employees are not 
permitted to wear any type of earring; unless deemed necessary as 
part of a covert or undercover operation to be approved by the 
Chief of Police or operation supervisor. 

b. Employees in uniform are discouraged from wearing chains and 
necklaces as they could be lost or cause an injury during the 
performance of police activities. If employees choose to wear a 
necklace or any neck jewelry, the jewelry must be hidden from 
public view. 

c. Female employees assigned to civilian attire may deviate from 
these regulations with the approval of their supervisor. 

d. Lipstick, if worn will be of a neutral color. 
e. Make-up, if worn, will be used sparingly and will be neutral in 

tone. 
f. Officers may wear two rings to include wedding rings/band or as 

approved by the Chief of Police. 
 

5. Personal Hygiene 
 

Employees shall practice good personal hygiene at all times, including use 
of soap, water, and deodorant. Employees shall not report for work 
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emitting an offensive body odor. A moderate amount of perfume or 
aftershave may be used. 

6. Tattoos, Body Art and Piercing 
 

a. While representing the Department in an official capacity, no 
Department personnel shall exhibit any visible tattoos, body art or 
branding without prior approval of the Chief of Police. The only 
acceptable methods for covering tattoos, body art or branding are 
with the official uniform, plainclothes apparel, sleeve or apparel 
authorized by the Chief of Police.  This regulation does not apply 
to undercover officers when acting in that capacity.   

b. With the exception of pierced ears, body piercing(s) are not 
authorized for wear by any agency personnel while representing 
the Department.  Body piercing(s) must be covered by the official 
uniform or plainclothes apparel when agency personnel are 
representing the Department.   

 
7. Miscellaneous 

 
a. All officers will practice proper hygiene so as not to offend other 

officers or the public. 
b. No officer will wear any pin, medallion or other type of jewelry or 

award of merit on a uniform except those authorized by the 
Department. 

c. All police Department employees receiving uniforms and/or 
equipment will be required to sign an issuance of equipment form 
upon receipt of property. 

d. All City equipment shall be returned to the City upon the employee 
leaving employment. This will be documented on the issuance 
equipment form as part of the “exit” process. 

e. When attending training on behalf of the Department, the officer’s 
appearance and dress will consist of business casual attire or 5.11 
Tactical styles and will not reflect negatively upon the Department. 

f. Officers assigned on special assignments requiring civilian 
clothing will do so at the authorization of the Chief of Police. 
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BUDA POLICE DEPARTMENT 

Policy   4.6   Off-Duty Employment 
Effective Date:   
Approved:           Bo Kidd          Kenneth Williams   
                             Chief of Police       City Manager 

Reference: TBP: 4.05 

 
 

I. POLICY 
 

The City of Buda, the Police Chief and the Buda Police Department retain the right to regulate 
secondary employment by its employees. Secondary employment will be regulated to ensure the 
continued efficiency and effectiveness of the department, reduce / eliminate conflicts of interest, 
to promote the welfare and reputation of the department, and ensure that employees are prepared 
for regular duty. 

 
II. PURPOSE 

 
To outline the limitation on secondary employment, establish procedures for approving 
secondary employment, governing off-duty employment and conduct while employed in an off-
duty capacity.  

 
III. DEFINITIONS 

 
A. Secondary Employment - Any type of employment outside of the Buda Police 

Department, whether requiring law enforcement powers or not. Volunteer 
charity work is excluded unless it involves law enforcement duties 

 
B. Off-duty employment - Employment outside regular working hours that 

requires the potential use of law enforcement powers granted by the State of 
Texas and the City of Buda. 

 
C. Off Duty Job Coordinator (ODJC) – A Buda employee designated to facilitate 

all aspects of request to hire peace officers.  
  
D. House Rules – Rules that are not specifically authorized by state or federal law 

which are typically rules of the off-duty employment employer. 
 

IV. PROCEDURES (TBP: 4.05) 
 

A. General  
 

 All employees are eligible to work off-duty employment subject to the 
requirements of this policy. Employees are permitted to work off duty after 
successfully completing the Police Training Program.  
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Employees cannot work any secondary employment if they are: 
 

1. Suspended 
 

2. On medical, FMLA, or sick leave 
 

3. Temporary disability, or light duty due to injury 
 

An employee engaged in any off-duty employment may be called in an 
emergency. 

    
B. Secondary Employment Restrictions 

 
Employment shall not constitute a conflict of interest. A conflict of interest, as 
determined by the Chief of Police, is any activity inconsistent, incompatible, or 
in conflict with the duties, functions, or responsibilities of employment.  

 
 C. Off Duty Employment Restrictions 

 
1. Officers will not work any off-duty employment on the same calendar 

day they call in sick to on-duty employment.  
 
2.  Serving as a recruiter and receiving compensation for procurement of 

law enforcement – related hours for other department employees is 
prohibited.  

 
3.  No employee shall solicit any person or business for the purpose of 

gaining law enforcement related off-duty employment, and while on 
duty, shall not solicit any person or business for the purpose of gaining 
secondary employment.  

 
4. Officers engaged in law enforcement related employment shall be 

subject to the order of the on-duty law enforcement supervisor.  
 
5.  Officers will have at least an 8 hour break in service from their 

overtime job, before they start their 12 hour duty assignment / shift. 
 

D. Administration 
 

The City, through the City Manager, reserves the authority to modify, revoke, 
interpret, or terminate any or all of the rules set forth in this policy, in whole or 
in part at any time.  

 
1.  Employees must submit a written request to the Chief of Police through 

the chain of Command for any off-duty employment. Employees shall 
not begin any off-duty work until the approval has been granted. The 
request shall be filed with the Buda Police Department.  
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 a.  The Approved request is subject to periodic review of the Chief of 

Police. Officer shall communicate any changes in information 
contained on the form to the Chief of Police as soon as possible.  

 b.  The Chief of Police may revoke permission to work off duty if the 
officer fails to perform adequately on duty or receives disciplinary 
action. To be eligible for permission to work off duty, officers 
must be in good standing with the department, continued 
permission to work off duty is contingent upon remaining in good 
standing. 

 
2.  The Chief of Police may disapprove any employment that demeans the 

status or dignity of the law-enforcement profession, or otherwise 
represents a conflict of interest. Examples of such employment 
include: 

 
a. Retailers which sell pornographic materials or provide services of a 

sexual nature. 
b. Gambling establishments not exempted by law. 
c. Any firm connected with the towing or storage of vehicles, bill 

collecting, bodyguards, re-possessors, private investigators, 
pawnshops, or process servers,  

d. Performance in department uniform of any task other than those of 
law enforcement.  

e. Performance of any work for business or labor group that is on 
strike. 

f. Performance of personnel investigations for private firms or any 
employment requiring the officer to have access to police files, 
records, or information as a condition of employment. 

g. Performance of any activity which the Chief of Police deems 
inappropriate or could harm the reputation of the department 

h. Employees do not enforce house rules. 
i. Employees will not work for an individual or business that requires 

the employee to sign a hold harmless indemnity agreement as a 
condition of employment.  An agreement of this type could hold the 
employee responsible for the employer’s attorney’s fees and 
litigation expenses, should the employer be sued. 

j. Employees are not employed as an expert witness in any matter 
investigated by this Office, any other Buda City office, or for the 
defense in any criminal or civil case involving the city of Buda, 
unless the employee’s testimony is given on behalf of the City of 
Buda or at the request of a prosecuting attorney. 

k. Employees will not work at secondary employment jobs that render 
the employee unavailable to respond during an unanticipated 
emergency. 

l. Employees will not work for an employer or organization that 
advocates hatred, prejudice, or oppression of any racial, ethnic, 
gender, or religious group, or which disseminates defamatory 
materials. 
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m. Employees will not simultaneously work secondary employment 
and regular duty. 

n. Employees will not obtain a permit or license from any other law 
enforcement agency, unless approved by the Chief of Police.  

o. Employees will not obtain a license as a Private Investigator nor 
engage in private investigator activities, or work for a private 
security company.  

 
 3.  Arrests made while engaged in off-duty law enforcement-related 

employment shall be limited to felonies or criminal misdemeanors 
committed in the officer’s presence or a breach of the peace 
jeopardizing public safety. 

 
a.  Employees shall understand that department liability protection 

shall not extend to willful acts which cause injury or damage, or 
acts the officer knew of reasonably should have known conflicted 
with department policy or the law.  

b.  Off-duty arrest shall not be made when the officers’ action only 
furthers the interest of the private employer, Officers will not 
enforce by arrest, request, or threat, any house rules or private 
employer rules.  

 
D. Liability, Indemnification, Insurance 

 
1.  The department shall not be responsible for medical expenses incurred 

from injuries sustained while working any off-duty employment.  
 

2.  The department recognized that an officer in law enforcement-related 
employment may undertake action connected with the employment 
that the courts may construe as a law-enforcement duty, and therefore 
an extension of the job, Officers are reminded their off-duty 
performance must follow the same standards required for on-duty 
performance. Off-duty law-enforcement actions, whether for a private 
employer or not, must meet the requirements of this manual. Failure to 
comply with the standards required for on-duty performance, while 
performing outside law enforcement-related employment, may lead to 
disciplinary action. 
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 REQUEST FOR OFF DUTY EMPLOYMENT 
 
 I, ________________________, am officially requesting to work in an off-duty capacity at: 
_____________________________, located at: _______________________________________ 
Business Name                                                   Address 
                                                                  _______________________________________ 
                                                                   CITY                         STATE                ZIP 
This employment is: ____ Police Related                     _____ Non-Police Related 
Description of duties: 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______ 
I have read and understand the City of Buda Policy and Procedure: 4.6 “Off-Duty Employment” 
and further certify that this requested employment will not interfere with my primary 
employment with the City of Buda Police Department. 
___________________________________    
Ofc. Name   
 Date 
___________________________________    
Supervisor   
 Date 
___________________________________    
Chief of Police   
 Date 
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BUDA POLICE DEPARTMENT 

Policy   4.7   Grievance Procedure 
Effective Date:   
Approved:              Bo Kidd          Kenneth Williams  
                                                      Chief of Police        City Manager  

Reference:  TBP: 2.08, City of Buda Personnel Policy, Chapter 13.20 – 
Grievance Procedure 

 
 

I. POLICY 
 

The Department's goal is to provide fair, equitable, and clearly defined means for the resolution 
of grievances, to ensure employees and their supervisors are accorded reasonable opportunity to 
present the facts bearing on a grievance, and to guarantee the opportunity to exercise the rights 
set forth in this order.  Every employee has the right to fair treatment in all matters arising from 
employment and to this end each employee has the right to be heard whenever he or she alleges 
mistreatment.  A grievance process that affords employees the opportunity to air a complaint 
helps reduce dissatisfaction, identify organizational problems, and increase morale. 
 
The Department retains the right under applicable laws and regulations to direct employees 
in the performance of their duties; to take the necessary means to achieve the proper ends 
under emergency situations; and to hire, promote, transfer and assign employees as well as to 
suspend, demote, discharge or take disciplinary action against such employees for just cause. 

 
II. PURPOSE 

 
The purpose of this order is to establish grievance procedures for Departmental employees to 
resolve disputes or complaints concerning the terms or conditions of employment.  

 
III. APPLICABILITY 

 
A. Included 
 
All permanent full-time or part-time employees (those who work at least 20 hours 
weekly, continuously for at least six months).   

 
B. Excluded 

 
1. An employee who has voluntarily resigned may not have access to the 

grievance procedure after the effective date of the resignation.   
 

2. An employee who has been removed from employment shall not have 
access to the grievance procedure, except to grieve a removal resulting 
from a formal discipline, unsatisfactory job performance or other 
involuntary separation.  This grievance must be filed within 10 calendar 
days of the dismissal date.  Any grievance initiated by a permanent 
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employee before voluntary separation from the Department may continue 
to be processed through the grievance procedure. 

 
IV. WHAT IS GRIEVABLE 

 
A grievance is a complaint or dispute of an employee relating to employment, including but not 
necessarily limited to: 

 
A. Disciplinary actions, including terminations (whether resulting from formal 

discipline or unsatisfactory job performance or an involuntary separation), 
demotions, and suspensions.  

 
B. The improper application of personnel policies, procedures, rules and regulations, 

ordinances and statutes. 
 
C. Acts of reprisal as a result of use of the grievance procedure or of participation in 

the grievance of another employee. 
 
D. Complaints of harassment / discrimination on the basis of race, color, creed, 

political affiliation, age, handicap, national origin, or sex. 
 
E. Intimidation because of participation or failure to participate in political activities. 
 
F. Unfair Treatment 
 
G. Improper application of fringe benefits; or 
 
H. Improper working conditions  

 
V. WHAT IS NOT GRIEVABLE 

 
City Administration reserves the exclusive right to manage the affairs and operations of the 
Department.  Accordingly, the following complaints are not grievable under this order: 

 
A. Establishment and revision of wages or salaries, position classifications, or 

general benefits. 
 
B. Work activity accepted by the employee as a condition of employment or work 

activity which may reasonably be expected to be a part of the job content.  (The 
measurement and assessment of work through a performance evaluation shall 
not be grievable except where the employee can show that the evaluation was 
arbitrary or capricious.) 

 
C. The contents of established personnel policies, orders, and statutes. 
 
D. Failure to be promoted (except where the employee can show that established 

promotional policies or procedures were not followed or applied unfairly). 
 
E. The methods, means, and personnel by which work activities are to be carried on. 
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F. Dismissal, layoff, demotion, or suspension from duties because of lack of work, 

reduction in the work force, or job abolition. 
 
G. The non-disciplinary hiring, transfer, assignment, and retention of employees 

within the agency.  
 
H. The relief of employees from duties during emergencies. 
 
I. The city's financial, budgetary, accounting, compensation, and organizational 

policies and procedures. 
 
J. Management of city employees, including the right to determine the duties to be 

included in a job classification; to make personnel appointments in accordance 
with adopted selection policies and techniques; to determine the number of 
persons to be employed or retained as employees, including the right to lay off 
employees whenever it is deemed to be in the best interest of efficiency or 
productivity or whenever necessitated by lack of funds or reduced workload; to 
establish rules and regulations governing work performance and conduct of 
performance evaluations; to transfer and assign employees within the 
department; to determine the need for shift operation and rotation of the work 
week; to assign overtime; to determine job training and career development; and 
to determine duties or actions in emergencies. 

 
VI. PROCEDURES  (City of Buda Personnel Policy Chapter 13.20, TBP: 2.08) 

 
Complaints and concerns should be brought to the immediate attention of your supervisor. 
Employees shall try to approach their supervisor at the time and place that will allow the 
Supervisor to properly listen to your concerns. If you have discussed this matter with your 
Supervisor previously and you do not believe that you have received a sufficient response, or if 
your Supervisor is the problem you should contact the Department Head and/or Human 
Resources. When meeting be sure to indicate what the problem is, those persons involved in the 
problem, and any suggested solution you may have to the problem.  
 
If you consider this matter an emergency, legal, ethical or a safety issue, use your best 
judgement to expedite the complaint process and contact the Chief of Police, Human Resources 
and/or the City Manager immediately. 
 
If the complaints merit an investigation, the Human Resources Department will evaluate the 
problem. Human Resources may have a conference with you and your supervisor or with both 
of you individually in attempt to resolve the matter. If after Human Resources has completed 
their investigation to evaluate the situation/problem, you may choose to have the issue reviewed 
by a Disciplinary Committee. The Disciplinary Committee will be compromised of four (4) of 
your peers and Human Resources. The Disciplinary Committee will listen and evaluate this 
situation and make any recommendations to the Chief of Police. Third parties may be used to 
investigate any grievance and the city may use legal counsel to participate and/or assist in the 
process. Employees are free to seek legal guidance on their own but are not permitted to have 
legal counsel attend or participate in meetings and/or investigations in the workplace.  
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It is the purpose of the grievance procedure to help maintain a positive work environment with 
respect and responsibility toward each other. The grievance procedure is also intended to avoid 
unnecessary employee claims and City’s legal exposure. The City cannot promise that your 
specific grievance or complaint will result in the action you request or that you will be satisfied 
with the outcome of the grievance procedure, but strives to provide a fair and impartial review 
on any concern raised. – (City of Buda Personnel Policy Chapter 13.20) 
 
The Disciplinary Committee will be selected by Human Resources and the Chief of Police.  

 
VII. FINAL AUTHORITY (City of Buda Personnel Policy, Chapter 13.15) 

 
 The City Manager’s decision in all disciplinary matter is final.  
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BUDA POLICE DEPARTMENT 

Policy   4.8   HEALTH AND PHYSICAL FITNESS POLICY 
Effective Date:   
Approved:              Bo Kidd         Kenneth Williams  
                                                      Chief of Police      City Manager 

Reference:   

 
 

I. OBJECTIVE: 
 

The Buda Police Department Health and Physical Fitness Policy is designed to address the issue of 
good health and physical fitness for commissioned officers. 

 
The objective of the program is to support and assist officers in maintaining a high degree of 
physical conditioning and good health by providing a periodic evaluation and assessment. In 
addition, the program will also provide resources to promote and maintain healthy lifestyles. 
 
The key to good health and fitness lies in lifestyle. There is not a great deal that others can do to 
improve an officer’s level of health and fitness. Each officer has an individual responsibility to 
maintain a level of fitness that permits him/her to carry out job responsibilities and safely handle 
any situation that may arise.  Personal goals must be established, and effort must be put forth to 
achieve them. A fitness plan, which includes goals in the areas of nutrition, exercise, and weight 
control, will pay great dividends if carried out.  

 
II. POLICY 

 
This policy is designed to assist and support officers in maintaining physical readiness in 
performing the duties required of our profession. The positive results will benefit the Department 
and citizens by ensuring a physically fit and well-trained force that is ready to safely respond to 
any situation. Each officer will benefit from the additional officer-safety factor that is present when 
one is physically fit. In addition, officers will be better able to perform day-to-day duties with a 
reduction of stress.  

 
The Chief of Police will identify appropriate personnel under their command to receive training 
and certification to conduct physical health screening and testing. 

 
III. PHYSICAL FITNESS TESTING DURING EMPLOYMENT FOR COMMISSIONED 

PERSONNEL  
 

A. All commissioned officers will be subject to physical fitness testing as follows: 
 

1. Annual Testing Periods: 
 

a. Between September 1st and November 30th, all commissioned 
employees must pass the physical readiness training (PRT). Each 
commissioned employee is allowed 3 attempts to pass the required 
minimum standard. Each employee must take their first attempt within 
the first month of the testing cycle, which is September. If the 
commissioned employee fails in September; he or she shall make a 114 166



second attempt in October. If the commissioned employee fails in 
October; he or she shall make a third and final attempt in November. All 
PRT attempts must be completed by November 30th.  

b. “Attempt” Defined: An attempt is an employee’s genuine effort to 
complete the selected PRT testing option. 

c. All commissioned employees, including commissioned Department 
Certified Fitness Testers, are to be tested by a Department Certified 
Fitness Tester who has a current active CPR/AED certification or 
Department approved equivalent.  

d. “Department Certified Fitness Tester” is a tester who has successfully 
completed training in any of the following formats: 
i. DPS Fitness Institute: Physical Fitness Testing and Assessment 

Instructor Development Program. This tester can perform the 
Standard PRT testing; Concept II Row testing (2000m, 4-minute, 
500m), and the Combat Fitness Evaluation.  

ii. Concept II Rower Tester Training Course: This tester can perform the 
Concept II Row Testing (2000m, 4-minute, 500 m) and the Standard 
PRT testing.  

iii. Combat Fitness Tester Training Course: This tester can perform the 
combat fitness testing. 

 
B. Pre-Testing General Health Screening 

 
1. All employees are required to have a preventive, general health screening 

conducted by a physician not longer than one year prior to participating in 
the PRT testing. A Preventative General Screening Form ETR-162, Form 
must be approved for participating by the employee’s physician and 
maintained by the employee.  

 
2. The Department Certified Fitness Tester must view the ETR-162 to verify a 

physician has recommended the employee can participate in PRT testing. 
Certified fitness testers should not take possession of the ETR-162.  

 
3. If the employee’s physician does not recommend participation in the PRT, 

the employee will not be allowed to test during the testing period. If an 
employee is unable to test they are considered to have failed the PRT unless 
they have obtained a medical waiver.  

 
4. If the ETR-162, completed by a physician does not authorize participation in 

the PRT, the employee may be required to have an HR-87 (light duty status 
form) completed to determine if there are physical limitations that prevent 
the performance of the employee’s duties. The chain of command, in 
connection with HR, will initiate this process and determine the appropriate 
course of action.  

 
C. Physical Readiness Testing (PRT) 

 
1. The PRT performance standards are found in the Patrol Room (forms with 

standards for each test) and can be obtained by any supervisor. All 
commissioned employees must meet a minimum score as set by the Chief of 
Police for their age and gender. The employee may choose the Combat 
Fitness Evaluation, Standard PRT or any one of the Rowing options to 
complete their PRT.  
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2. Employees will be allowed three attempts per testing period to pass the PRT. 
All attempts must be completed within the testing period.  

 
3. An employee who fails to pass PRT is required to report that failure to the 

employee’s immediate supervisor.  
 
4. All PRT or organized fitness training events must have an AED and certified 

AED operator or department approved equivalent present.  
 
5. At the end of each testing period, agency wide commissioned officer results 

will be reviewed by the ETR Division. The minimum percentage passing 
score may be adjusted with the approval of the Chief of Police to address 
potentially disparate impact of the presumptive passing score on any class of 
individuals. 

 
Combat Fitness Evaluation 

Three rounds of: 
a. One minute wall ball 
b. One minute sumo deadlift high pull 
c. One minute box jump 
d. One minute push press 
e. One minute row  
f. One minute rest 
 

   Rowing 
a. 2000 Meter Row – Damper Setting 5 
b. 4 Minute Row Test – Damper Setting 5 
c. 500 Meter Row – Damper Setting 5 

   
   Standard PRT 

 
a. Abdominal crunches, maximum number within two minutes. 
b.  Push-ups, with no time limit. 
c.  One and a half (1½) mile run. 

 
D. Documentation 

 
The Department certified fitness tester conducting the physical readiness testing, will 
be required to document the results on a ETR-164.  A copy of this form will be given 
to each employee. A copy of the ERT164 shall be submitted to the Fitness and 
Wellness Unit of the Department. 

 
The Department certified fitness tester will weigh each employee before administering 
any PRT testing and record the weight on the ETR-164 form. The tester is also 
responsible for ensuring the accuracy of the data on the form. 

 
E. Waivers 

 
All waivers must be requested on the ETR-163 form and the request must be approved 
by the Chief of Police or his designee. When the need for the waiver is foreseeable, the 
employee must submit the request 30 days prior to the beginning of the testing period 
so that the process is completed during the testing period. 
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1. Medical Waivers. An employee must report to his/her immediate supervisor 
any medical condition that could affect the employee’s ability to perform all 
assigned tasks and responsibilities, including participating in PRT. All 
medical waiver requests must be accompanied by a letter from a physician 
describing the physical condition that prohibits participation in the PRT. 
Letters from physicians for temporary or extended waivers must be issued 
within three months of the testing period. Each physician letter must be 
accompanied by a memorandum from the employee detailing the physical 
condition that prevents participation in the PRT.  

 
Employees unable to perform some or all of the physical condition testing 
may apply for one of the following waivers: 

 
a. Temporary Waiver. An employee with a temporary physical 

condition that prohibits them from participating in the PRT may 
request a temporary waiver. A temporary waiver is granted per 
testing period.   

 
b. Extended Waiver. An employee with a permanent physical 

condition that prohibits them from participating in the PRT may 
request an extended waiver. An extended waiver may be granted 
for a period of time determined by the Chief or his/her designee. 

 
The Chief of Police or his designee may request additional information from the 
employee or their attending physician if needed to assist with deterring whether 
to approve a request. 

 
Employees who are unable to participate in PRT due to a physical condition 
may be required to have their physician complete an HR-87 to determine if 
there are physical limitations that prevent the performance of the employee’s 
duties. The chain of command, in connection with HR, will initiate this process 
and determine the appropriate course of action. If an employee has a current 
ETR-162 and the employee is placed on a medical restriction with the HR-87 
or HR-87A (Confidential Evaluative Medical Status Report); the employee is 
required to obtain a new ETR-162 before returning to fitness testing.  

 
2. Military Waivers. An employee who is absent during an entire testing period 

due to active military duty may apply for a waiver for the testing period.  
The employee, or supervisor if the employee is unavailable, should submit 
the required waiver request form and a memorandum explaining the 
circumstances to the Chief or his designee.   

 
Waivers should be submitted to a Department Certified Fitness Tester. Waivers will 
then be sent via chain of command to the Chief of Police.  

 
An employee who has been granted a waiver is considered to be compliant with this 
policy. 

 
IV. CONSEQUENCES OF FAILING TO COMPLY WITH PRT REQUIREMENTS: 

 
A. A commissioned officer who has not passed the PRT, received a waiver, or 

otherwise attained compliance with this policy will not be eligible to participate in 
any of the following until they attain compliance: 
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1. The promotional process; and 
 

2. Secondary employment requiring the use of the officer’s commission or 
wearing of the department uniform. 

 
B. Mandatory Fitness Education. 
 

1. Commissioned officers unsuccessful in passing the PRT are required to 
successfully complete an online health and fitness program established by 
the Texas Department of Public Safety ETR Division. 

 
2. Commissioned officers unsuccessful in passing the PRT in one testing period 

are required to successfully complete a health and fitness program which 
includes a comprehensive Fitness Improvement Plan (FIP).  

 
3. Fitness Improvement Plan (FIP).  

 
The FIP will be established by a Department Certified Fitness Tester in 
coordination with the employee’s supervisor to ensure the appropriate goals, 
progress assessments, and time frame for improvement are adapted specifically 
for each employee’s deficiencies. The employee’s immediate supervisor shall 
accompany the employee to the delivery of the FIP and will be provided a copy 
of the fitness plan.  

 
4. Performance Improvement Plan (PIP).  

 
A PIP may be used for any employee unsuccessful in two or more consecutive 
testing periods. A PIP will be established by the employee’s immediate 
supervisor and shall include a FIP. 

 
VI. AWARDS AND INCENTIVES. 

 
A. The objective of the award and incentive program is to support and encourage 

commissioned and non-commissioned employees in the maintenance of good health 
and fitness. The Chief of Police, or their designee, is responsible for administering 
the award program for the commissioned employees. 

 
1. Fitness Star 

 
a. Granting of a Fitness Star will be dependent upon the aggregate 

performance beyond the PRT minimum standards. The employee must 
attain a cumulative average to equal 90% or more. 

b. Once awarded, the Fitness Star Award may be worn on the Class A 
Uniform. The Fitness Star Award may be worn only if the officer 
continues to achieve 90% or more in each testing period. 

c. The Department may publicize the names of employees awarded the 
Fitness Star. 

 
VII. FITNESS AND WELLNESS WHILE ON DUTY 

 
On-duty workout time is left to the discretion of each supervisor. Because this department has such 
a strong emphasis on fitness, each supervisor is encouraged to adopt an on-duty workout program 
that adapts to their manpower situation. 118 170
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BUDA POLICE DEPARTMENT 

Policy 5.1   Departmental Records 
Effective Date:   

Approved:            Bo Kidd          Kenneth Williams 
                                                  Chief of Police                 City Manager 

Reference:  
 
 

I. POLICY 
 
The maintenance of records is a Records Personnel function and is critical for the effective 
delivery of law enforcement services. An efficient means of storing, cataloging, and retrieving 
records is essential to meet the management, operational, and informational needs of the police 
agency. 
 
II. PURPOSE 
 
The purpose of this policy is to assist Records Personnel in maintaining an effective record 
keeping system. 

 
III.  RECORDS SECURITY  
 

A. Police Records are secured in the Records Room(s) and have restricted access.  
Records personnel will be provided training in Law Enforcement Records 
Management and the Public Information Act.  

 
B. Access to the Records Rooms: Entry by unauthorized personnel is prohibited. 
 
C. The Records Rooms will be secured and locked when unmanned by assigned 

personnel. 
 
D. Personnel authorized by the Chief of Police may have access to the records after 

hours for need to know information only. Authorization may be granted to shift 
Supervisors and/or the Criminal Investigations Division. 

 
E. When entry has been made by the authorized personnel, written notification to the 

Records Supervisor will be made within 24 hours of the entry.  Written 
notification must state the date entry was made, time entry was made, why entry 
was made, and what records were accessed.  

 
IV.   RECORDING OF INCIDENTS BY CATEGORY  
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A. In order to develop a comprehensive reporting system, it is necessary to record 
actions taken by law enforcement personnel whether in response to a request for 
service or self-initiated actions. Each reported incident occurring within the 
Department’s service area will be categorized as one of the following and will 
receive a sequential incident or case number:  

 
1. Individual’s request for service, crime reports, or complaints which:  

a. Requires an officer to be dispatched; 
b. Requires an assigned employee to investigate; 
c. Requires an assigned employee to take action at a later time. 

2. Self-initiated criminal and non-criminal cases by officers. 
3. Incidents involving arrests, citations (other than traffic), or summonses. 
 

B. Assignment of Case Numbers  
 

1. As personnel become aware of an incident occurring within the City service 
area that requires the initiation of police activity, they will assign an 
incident number generated by the CAD/RMS (Computer Automated 
Dispatch/Records Management System). 

 
2. Case numbers will be assigned in numerical order.  
 
3. When an incident is assigned a case number, the following information 

regarding that incident will be entered into the RMS system by personnel: 
 

a. Date and time of the initial reporting; 
b. Name and address of the complainant or victim requesting the 

service;  
c. Nature of the incident and the location;  
d. Officers assigned to the call; 
e. Time dispatched, arrived, and returned to service;  
f. Status, date, and time of action taken on the call. 
 

C. Officer’s Responsibilities 
 

1. Officers will complete all required reports and submit them to a supervisor 
prior to ending their shift. 

 
2. Officers shall provide a summary narrative of the event (who, what, when, 

and where).  Details, including any listing of evidence, identification of 
witnesses, description of injuries, including any exculpatory information 
shall be provided in an offense or incident supplement report. 

 
3. In cases of Class B Misdemeanor or above criminal offenses, officers that 

use written or recorded field notes to record pertinent information prior to 
the completion of an offense or arrest report, shall scan the original of any 
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written field notes and place the scanned copy into the RMS incident 
report.  

 
4. Supervisors will review all reports for accuracy and completeness and 

submit completed reports to the Criminal Investigation Division (CID), 
Mental Health Officer (MHO), or Animal Control Officer (ACO) 
depending upon whether the case needs follow up investigation. If no 
follow up investigation is required, the reports will be submitted to 
Records Personnel. 

 
5. Reports returned to officers for correction will be documented by the 

supervisor and the supervisor shall follow up on the following shift to 
ensure the report has been corrected and submitted. 

 
D. Juvenile Records  

 
1. A juvenile incident report will be created for every juvenile taken into 

custody by members of this department.  Juvenile files are maintained 
separately from adult files and are kept secure from unauthorized 
disclosure.  

 
2. Persons may have their juvenile records sealed (not destroyed) by court 

order as specified in Family Code section 58.003. 
 

3. A court may order destruction of juvenile detention files as specified in 
Family Code section 58.006. 

 
4. Arrest report files on juveniles who were referred to the Juvenile Court may 

be purged after the person reaches age 23. 
 

5. Arrest report files on juveniles who were not referred to the Juvenile Court 
may be purged after the person reaches age 18. 

 
6. A file is maintained on each juvenile (age16 and under) arrested, referred or 

detained by an officer. The file includes all documents associated with the 
contact as indicated in this section, as well as a running list of the 
juvenile’s detentions and dispositions. State and federal laws require 
juvenile files to be kept separate from adult files.  

 
7. Juvenile fingerprints and photographs, if taken, will be turned over to the 

Juvenile Probation Department intake officer.  Police Records will not 
maintain fingerprints or photographs of juveniles. Should fingerprints or 
photographs be turned over to investigators they will be destroyed as 
specified in the Family Code sections 58.001 and 58.002.  

 
E. Computerized Criminal History Information 
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1. Computerized criminal history information (CCH) is a federal/state 

cooperative system of a variety of databases (arrests, convictions, driving 
records, outstanding warrants, and others). The computerized criminal 
history (CCH) data base lists all arrests and convictions for offenses above 
Class C misdemeanor that have not been purged due to the state/federal 
age purge criteria.  

 
2. Access to CCH information through local law enforcement agencies is 

limited to criminal justice uses. Individuals who request a copy of their 
computerized criminal history must do so through the Texas Department 
of Public Safety in Austin. Numerous agencies have been given authority 
to access criminal history information on prospective licensees or 
applicants. The statutes giving this authorization do not permit use of local 
police agency TCIC/NCIC lines for obtaining the CCH. Requests of this 
nature are to be referred to the Chief of Police. 

 
3. It is prohibited for a police officer of the Buda Police Department to attach 

any TCIC/NCIC information or printout to the submitted 
offense/incident/accident report. The officer may use the information 
contained in the TCIC/NCIC report, but must destroy the actual 
TCIC/NCIC report once the information contained in it is no longer 
needed. This destruction may be done by Department shredder or “shred” 
container. Any misuse or unauthorized distribution of agency media 
systems or media including any TCIC/NCIC reports is grounds for 
disciplinary action and/or criminal prosecution. 

 
V. INCIDENT STATUS REPORTS  
 

A. Records Personnel will run an inquiry monthly to ensure all reports have been 
completed and approved. Any incomplete or unapproved reports will be 
documented on an Incident Status Report and emailed to the supervisors upon 
completion. It is then the supervisors’ responsibility to ensure all reports are 
completed, corrected, and/or approved and then to notify Records Personnel of 
the status. 

 
VI. RECORDS RETENTION AND DESTRUCTION  
 

A. Records will be retained in the Records Rooms as specified in this policy and 
purged or destroyed only in accordance with the approved City Records 
Retention Policy and any Court Orders to expunge. 

 
B. Accident Reports: Copies of accident reports are maintained by the Texas 

Department of Transportation (TxDOT). 
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C. Offense Reports: Because some offenses have no limitations period (can be 
prosecuted at any time) and because the limitations period for some offenses is 
based on the age of the victim at the time of the offense, offense report purging 
cannot simply be based on calculation of a number of years from the date of the 
offense. Offense reports are therefore maintained in accordance with City 
Records Retention policy. 

 
D. All Other Information Reports: The original of miscellaneous incidents reports 

will be kept only as long as administratively valuable. 
 
E. Adult Arrest Files: Adults may obtain a court order to have their arrest records 

expunged as specified in Chapter 55 of the Code of Criminal Procedure; 
otherwise, adult arrest files will be kept in accordance with City Records 
Retention policy. 

 
F. Juvenile Arrest Files:   
 

1. A juvenile incident report will be created for every juvenile taken into 
custody by members of this department.  Juvenile files are maintained 
separately from adult files and are kept secure from unauthorized 
disclosure.  

 
2. Persons may have their juvenile records sealed (not destroyed) by court 

order as specified in Family Code section 58.003. 
 

3. A court may order destruction of juvenile detention files as specified in 
Family Code section 58.006. 

 
4. Arrest report files on juveniles who were referred to the Juvenile Court may 

be purged after the person reaches age 23. 
 

5. Arrest report files on juveniles who were not referred to the Juvenile Court 
may be purged after the person reaches age 18. 

 
6. A file is maintained on each juvenile (age16 and under) arrested, referred or 

detained by an officer. The file includes all documents associated with the 
contact as indicated in this section, as well as a running list of the 
juvenile’s detentions and dispositions. State and federal laws require 
juvenile files to be kept separate from adult files.  

 
7. Juvenile fingerprints and photographs, if taken, will be turned over to the 

Juvenile Probation Department intake officer.  Police Records will not 
maintain fingerprints or photographs of juveniles. Should fingerprints or 
photographs be turned over to investigators they will be destroyed as 
specified in the Family Code sections 58.001 and 58.002.  
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G. Destruction of files and records will be done by shredding, burning, or other 
means of destruction approved by the Chief of Police for the City of Buda when 
documents exceed the required retention schedule. 

 
VII. UNIFORM CRIME REPORT (UCR)  
 

A. It is the responsibility of the Executive Assistant and/or her designee to complete 
the monthly UCR and Department Crime Report in a timely manner. 

 
B. The Executive Assistant and/or her designee must read and be familiar with the 

UCR Handbook including UCR reporting standards and must perform several 
audit checks for each crime reported. 

 
VIII. RELEASE OF RECORDS  
 

A. Release of information reported to law enforcement agencies is governed by the 
Texas Public Information Act. 

 
B. Any request for information contained in any report made or compiled by the 

department is to be referred to the Executive Assistant’s Office. 
 
C. All incident reports which are maintained in the records files and computer will 

be the responsibility of the Records Division. Copies of files will only be 
released to persons authorized below. 

 
1. Personnel of this department. 

 
2. Sworn officers from other agencies upon written request. 

 
3. Courts of law under proper process. 

 
4. District attorneys. 

 
5. Federal law enforcement agencies. 

 
6. Probation departments. 

 
7. Military personnel with a written request and signed waiver of the named 

person. Copies of waivers will be kept for a period of three (3) years. 
 

D. Juvenile arrest information is closed to public information requests and will not 
be released without Court Order or signed waiver from the juvenile and a parent 
or guardian.   

 
E. Original reports will only be released to members of this Department and will be 

documented with date, name, file name and number and the clerk releasing the 
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files in the Records “check-out log.”  A copy will be made prior to release of any 
original report and the Records “check-out log” will be completed upon each 
request. Upon the return of original records, the records clerk will check the 
contents of the return against the “check-out log” and note when and who 
returned the files. If there are no discrepancies in the contents of the records 
being checked in, the receiving person will initial the “check-out log” placing all 
records in its originating file location. 

 
F. Investigators will respond to all requests from the courts for original records.  A 

complete copy of the records requested will be made before removing the 
original from the investigator’s office. 

 
G. Release of any Crime Scene photographs must comply with the provisions of 

Section 552.1085 of the Texas Government Code. 
 
H. Individuals may request a “Clearance Letter” for purposes of travel visas, 

adoptions, and other reasons.  Records personnel will obtain photo identification, 
along with a written request, and check the person’s local record only.  The 
records personnel will prepare a “To Whom it May Concern” letter indicating 
that no criminal record has been recorded in the City of Buda.  State or Federal 
Criminal History inquiries are made directly to those agencies by the individual 
(i.e. Texas Department of Public Safety). 
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BUDA POLICE DEPARTMENT 

Policy 5.2   Media and Public Information 
Effective Date:   

Approved:            Bo Kidd          Kenneth Williams 
                                                  Chief of Police                 City Manager 

Reference: TBP 5.03 and 5.04 

 
 

I. POLICY 
 

The Buda Police Department must have the support of the community to be successful.  
Establishing and maintaining an effective relationship with the news media is crucial to 
accomplishing this goal. A positive working relationship with the media is mutually 
beneficial.  It shall be the policy of the Buda Police Department to cooperate with the news 
media and to maintain an atmosphere of open communication. To this end, information shall 
be released to the news media in an impartial, accurate and timely fashion.  It shall be the 
responsibility of each employee to abide by this philosophy of cooperation. 

 
II. PURPOSE 

 
To establish guidelines regarding media relations and the release of information to the public 
through the news media. 

 
III.  RESPONSIBILITIES IN RELEASING INFORMATION (TBP 5.04) 

 
A. The Chief of Police may designate any member of the department as the Public   

Information Officer (PIO) for the department. The PIO is the primary contact 
for the news media.  In the event no PIO is designated or is unavailable, the 
Chief of Police is responsible for PIO duties. 

 
B. Supervisors with responsibility for a specific case or incident may be the 

secondary contact for the news media with the approval of the PIO. 
 
C. The Chief of Police or PIO may direct other employees to respond to media 

inquiries. 
 

D. The Chief of Police or PIO will coordinate with the City of Buda 
Communications Director as to provide pertinent information through all 
media channels.  
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IV. TRAINING (TBP 5.03 & 5.04) 
 

This agency is committed to providing proper training for its PIO.  Supervisors, line officers, 
and other personnel who interact with the media shall also be provided appropriate training in 
Media Relations and the Public Information Act. 

 
V. PROCEDURES  

 
A. Media Inquiries 
 

1. The agency shall respond to all media inquiries in a timely and 
professional manner.  During normal business hours, media inquiries 
shall be directed to the PIO. No employee shall release any information 
that would jeopardize an active investigation, prejudice an accused 
person’s right to a fair trial, or violate the law.     

 
B. Interviews 
 

1. The Chief of Police or PIO shall be responsible for assisting the news 
media by conducting interviews or coordinating interviews with other 
qualified agency personnel.  Employees contacted directly by the media 
shall notify the Chief of any interview requests.  All conversations with 
members of the news media should be considered “on the record” and 
subject to being quoted. 

 
C. News Releases 
 

1. News releases shall be written and disseminated to the media and to 
agency employees on major incidents and events of community interest 
or concern.   

 
D. News Conferences 
 

1. News conferences shall be held only in connection with major events of 
concern to the community.   

 
E. Access to Crime Scenes and Critical Incidents 
 

1. Agency personnel shall be courteous to news media representatives at 
crime and critical incident scenes. 

 
2. At such scenes, agency personnel shall ensure that the media respect the 

established perimeter. Members of the media shall receive no more or 
less access to an incident scene than members of the general public. 
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3. The Chief or PIO designee may grant closer access to news personnel and 
their equipment, to the degree that it does not interfere with law 
enforcement operations. 

 
4. No member of The Buda Police Department shall prohibit the media 

from news-gathering practices, including photography and interviews, 
outside the established perimeter. 

 
5. News media representatives shall not be prevented from access to any 

area solely because of the possibility of their injury or death.  If this is 
the only consideration, the scene commander shall advise the media 
representative of the danger and allow the media representative to make 
the decision to enter on his or her volition. 

 
6. Only the Chief, PIO, or scene commander shall release information to the 

news media at crime and critical incident scenes. At critical incident 
scenes, the Chief or scene commander shall establish a media briefing 
area as close to the scene as safety and operational requirements allow. 

 
7. At critical incident scenes, members of the agency shall work in close 

cooperation with the media to ensure that live broadcasts do not disclose 
any information that could endanger law enforcement personnel or the 
general public. 

 
F. Access to Suspects 
 
No member of this agency shall pose any suspect or accused person in custody or 
make him or her available for media interviews. 

 
G. Joint Investigations or Operations Involving Another Agency 
 
In a multijurisdictional investigation, the lead investigative agency is responsible 
for providing or coordinating the release of public information.  The PIO or 
designee for the lead agency shall share that information with all involved 
agencies in advance of public dissemination. 

 
VI. INFORMATION RELEASE GUIDELINES (TBP 5.03) 

 
A. The release of information is subject to restrictions placed by applicable state, 

and federal laws.  No member of this agency shall release any information that 
would hamper the successful conclusion of an investigation or jeopardize the 
safety of affected persons. 

 
B. Agency members can release the following information:  

 
1. Basic information about a crime or incident 
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2. Basic information about victims, except as excluded by law 

 
3. Description of suspects 

 
4. Basic description of weapons and vehicles used 

 
5. Basic description of stolen items 

 
6. Basic description of injuries and condition of victims 

 
7. The name, age, address, and other basic information about arrestees and 

the charges against them 
 

8. Information contained in arrest affidavits and other applicable crime or 
incident reports 

 
9. Booking photographs 

 
C. Agency members shall not release the following information: 
 

1. Names, addresses, date of birth, and any other information that would 
identify the victim of a sex offense, child abuse, or any other crime 
where the privacy of the victim is protected by law 

 
2. Names, addresses, dates of birth, and basic information about juvenile 

arrestees, as governed by state law 
 

3. Active criminal investigative information, active criminal intelligence 
information, and surveillance techniques 

 
4. Names of informants and information provided by them 

 
5. Supplemental or investigative reports until such time as the case is closed 

or the lead investigator deems it permissible 
 

6. Grand jury testimony and proceedings 
 

7. Active internal affairs investigations, as governed by state law 
 

8. Names of witnesses, unless required by state law 
 

9. The identity of critically injured or deceased persons prior to notification 
of next-of-kin 
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10. Home address, telephone numbers, and familial information of law 
enforcement personnel 

 
11. Names of undercover personnel 

 
12. Any other information that could jeopardize the successful conclusion of 

an investigative and prosecution 
 

13. Any other information prohibited by state law from public disclosure. 
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BUDA POLICE DEPARTMENT 
Policy   5.3 Computer and Electronic Equipment Usage and 
Data Security     
Effective Date:  

Approved:           Bo Kidd          Kenneth Williams 
                                                  Chief of Police                City Manager 

Reference:  

 
 

I. POLICY 
 

  It is the policy of this department to ensure proper use of electronic computing and recording 
systems by establishing authorized uses and users; establishing protocols for storage, security, 
and retention; and prohibiting inappropriate uses of such equipment.   

 
II. PURPOSE 

 
  To define and provide clear direction to the use and prohibited uses of department electronic 

computing and recording equipment, to provide for data security and retention periods, and to 
establish protocols for proper handling of digital evidence. 

 
III.  DEFINITIONS 

 
Network Terminals – desktop, laptop, iPad or other computers which connect to the department 
internal computer network. 
 
MDC or Mobile Digital Computers – In-vehicle computers, whether laptop or tablet including 
the Apple iPad, which in some manner connect to the internet, department computer networks, 
or other service such as TCIC which provides officers with data, or allows officers to conduct 
field reporting or communications with other officers or the department. 
 
Mobile Phones – Either department owned or personally owned cell phones or smart phones. 
 
Mobile Video Recording – In-vehicle camera systems which are permanently mounted in 
department vehicles. 
 
Digital Camera – a single purpose handheld camera designed to take digital photographs of 
scenes. 

 
IV. PROCEDURES 
 

   The sections below define the procedures to be used and specific prohibitions regarding 
   the use of specific equipment. 
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A. General Provisions 
 

1. Any electronic documents, reports, audio or video recordings, images, 
emails, voice communications, and any other form of electronic data that is 
created while on or off duty, that is directly related to official department 
operations or investigations, whether created on personal or department 
owned equipment is considered a government record, is subject to public 
record laws, and must be preserved accordingly. 

 
2. Any electronic documents, reports, audio or video recordings, images, 

emails, voice communications, and any other form of electronic data that is 
created while on or off duty, that is created on department owned 
equipment may be considered a government record, and may be reviewed 
and preserved if required.  All department owned equipment and its use is 
subject to routine or specific review and/or investigation by department 
supervisors as needed to ensure appropriate use. 

 
3. Use of personal electronic devices such as mobile phones and mobile phone 

cameras, for strictly personal use, not related to department operations 
while on-duty, is generally considered private unless the information 
would tend to show inappropriate activity.  Off duty use of personal 
electronic devices is also generally considered private, unless the use 
results in a violation of department general orders or law. 

 
4. All employees that directly access the TCIC/NCIC database will be trained 

in the appropriate level of access. Because of the nature of their work, all 
City of Buda Information Technology staff will also attend this training. 

 
5. In all cases where a formal departmental report (offense, incident, or use of 

force) is required and any form of digital evidence exists, the reporting 
officer will note that digital evidence exists in the report and identify the 
type of evidence and storage location. 

 
B. General Prohibitions 
 

1. Employees will not release, share, or make copies of any electronic 
documents, reports, audio or video recordings, images, emails, voice 
communications, and any other form of electronic data that is created 
while on or off duty, that is directly related to official department 
operations or investigations, whether created on personal or department 
owned equipment, unless specifically authorized by this order or the Chief 
of Police. 

 
2. Employees will not use department owned equipment, electronic or 

otherwise, for personal benefit or to conduct personal business.  
Employees are allowed to use internet access for personal use during meal 
and other breaks, as long as the sites accessed are appropriate for public 
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viewing. No video games will be played on department equipment or 
inappropriate websites visited. 

 
3. Employees are reminded of their obligations under the department general 

orders and law.  Inappropriate use of electronic devices or the release or 
posting of inappropriate, another parties private information, or 
governmental information usually deemed private, on the internet or 
various social media sites can lead to Internal Investigations and 
subsequent disciplinary action.  Officers can also be questioned about these 
activities by defense counsels in criminal trials, potentially damaging the 
officer’s credibility as a witness. 

 
V.  DEPARTMENT NETWORK TERMINALS 

 
A. Security 
 

1. The department has a number of computers throughout the department that 
have access to the department network.  All employees will be issued a 
unique password to allow access to the system. 

 
2. Employees will safeguard their password to ensure no other person has 

access using their password.   
 

3. Employees will not leave a computer connected to the network with their 
password, if they are not physically able to prevent access (by closing and 
locking a door, or by visible monitoring). 

 
4. Employees are responsible for all access to the network using their 

password. 
 

5. The department will assign appropriate security levels within the network to 
allow access to certain files only as required. 

 
6. The City of Buda Chief Information Officer is responsible for the creating, 

activating, disabling and removal of accounts with CJI access. 
 

B. Required Access 
 

1. All employees are required to sign-in at least twice each workday (at the 
beginning and end) to the network and read and respond to all department 
emails, and training assignments. 

 
2.  Employees who discover Network Terminals in need of repair will notify 

the Patrol Sergeant as soon as possible. 
   

VI. MOBILE DIGITAL TERMINALS / COMPUTERS – MDT/MDC 
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A. The Mobile Data Terminal/Computer which includes the Apple iPad 
(MDT/MDC) is a part of the radio system using frequencies licensed by the 
FCC. Rules concerning proper radio procedures also apply to use of the MDT.  
Additionally, messages: 

 
1. Will not be personal in nature; 

 
2. Will not contain derogatory references to other persons or agencies; and 

 
3. Will not contain any text a reasonable person would find offensive. 
 

B. Field officers may signal receipt of a Call for Service, Arrival at the Scene of a 
Call, request assistance, and clear from a Call by using the MDT/MDC but shall 
also do so by voice communications in order for other field units and supervisors 
to be aware of ongoing operations. 

 
C. Because messages sent with the CAD/MDT system slow the system’s response 

time, only concise work-related messages may be transmitted. Personnel are 
urged to use abbreviations to help keep the messages brief. 

 
D. There is NO EXPECTATION of privacy concerning sending or receiving 

messages via the CAD/MDT system. 
 
E. Except in emergency situations or in single key response to dispatched calls or 

enquiries, the driver of the vehicle will not utilize the CAD/MDT keyboard 
while the vehicle is in motion.  Drivers will safely pull to a safe location before 
utilizing the keyboard. 

 
VII. MOBILE VIDEO RECORDING SYSTEMS 

 
A. The use of a Mobile Video Recording (MVR) system provides persuasive 

documentary evidence and helps defend against civil litigation and allegations 
of officer misconduct. 

 
B. Officers assigned the use of these devices shall adhere to the operational 

objectives and protocols outlined herein so as to maximize the effectiveness 
and utility of the MVR and the integrity of evidence and related video 
documentation. 

 
C. General Procedures 
 

1. It shall be the responsibility of this department to ensure that the audio-
video recording equipment is properly installed according to the 
manufacturer’s recommendations.MVR equipment shall automatically 
activate when emergency equipment (lights) or a wireless transmitter is 
operating. The system may also be activated manually from the control 
panel affixed to the interior of the vehicle. 
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2. Placement and operation of system components within the vehicle shall 

be based on officer safety requirements. 
 

3. All officers shall successfully complete this department’s approved 
course of instruction prior to being deployed with MVR systems in 
operational settings. 

 
4. Inspection and general maintenance of MVR equipment installed in 

departmental vehicles shall be the responsibility of the officer assigned 
to the vehicle. 

 
5. Prior to beginning each shift, the assigned officer shall perform an 

inspection to ensure that the MVR is performing in accordance with the 
manufacturer’s recommendations covering the following matters. 

 
a. Remote activation of system via transmitter 
b. Windshield and camera lens free of debris 
c. Camera facing intended direction 
d. Recording mechanism capturing both audio and video information 

- System plays back both audio and video tracks. 
 

6. Malfunctions, damage or theft of in-car camera equipment shall be 
reported to the immediate supervisor prior to placing the unit into 
service.  
 

7. Mandatory Use: 
 

a. All official contacts whether on a call or officer initiated. 
b. Traffic stops (to include, but not limited to traffic violations, 

stranded motorist assistance and all crime interdiction stops) 
c. Priority responses 
d. Vehicle pursuits 
e. Prisoner transports 

 
8. When the MVR is activated, officers shall ensure that the audio portion is 

also activated so all events are properly documented. Officers are 
encouraged to narrate events using the audio recording, so as to provide 
the best documentation for pretrial and courtroom presentation.  

 
9. Officers using the 900Mhz digital transmitters that are individually 

synchronized to their individual MVR shall activate both audio and 
video recordings when responding in a support capacity in order to 
obtain additional perspectives of the incident scene. 
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10. When officers park patrol units in the parking, the MVR downloads 
automatically to the server and is maintained by the city Information 
Technology staff. 

 
11. Officers shall not erase, alter, reuse, modify or tamper with MVR 

recordings. Only a supervisor may erase and reissue previously recorded 
recordings and may only do so pursuant to the provisions of this policy. 

 
12. When the MVR is activated to document an event, it shall not be 

deactivated until:   
 

a. the event has been concluded unless the incident or event is of such 
duration that the MVR may be deactivated to conserve recording 
times; and 

b. the officer does not reasonably believe that deactivation will result 
in the loss of critical documentary information; and 

c. the intention to stop the recording has been noted by the officer 
either verbally or in a written notation. 

 
13. Supervisors’ Responsibilities 

 
a. When an incident arises that requires the immediate retrieval of the 

recorded media (e.g., serious crime scenes, departmental shootings, 
departmental accidents), a supervisor shall respond to the scene 
and ensure crime scene investigator removes the recorded media. 

b. The technician or investigator shall then place the media into 
evidence and provide copies to authorized investigative personnel; 
and ensure the appropriate notation is made in the chain of custody 
log 

c. All recordings are maintained on the server. 
d. The supervisor shall periodically check the disk printer to ensure 

recordings are being downloaded.   
e. Supervisors who are informed or otherwise become aware of 

malfunctioning equipment shall ensure that authorized personnel 
make repairs in a timely manner. 

f. Supervisors shall conduct periodic reviews of officer assigned 
media in order to periodically assess officer performance; assure 
proper functioning of MVR equipment; determine if MVR 
equipment is being operated properly; and identify recordings that 
may be appropriate for training. 

g. Supervisors shall conduct bi-weekly reviews of personnel who are 
newly assigned MVR equipment in order to ensure compliance 
with departmental policy. Supervisors shall thereafter conduct 
quarterly reviews. 

i. Minor infractions (not criminal in nature) discovered 
during the routine review of recorded material should be 
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viewed as training opportunities and not as routine 
disciplinary actions. 

ii. Should the behavior or action become habitual after being 
informally addressed, the appropriate disciplinary or 
corrective action shall be taken. 

 
14. Technicians’ Responsibilities 

 
a. The Information Technology designated staff shall be responsible 

for the ordering, issuance, retrieval, storage, erasing and 
duplication of all recorded media. 

b. Recorded media may only be degaussed/erased pursuant to a court 
order; or in accordance with established retention guidelines of at 
least 90 days. 

 
VIII. MOBILE TELEPHONES 

 
A. Department Issued Cell Phones 
 

1. Cell Phones are issued by the department to Criminal investigation 
personnel as well as to command staff, to include one shared phone for the 
Patrol Sergeants These phones increase the level of communication 
between field officers and the department. 

 
2. Cell phones are only to be used for appropriate departmental activities. 

 
3. Employees are allowed to use department cell phones for emergency and 

short personal calls during breaks.  The department regularly inspects cell 
phone usage records for inappropriate activity. 

 
B. Personally Owned Cell Phones 
 

1. The department allows employees to carry personally owned cell phones 
when their use does not negatively impact department operations.    

 
IX. CELL PHONE CAMERAS 

 
A. Departmental Cell Phones 
 

1. Cell phone cameras, both still and video may be used to record department 
activities only when another more suitable camera or recording devices is 
unavailable. 

 
2. Activities may include victim, witness, or suspect information, crime 

scenes, field and eyewitness identifications, witness statements, etc. 
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3. All activities recorded on cell phone cameras will immediately be 
transferred to departmental records systems as soon as the incident can be 
concluded and no later than the end of shift.  Appropriate Information 
Technology staff will be consulted regarding the safest transfer method. 

 
B. Personal Cell Phones 
 

1. Personal cell phones may be utilized, both still and video, may be used to 
record department activities only when another more suitable camera or 
recording devices is unavailable.  

 
2. If any department activity is recorded using a personal cell phone, a 

department supervisor will be notified immediately. 
 

3. All activities recorded on cell phone cameras will immediately be 
transferred to departmental records systems as soon as the incident can be 
concluded and no later than the end of shift.  Appropriate Information 
Technology staff will be consulted regarding the safest transfer method. 

 
4. After transfer to departmental media, all parts of the activity recorded will 

be permanently deleted from the personally owned cell phone prior to end 
of shift.  Department supervisors may require proof of deletion. 

 
X. DIGITAL CAMERAS 

 
A. Department Issued Cameras 
 

1. Personnel assigned to Criminal Investigations are assigned appropriate 
camera systems for recording crime scenes and incidents. 

 
2. Filed Officers are assigned field cameras to record images and data 

beneficial to an investigation when Criminal Investigation personnel do 
not respond. 

 
3. Department issued cameras will not be used for any personal use. 

 
4. All images or data recorded will be transferred to appropriate departmental 

media or storage before the end of shift. 
 

B. Personally Owned Cameras 
 

1. No employee will carry a personally owned camera on duty unless 
authorized in writing by the Chief of Police. 

 
2. If a personally owned camera is carried pursuant to 1. Above, the employee 

will report any use of the camera during a police incident to their 
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supervisor immediately and shall transfer the data to department media 
before the end of shift. 

 
3. After transfer to departmental media, all parts of the activity recorded will 

be permanently deleted from the personally owned camera prior to end of 
shift.  Department supervisors may require proof of deletion. 
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BUDA POLICE DEPARTMENT 

Policy   6.1   Use of Force 
Effective Date:  
Approved:            Bo Kidd          Kenneth Williams  
                                                  Chief of Police       City Manager 

Reference: TBP: 3.01, 3.02, 3.04, 6.01, 6.02, 6.03, 6.06, 6.07, 6.08, 6.09, and 6.10. 

 
 

I. POLICY 
 

The Buda Police Department recognizes and respects the value and special integrity of every 
human life.  Additionally the Buda Police Department is focused on the safety of our 
community and its citizens. Therefore, it is the policy of this department that officers use only 
the force that is reasonably necessary to effectively bring an incident under control, while 
protecting the lives of the officer and others. The officer must only use that force which a 
reasonably prudent officer could use under the same or similar circumstances.  The officer’s 
actions will be reviewed based upon the information known to the officer at the time the force 
was used.  Information discovered after the fact will not be considered when assessing the 
reasonableness of the use of force. 

 
II. PURPOSE 

 
The purpose of this policy is to provide officers of the Buda Police Department with guidelines 
for the use of deadly and non-deadly force. The use of force by law enforcement personnel is a 
matter of critical concern both to the public and to the law enforcement community. Our 
preference is to gain voluntary compliance from persons. Good communication and de-
escalation techniques when used in situations permissible can sometimes defuse situations and 
the use of force avoided. If it is not already reasonably known by the subject to be searched, 
detained or arrested, or it is not reasonably impracticable to do so, officers should make clear 
their intent to arrest or search and identify themselves as a peace officer before using force (Tex. 
Penal Code § 9.51(a)(2)). 

 
III. DEFINITIONS 

 
A. Deadly force 

 
Deadly force: (Penal Code Sec. 9.01): Force that is intended or known by the 
actor to cause, or in the manner of its use or intended use is capable of causing, 
death or serious bodily injury. 

 
B. Less Lethal Force 
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Less lethal force includes force which may cause injury but is not intended to cause 
death.  Options may include bean bag rounds, OC Spray, or the use of batons 
(ASP).  

 
C. Objectively Reasonable 

 
1. Objectively Reasonable: This term means, in determining the necessity 

for force and the appropriate level of force, officers shall evaluate each 
situation in light of the known circumstances, including, but not limited 
to, the seriousness of the crime, the level of threat or resistance presented 
by the subject, and the potential danger to themselves and the 
community. 

 
2. In evaluating the reasonable application of force, officers may consider the 

following factors before applying a particular level of force: 
 

a. The nature of the offense; 
b.  The behavior of the subject against whom force is to be used, i.e., 

verbal non-compliance, physical resistive actions, aggressive acts; 
c. Physical condition and size of the suspect and officer; as well as 

injuries and level of exhaustion; 
d. Possession of weapons by the suspect; and 
e. The feasibility of availability of alternative actions. 

 
IV. PROCEDURES  

 
A. The force options available to an officer are:  

 
 1. Verbal commands;  
 

 2. Empty hand techniques; (Soft/Hard) 
 

 3. Oleoresin Capsicum (OC) spray;  
 
 4. Conducted energy weapons (Taser);  
 
 5. Asp Baton; 
 
 6. Impact munitions. 

  
B. Use of Less-Lethal Force 

1. Where deadly force is not authorized, officers may use only that level of 
force that is objectively reasonable to bring an incident under control. 
(TBP: 6.01) 
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2. Officers are authorized to use, Less-Lethal Force techniques and any 
equipment or device when one or more of the following apply: 
a. Preserve the peace, prevent commission of offenses, or prevent 

suicide or serious bodily injury; 
b. Make lawful arrest and/or search, overcome resistance to same, 

and/or prevent escape from custody; 
c. Defend the officer or another person against unlawful violence to 

person or property; 
d. Prevent or interrupt an intrusion on or interference with lawful 

possession of property; or 
e. To quell a riot and/or civil disturbance. 

 
C. Use of Deadly Force 

1. Law enforcement officers are authorized to use deadly force when one or 
all of the following apply: 
a. The policy of this department permits the use of deadly force only 

when the officer reasonably believes that the officer or other persons 
are in imminent danger of serious bodily injury or death. (TBP: 6.02) 

b. To prevent the escape of a fleeing violent felon who the officer has 
probable cause to believe will pose a significant and imminent threat 
of death or serious physical injury to the officer or others. Where 
practicable prior to discharge of the firearm, officers shall identify 
themselves as law enforcement officers. 

c. Officers may use deadly force to destroy an animal that represents a 
threat to public safety or as a humanitarian measure, and the officer 
reasonably believes that deadly force can be used without harm to the 
officer or others.   
 

D. Deadly Force Restrictions 
 

1. Firing of firearms or use of deadly force in situations where the use of 
deadly force would not be in accordance with Chapter 9, “Justification 
excluding Criminal Responsibility”, of the current Texas Penal Code. 

2. Under no circumstances will warning shots be fired. (TBP: 6.09) 

3. Firearms shall not be discharged at a moving vehicle in an attempt to 
disable the vehicle; unless allowing the vehicle to leave the area would 
place other persons in imminent danger of serious bodily injury or death. 
This action requires supervisor authorization.  

4. Because of the low probability of penetrating a vehicle with a handgun, 
officers threatened by an oncoming vehicle should attempt to move out 
of its path, if possible, instead of discharging a firearm at it or any of its 
occupants.  However, if an officer reasonably believes that a person is 
immediately threatening the officer or another person with deadly force 
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by means of a vehicle, an officer may use deadly force against the driver 
of the vehicle. 

 
V. LIMITATIONS 

 
The following acts associated with the use of force have exception to consider: 

 
1. Circumstances may arise in which officers reasonably believe that it 

would be impracticable or ineffective to use any of the standard tools, 
weapons, or methods provided by the Department. Officers may find it 
more effective or practicable to improvise their response to rapidly 
unfolding conditions they are confronting. In such circumstances, the use 
of any improvised device or method must still be objectively reasonable 
and used only to the extent which reasonably appears necessary to 
accomplish a legitimate law enforcement purpose. 

 
2. While it is the ultimate objective of every law enforcement encounter to 

minimize injury to everyone involved, nothing in this policy requires an 
officer to actually sustain physical injury before applying objectively 
reasonable force. 

 
3. In extenuating circumstances, when an officer’s life (or 3rd person) is in 

imminent threat of death or serious bodily injury and department 
sanctioned tools and techniques are not available or effective, an officer 
may use any means necessary to survive. 

 
VI.   TRAINING 

 
A. All officers shall receive training in the use of their firearms, all non-lethal 

weapons, authorized by the department, hands-on arrest and defensive tactics, as 
well as the Use of Force policy. 

 
B. All officers shall be trained and qualify with their firearms at least annually.  For 

those officers that cannot qualify, remedial training will be provided by the 
firearms instructor. (TBP: 3.01, 3.02)    

 
1. All officers shall receive annual training in the department’s Use of Force 

policy. (TBP: 3.02) 
 

2. All officers shall receive biennial hands-on arrest and defensive tactics 
training. (TBP: 3.06) 

 
C. Officers shall receive biennial training in all non-lethal weapons issued or used by 

the department and demonstrate proficiency with those weapons. (TBP: 3.04) 
 

D. All Use of Force training shall, at a minimum, comply with the standards 
established by TCOLE, Texas Commission on Law Enforcement.  
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VII. MEDICAL AID 
 

A. After any use of force, the person using the force shall summon emergency 
medical aid, if necessary.  Employees should be aware that injuries may not be 
readily apparent and that inquiry into the person’s physical status and 
observation are advisable. (TBP: 6.07) 

 
 VIII. DUTY TO INTERVENE AND REPORT 

 
A. It shall be the duty of every Department employee present at any scene where 

physical force is being applied to either stop, or attempt to stop, another 
employee when force is being inappropriately applied or is no longer required. 

 
B. An employee who observes serious misconduct shall take appropriate action to 

cause the misconduct to immediately cease. Furthermore, reporting of 
misconduct and prevention of the escalation of misconduct are areas that 
demand an employee to exercise courage, integrity, and decisiveness. When an 
employee who is not a supervisor becomes aware of possible misconduct by 
another member of this department, the employee shall immediately notify a 
supervisor. 

 
C. Employees must respect and be aware of their responsibility to freely and 

truthfully report all acts of misconduct and to act, if necessary, to prevent the 
escalation of those acts. This is essential if the department is to maintain the trust 
of the public. 

 
VIII. REPORTING USE OF FORCE (TBP: 6.03, 6.06) 

 
A. Officers shall document any application of force except for those arising in 

training or departmental demonstrations. 
 

B. If officers have employed any use of force (other than the routine use of 
handcuffs or use of a firm grip to direct the movements of a subject) they shall: 

 
1. Notify the on-duty supervisor of any use of force or discharge of a 

weapon, as soon as practical.  This does not include notification of a 
discharge of a firearm in training or a departmentally approved 
recreational event. If the on-duty supervisor is unavailable, contact the 
Captain. The Captain will contact the Chief of Police. The supervisor, 
Chief of Police or his designee shall determine if an immediate 
investigation is required. The City Manager should be made aware of the 
discharging of weapons in a use of force incident that cause extreme 
injury to an officer or person. 

  
2. Photographs of the subject will be taken as soon as possible after the use 

of force to document any injury or lack of injury.   
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3. Submit a Use of Force form to the Chief of Police (thru the chain of 
command) prior to the end of shift describing the incident, the force 
used, and any medical aid rendered.  The Use of Force form shall be in 
addition to any other required reports. The drawing and directing of an 
intermediate weapon or firearm at any person does not require the 
completion of a Use of Force Report. (i.e. high risk / felony traffic 
stops) 

 
IX.  DEPARTMENTAL REVIEW 

 
A. Review 

 
1. The officer’s supervisors, Captain and the Chief of Police shall review all 

reported uses of force to determine whether: 
 

a. Departmental orders were violated; 
b. Relevant departmental policy was clearly understandable and 

effective to cover the situation; 
c. Departmental training was adequate; 
d. Departmental equipment operated properly. 

 
2. Annually, the Chief of Police shall conduct an analysis of use-of force 

incidents to determine if additional training, equipment, or policy 
modifications may be necessary. (TBP: 6.10) 

 
B. Internal investigations 

 
1. An internal investigation shall be conducted on any firearms discharge 

(other than training, and the humane destruction of animals), and any 
other use of deadly force by members of the department. An internal 
investigation shall be conducted on other uses of force incidents if a 
violation of law or department policy is suspected.   In addition to the 
internal investigation, a criminal investigation shall also be conducted in 
any firearms discharge or other use of force incident where an officer or 
other person is injured or killed and in any other circumstances where a 
violation of law is suspected.  The criminal investigation may be 
conducted by another law enforcement agency with concurrent 
jurisdiction and the results may be presented to the grand jury for review.   

 
2. Procedures for Officer Involved Shooting Investigations are covered in 

Policy 6.4. 
 

C. Assignment 
 

1. Pending administrative review, any officer whose actions have resulted in 
the death or serious bodily injury of another person shall be removed from 
line-duty assignment. This action protects both the officer's and the 
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community's interest until the situation is resolved. This re-assignment is 
not considered punitive in nature. (TBP: 6.08) 

 
2. An officer on administrative leave must remain available 8 a.m. - 5 p.m., 

Monday through Friday, for official department interviews and 
statements regarding the incident.   
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BUDA POLICE DEPARTMENT 

Policy   6.2   Firearms and Qualification 
Effective Date:   

Approved:           Bo Kidd 
                                                  Chief of Police 

Reference: TBP: 3.01, 3.02, 3.03, 6.04, and 6.05 

 
 

I. POLICY 
 
The Department's policy is to ensure that members are properly trained not only in the use of 
appropriate firearms and the circumstances of their use, but also in their safety and maintenance, 
regarding both on and off-duty weapons.  Supervisors and the Department armorer shall 
rigorously enforce Departmental firearms standards.  All personnel shall qualify at least 
annually with his or her sidearm, less deadly weapons and those used or carried both on and off-
duty. 

 
II. PURPOSE 

 
To establish policy and procedures governing the care and maintenance of issued weapons and 
ammunition, the selection and use of holsters, off-duty weapons, firearms training, 
qualifications and less deadly weapon proficiency.  

 
III. PROCEDURES 

 
A. Authority 
 

1. Sworn police officers who have the authority to make arrests and maintain 
the peace, are authorized to carry and use firearms as necessary in the 
performance of their duty, subject to the restrictions and guidelines of this 
order, the Department’s use of force policy, and state and federal law. 

 
2. Off duty, sworn officers of this Department are encouraged to carry 

firearms, subject to the guidelines of this order, to protect themselves or 
another from imminent death or serious bodily injury in the event they 
must intervene in an incident off-duty before the arrival of on-duty 
officers. 

 
B. On-Duty Weapons, Issuance and Use (TBP: 6.04, 6.05) 

  
1. Only weapons issued by the Department or approved by the Chief of Police 

will be carried or used while on-duty.  The department currently issues the 
Glock 22, in 40 caliber as the standard duty firearm for officers.  
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2. The Chief of Police shall issue Departmental weapons to authorized 
personnel. 

 
3. Department firearms and ammunition are determined by the Chief of Police 

based on the needs of the agency. 
 

C. Shotguns 
 
Shotguns are assigned to patrol cars and individual officers as appropriate. 

 
1. All shotguns shall be carried with the magazine fully loaded with 

approved ammunition, chamber empty, trigger released, and safety off. 
 

2. A minimum of 5 extra rounds of approved ammunition shall be carried 
with each shotgun. 

 
3. All shotguns left at the Police Department shall be left in an unloaded 

condition, with chamber open and stored in gun vault or other 
designated location.  

 
D. Patrol Rifles 
 
Patrol rifles, e.g. AR-15 or type weapons, may be issued or used by officers and 
supervisors who have received appropriate training and have maintained their 
required qualifications. The Chief of Police shall have the final decision to whom 
is allowed to carry a patrol rifle while in an on-duty status. 

 
E. Off-duty weapons (TBP: 6.05) 

 
1. Off-duty weapons, either revolvers or semi-automatic pistols, and their 

ammunition, are purchased at the officer's expense.  The armorer shall 
inspect and certify the off-duty weapon before it may be carried.   

 
a. Officers shall qualify with the off-duty weapon at the annual 

qualification. 
b. The armorer shall maintain a record of all weapons used by each 

officer. 
 

2. Officers may carry, while off duty, either an issued weapon or one 
purchased at officers' expense, subject to this policy. 

 
3. Officers shall not carry weapons when consuming alcoholic beverages. 

 
4. Off-duty weapons shall be carried safely and concealed from public view. 

 
5. Officers shall carry the Departmental badge and identification if carrying an 

off-duty weapon. 
 

F. Departmental Ammunition (TBP: 6.04) 
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1. Only factory ammunition approved by the Chief of Police will be used in 
Departmental weapons. The Department will select and purchase on-
duty ammunition for each qualification and old ammunition will be fired 
during qualification to ensure fresh ammunition is carried in on-duty 
firearms.  Officers are responsible for the purchase of ammunition for 
their off-duty weapon. 

 
2. Only factory ammunition approved by the Chief of Police will be used in 

Departmental shotguns. 
 

3. Only factory ammunition approved by the Chief of Police will be used in 
Departmental patrol rifles. 

 
G. Security of weapons 

 
1. Officers are responsible for the care, cleaning, and security of Departmental 

weapons issued to them, whether on or off duty.  Officers shall report any 
weapon malfunction to the Chief of Police via the armorer. 

 
2. Officers are responsible for the safe and secure storage of issued weapons 

when off-duty in a manner that prevents theft or unauthorized access or 
use. 

 
H. Department Firearms Proficiency Officer and Armorer (TBP: 3.03) 
 
The Chief of Police shall appoint at least one sworn member of the Department to be 
the Departmental Firearms Proficiency Officer and Armorer.   

 
1. The duties are as follows: 

 
a. Schedule, supervise and maintain records on all firearms 

qualifications required by the Department. 
b. Maintain non-issued Departmental weapons and associated 

equipment. 
c. Inspect all weapons being returned to the armory to ensure they are 

clean and serviceable. 
d. Repair or submit to a qualified gunsmith for repair all departmentally 

owned malfunctioning weapons. 
e. Maintain records of issuance, care, and maintenance of Departmental 

and personally owned weapons and associated items used on-duty. 
f. Issue Departmental ammunition. 
g. Annually inspect and certify as serviceable both Departmental and 

personally-owned firearms that are authorized for on and off-duty 
use.   

h. Inspect and authorize the use of holsters for on-duty use. 
 

2. The armorer shall maintain a record of all firearms and less deadly weapons 
which have been certified as safe and with which officers have qualified.  
This record shall include the following: 
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a. Officer's name and identification number; 
b. Make, model of weapon and caliber; 
c. Serial number of weapon; 
d. Type of less deadly weapon for which the officer demonstrated 

proficiency. 
 

3. The Armorer and firearms instructor will be certified by the Texas 
Commission on Law Enforcement.   

 
I. Modification of weapons 

 
1. Departmental weapons shall not be modified or altered without written 

approval of the Chief of Police except as outlined. 
 

J. Firearms inspections 
 

1. Annually, either the firearms instructor or the armorer shall thoroughly 
inspect each weapon during qualification on the range.  Documentation of 
this inspection will be maintained by the Department firearms instructor. 

 
2. Supervisors shall also inspect subordinate officers' issued firearms as 

deemed appropriate to ensure that they are maintained in a clean and 
serviceable condition. 

 
a. Firearms inspections shall include side arms, shotguns, authorized 

rifles, ammunition pouches, and holsters. 
b. Ammunition shall be inspected to ensure that it is of Departmental 

issue, of correct quantity, and in serviceable condition. 
 

IV. PROCEDURES - QUALIFICATION 
 

A. Qualification rules 
 

1. Officers must qualify with any weapon they carry or use on-duty at least 
annually or when they change weapons. (TBP: 3.01.) 

 
2. The firearms instructor or armorer shall be in charge at all times when 

officers are on the firing range for qualification.   
 

3. Only weapons and ammunition issued by the Department shall be used 
during qualifications, or officers will provide their own if qualifying with 
off-duty weapons. 

 
4. Every officer shall fire the regular firearms course approved by the Texas 

Commission on Law Enforcement and designated by the Department. 
 

5. Weapons 
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a. While on and off duty, officers shall carry only weapons and 
ammunition authorized by, inspected by, and registered with the 
Department. 

          b. Authorized weapons are those with which the officer has qualified 
in accordance with standards set by TCOLE and approved by the 
Department, and received Departmental training on proper and 
safe usage and that are registered and comply with Departmental 
specifications. 

        c. The Department shall schedule regular training and qualification 
sessions to include inspection of duty, off-duty and specialized 
weapons to be conducted at a minimum annually.  

         d. Officers who fail to receive a passing score with their duty 
weapons, in accordance with Department qualification procedures, 
will receive remedial instruction and allowed to repeat the course 
of fire two additional times.  Officers still failing to qualify shall be 
relieved of their Police powers and immediately assigned to non-
enforcement duties or placed on administrative leave.  At the 
discretion of the Chief of Police these officers may be given 
additional remediation or terminated. 

         e. An officer shall not be permitted to carry any off-duty weapon 
with which he has not been able to qualify during the past twelve 
(12) months. 

         f. Any officer who has taken extended leave or suffered an illness or 
injury that could affect his use of firearms ability will be required 
to re-qualify before returning to enforcement duties. (TBP: 3.01) 

 
6. The Armorer will maintain records of each officer’s firearms qualifications 

including: 
 

a. The officer’s name and Identification Number 
b. The date of qualification 
c. The weapons(s) used during qualification 
d. A description of the course of fire and score. 

 
7. The armorer or firearms instructor shall inspect all weapons before firing to 

(1) ascertain that weapons are safe and (2) to ensure that weapons are 
properly maintained. 

 
8. Every officer must pass the shotgun qualification course before carrying a  

Department-issued shotgun. 
 

9. The qualification course shall include: 
 

a. Knowing how to load and unload the shotgun combat style. 
b. Firing at least 10 shots, some from different positions. 

 
10. Officers shall qualify with the shotgun at least annually. 

 
B. Patrol Rifle 
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Officers who are trained and authorized to use the patrol rifles must qualify at least 
annually with the rifle on a TCOLE approved course of fire. 

 
C. Firearms and Use of Force Instruction 

 
1. All Department personnel shall, if duties require carrying firearms, receive 

familiarization instruction on their firearms before range qualification.   
 

2. At least annually, personnel shall, if duties require carrying of a firearm, 
receive training in the mechanics of the weapons (stripping, lubricating, 
nomenclature, troubleshooting, and misfires), sound safety practices, and 
Departmental use of force. (TBP: 3.01) 

 
3. Use of force and use of deadly force training will be conducted annually 

and in conjunction with the firearms use and firearms qualification.  
 

4. Officers will be required to demonstrate proficiency with their less deadly 
weapon (Baton, OCS, etc.,) during the annual firearms qualifications. 
Officers may not carry impact or other less deadly weapons if they have 
not been certified by the Texas Commission on Law Enforcement 
(TCOLE). (TBP: 3.02.) 

 
5. Officers that are certified in multiple less deadly weapons are authorized to 

carry two (2) weapons at a time on their duty belt. (Example: OC Spray, 
Baton) 

 
6. Officers are required to be certified with and carry at least one (1) less 

deadly weapon during their course of employment with the Department 
and while on duty. 
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BUDA POLICE DEPARTMENT 

Policy   6.3   Non-Lethal and Less Lethal Weapons 
Effective Date:  
Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police      City Manager 

Reference: TBP: 3.04 

 
 

I. POLICY 
 
In the interest of public safety, the Department provides officers with a range of non-lethal and 
less than lethal options.   The Department's policy ensures that members are properly trained in 
the use of these tools and the circumstances of their use.  Supervisors shall rigorously enforce 
Departmental weapons standards. 

 
All sworn personnel shall show proficiency annually with Departmental non-lethal and less-
than-lethal weapons.  Officers shall not carry or use any non-lethal or less than lethal weapon 
unless they have received training and been qualified.  

 
II. PURPOSE 

 
To establish policy and procedures governing the issuance, training, care and maintenance, and 
qualification of non-lethal and less-lethal weapons.  

 
III. GENERAL PROCEDURES 

 
A. Approved Weapons 

 
1. Non-lethal and less than lethal weapons currently approved by the 

department include: 
 

a. Expandable Baton  
b. Pepper Spray    
c. Conducted Energy Device (CED) ie: Taser or other similar device 
d. Less than lethal shot gun 

  
2. Department approved non-lethal or less than lethal weapons are determined 

by the Chief of Police based on the needs of the agency.  Officers will not 
carry or use any weapon which they are not qualified by the Department to 
use.  
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B. Security of weapons 

 
Officers are responsible for the care and security of Departmental weapons issued to 
them.  Officers shall report any weapon loss or malfunction to the Chief of Police 
via the armorer or supervisor. 

 
C. Modification and maintenance of weapons 

 
1. Departmental weapons shall not be modified or altered without written 

approval of the Chief of Police. 
 

2. Officers are responsible for cleaning and maintenance of non-lethal or less 
lethal weapons that are issued to them. 

 
D. Weapon inspections 

 
1. Officers shall inspect issued weapons at the beginning of each duty 

assignment to ensure they are in proper working order. 
 

2. Supervisors shall inspect issued weapons at times as deemed necessary by 
the supervisor. 

 
IV.  QUALIFICATION REQUIREMENTS 

 
A. Required instruction and qualification 

 
1. All Department personnel shall receive training with any non-lethal and less 

lethal weapons that they will carry.  Training shall cover the mechanics of 
the weapon, sound safety practices, and Departmental policy governing the 
use of the weapon and the use of force. Tactical considerations shall be a 
part of this training.  

 
2. Officers will receive training and demonstrate proficiency annually on all 

Departmental approved non-lethal or less lethal weapons systems. (TBP: 
3.04) 

 
B. Qualification rules: 

 
1. The firearms instructor or armorer shall be in charge at all times when 

officers are qualifying with non-lethal or less than lethal weapons.   
 

2. The armorer will maintain records of each officer’s qualifications with non-
lethal and less lethal weapons including: 

 
a. The officer’s name and Identification Number 
b. The date of qualification and weapon system qualified. 
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V. EXPANDABLE BATON 

 
A. The Department authorizes the carrying and use of the Expandable baton as the 

only striking weapon for officers.  All other forms of striking or punching 
weapons are prohibited, including but not limited to saps, blackjacks, slapjacks, 
nunchaku and similar sticks, and brass knuckles.  Flashlights carried by officers 
are not to be used as striking instruments, except as a last resort to protect the 
officer from injury. 

 
B. Officers who carry the expandable baton shall be trained and demonstrate 

proficiency in its use.  The weapon may be used in quelling confrontations 
involving physical violence where higher levels of force are unnecessary or 
inappropriate and lesser levels are inappropriate or ineffective. 

 
1. The expandable baton should not be used to strike handcuffed individuals 

or to threaten or intimidate people. 
 

2. Officers shall not raise the expandable baton above the head to strike a blow 
to a person's head.   

 
C. All uses of the expandable baton will be immediately reported to a supervisor and 

documented in an incident report as well as a use of force report. 
 

VI.  OC PEPPER SPRAY 
 

A. Authorization 
 

1. Only officers who have completed the prescribed course of instruction on 
the use of OC are authorized to carry the device. 

 
2. Officers whose normal duties/assignments may require them to make 

arrests or supervise arrestees may choose to carry departmentally 
authorized OC while on duty. 

 
B. Uniformed officers shall carry only departmentally authorized OC canisters in the 

prescribed manner on the duty belt.  Non-uniformed officers may carry OC in 
alternative devices as authorized by the agency. 

 
C. Usage Criteria 
 

1. OC spray is considered a use of force and shall be employed in a manner 
consistent with this agency’s use-of-force policy.   

 
2. OC may be used when: 
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a. verbal dialogue has failed to bring about the subject’s compliance, 
and 

b. the subject is actively resisting or has signaled his intention to 
actively resist the officer’s efforts to make the arrest. 
 

3. Whenever practical and reasonable, officers should issue a verbal warning 
prior to using OC against a suspect. 
 

4. Once a suspect is incapacitated or restrained, use of OC is no longer 
justified. 

 
D. Usage Procedures 
  

1. Whenever possible, officers should be upwind from the suspect before 
using OC and should avoid entering the spray area. 
 

2. An officer should maintain a safe distance from the suspect of between two 
and ten feet. 
 

3. A single spray burst of between one and three seconds should be directed at 
the suspect’s eyes, nose and mouth. Additional burst(s) may be used if the 
initial or subsequent burst proves ineffective. 

 
4. Use of OC should be avoided, if possible, under conditions where it may 

affect innocent bystanders or contaminate a public facility. 
 

E. Effects of OC and Officer Response 
 

1. Within several seconds of being sprayed by OC, a suspect will normally 
display symptoms of temporary blindness, have difficulty breathing, 
burning sensation in the throat, nausea, lung pain and/or impaired thought 
processes. 

 
2. The effects of OC vary among individuals.  Therefore, all suspects shall be 

handcuffed as soon as possible after being sprayed.  Officers should also 
be prepared to employ other means to control the suspect—to include, if 
necessary, other force options consistent with agency policy—if he does 
not respond sufficiently to the spray and cannot otherwise be subdued. 

 
3. Immediately after spraying a suspect, officers shall be alert to any 

indications that the individual needs medical care. This includes, but is not 
necessarily limited to, breathing difficulties, gagging, profuse sweating and 
loss of consciousness.  Officers using OC spray on a subject will request 
medical assistance to the scene to de-contaminate the subject. 
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4. Suspects that have been sprayed shall be monitored continuously for 
indications of medical problems and shall not be left alone while in police 
custody. 

 
5. Officers should provide assurance to suspects who have been sprayed that 

the effects are temporary and encourage them to relax. 
 

6. Air will normally begin reducing the effects of OC spray within 15 minutes 
of exposure.  However, once the suspect has been restrained, officers shall 
assist him by rinsing and drying the exposed area. 

 
7. Assistance shall be offered to any individuals accidentally exposed to OC 

spray who feel the effects of the agent.   
 

F. Reporting Procedures 
 

1. Accidental discharges as well as intentional uses of OC spray against an 
individual in an enforcement capacity shall be reported to the officer’s 
immediate supervisor as soon as possible. 

 
2. A use-of-force report shall be completed following all discharges of OC 

spray except during testing, training, malfunction or accidental discharge, 
unless an individual is sprayed (contaminated.) 

 
G. Replacement 
 

1. All OC spray devices shall be maintained in an operational and charged 
state by assigned personnel.  Replacements for damaged, inoperable or 
empty devices are the responsibility of officers to whom they are issued. 

 
2. Replacements of OC spray canisters shall occur when the unit is less than 

half full, as determined by weighing the canister. 
 

3. OC canisters shall be inspected at the firing range during firearms 
qualification.  A record of this fact shall be maintained by the appropriate 
agency authority. 

 
4. Unexplained depletion of OC canisters shall require an investigation and 

written report by the officer’s supervisor to the commanding officer.  
 

H. Reporting and Investigation 
 

1. A Use of Force Report shall be completed on all use of force incidents. 
Personnel must clearly articulate the reasons for the initial use and all 
subsequent cycle(s) in the Use of Force Report.  
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2. The supervisor responding to the scene shall conduct an immediate 
preliminary investigation which should include:  

 
a. Location and interview of witnesses (including other officers);  
b. Photographs of subject and officer injuries.  

 
3. Photographs of the subject shall be taken in all instances wherein a subject 

is injured or complains of being of injured as a result of the use of force.  
Photographs should depict overall condition of the suspect, any injuries 
and the locations where the contact was made. If there is no injury, it is 
discretionary. 

 
4. The Chief of Police may request an outside investigation when any of the 

following factors are involved:  
 

a. A subject experiences death or serious injury;  
b. The force appears to have been used in a punitive or abusive manner;  
c. There appears to be a substantial deviation from training; and  
d. A person in an at-risk category has been subjected to force (e.g., 

young children; persons who are elderly/frail, pregnant women, and 
any other activation as determined by a supervisor). 

 
VII. CONDUCTED ENERGY DEVICE 

 
A. Conducted Energy Device 
 

1. A conducted energy device (CED) (Taser or other similar device) is used to 
achieve Neuro-Muscular Incapacitation. It allows officers to quickly 
subdue a resisting subject without having to resort to the use of deadly 
force. 

 
2. While CEDs may be used in deadly force situations, a CED is not a 

substitute for deadly force.   
 

3. As with any other weapon, precautions must be observed in the use of 
CEDs. Any subject who has received a CED exposure must be monitored 
for any medical problems.   

 
4. The duties of supervisors of officers issued the CED include active 

supervision, maintaining managerial controls, and ensuring that officers 
are in compliance with this order.  

 
B. Training and Qualification Procedures 
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1. Only personnel who successfully complete the department’s training course 
and demonstrate the required proficiency in the use of the CED shall be 
certified and allowed to carry the CED.   

 
2. All training and qualification for the CED shall be conducted by the 

department’s certified instructor.  
 

3. It shall be the responsibility of the CED instructor to train and certify all 
eligible officers on the proper techniques for using the CED.  

 
4. The CED instructor shall be responsible for compiling and analyzing data 

from incidents involving the use of the CED to identify training related 
needs and issues.  

 
5. In addition to the initial department training required to carry and use the 

CED, all officers certified to carry the device shall receive mandatory in-
service re-certification training at least annually.  

 
6. A reassessment of an officer’s knowledge and/or practical skill may be 

required at any time if deemed appropriate by the Chief or his designee. 
 

C. Carrying the CED 
 

1. Certified officers shall only carry the CED and cartridges that were issued 
by the police department. 

 
2. The CED shall never be left unsecured.  

 
3. Only holsters issued by the police department will be utilized.  

 
4. The CED shall always be carried on the duty belt on the side opposite the 

duty handgun. 
 

5. Personnel issued the CED shall be responsible for the proper maintenance 
and care of the weapon. This shall include periodically checking battery 
life and the expiration date of air cartridges, wiping away dirt and dust, and 
insuring the rubber stopper is secured on the data port. 

 
D. Authorized Use of the CED 

 
1. Certified officers may use a CED when circumstances known to the officer 

at the time indicate that the application of such force is objectively 
reasonable to control a subject and achieve a legitimate law enforcement 
objective. Officers may use a CED in any of the following circumstances: 

 
a. To apprehend a subject fleeing lawful arrest or detention. 
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b.  A violent or physically resisting subject. 
c.  There is a reasonable expectation that it will be unsafe for officers to 

approach within contact range of the subject. 
d. When it is necessary to subdue a noncompliant subject and the 

suspect is physically resisting officers.  
e.  When a subject poses an immediate threat of serious bodily injury or 

death to himself/herself, the officer, or others. 
f. When lesser methods of force are thought to be unreasonable, unsafe, 

or ineffective. 
g.  To stop or subdue an animal that is aggressive toward any person. 

 
2. Officers should give a verbal warning of the intended use of a CED 

followed by a reasonable opportunity for the subject to voluntarily comply, 
when practicable. 

 
3. Officers must be able to articulate their use of the CED in an incident 

report. 
 

4. As with any law enforcement equipment, a CED has limitations and 
restrictions requiring consideration prior to its use. A CED should only be 
used when its operator can safely approach the subject within the 
operational range of the device. 

 
5. Although a CED is generally effective in controlling most individuals, 

officers should be alert to the potential for failure and be prepared with 
other options. 

 
6. The act of verbal non-compliance shall not justify the use of the CED. 

 
E. Prohibited Use. Use of the CED is strictly prohibited under the following 

circumstances. 
 

1. When flammable gases or liquids are known to be in close proximity to the 
subject. 

 
2. One at a time: No more than one officer at a time should activate a CED 

against any person unless it is obvious the deployment was not effective. 
 

a. If the first application of a CED appears to be ineffective in gaining 
control of an individual and if circumstances allow, the officer 
should consider the following before an additional application of a 
CED: 

i. Whether the probes are making proper contact. 
ii. Whether the application of the CED is interfering with the 

ability of the individual to comply. 
iii. Whether other options or tactics may be more effective. 
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3. Where the suspect is at an elevated location and there exists risk of serious 

injury or death from a fall. This includes proximity to deep water or other 
similar locations. 

 
4. On higher risk populations: unless the situation would justify a high level of 

force, including deadly force and the use of the CED is an effort to avoid 
using the higher level of force.  Higher risk populations refer to visibly 
pregnant females; young children or obvious juveniles; the visibly frail or 
infirm; elderly (over 65); those who appear to weigh less than 100 pounds.  
(This requirement is promulgated out of an abundance of caution as there 
is no scientific evidence to suggest that higher risk populations have been 
clinically established to be at greater risk form CED deployment than the 
general population.) 

 
5. Handcuffed prisoners, without the expressed authority of a supervisor. 

Exigent circumstances must exist, such as to prevent the subject from 
injuring himself or others and other means of control are ineffective or 
unavailable. 

 
6. On a subject who is confined to a wheelchair unless it is objectively clear 

that CED is needed to prevent serious injury to the individual and/or if 
deadly force is justified. 

 
7. On a subject who is in control of a vehicle. 

 
8. On individuals with known neuromuscular disorders, such as muscular 

sclerosis, muscular dystrophy, or epilepsy. 
 

9. On persons known to be wearing pacemakers or other biomedical devices 
sensitive to electrical current. 

 
10. On a person known to have a heart condition.  

 
11. When a suspect engages in mere passive resistance (refusal to comply with 

verbal commands, going limp, stiffening of limbs without struggling, or 
verbal arguments against being arrested) without evidence of a threat to the 
officer, another member of the public or the suspect does not justify the 
use of a CED. 

 
12. Officers should never hold both a firearm and a CED at the same time. 

 
F. CED Deployment 
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1. Prior to deploying the CED, whenever reasonable and practical, verbal 
warnings shall be issued to the subject, which will allow the subject the 
opportunity to comply with the officer’s commands.  

 
2. In situations where CED use is a possibility, officers should consider 

requesting EMS before use. 
 

3. Prior to deploying the CED, the deploying officer shall announce the word 
“Taser” to alert others of the impending use of the weapon. 

 
4. When activating a CED, the officers should use it for one standard cycle 

and stop to evaluate the situation. (A standard cycle is five seconds.) If 
subsequent cycles are necessary, only the number and duration of cycles 
necessary to place the subject in custody will be used.   

 
5. Officers should consider that CED exposure lasting longer than 15 seconds 

(whether due to continuous or multiple cycles) may increase risk of death 
or serious bodily injury.   

 
6. Applications of more than 15 seconds should be weighed against other 

force options.   
 

7. Officers will be particularly alert for medical distress of the subject. 
 

8. Officers should make every effort to avoid firing darts or directing the 
contact stun method at a subject's head, neck, front chest area, or genitalia.  
Preferred targeting is the center mass of the subject’s back. Where back 
targeting is not possible, officers should avoid chest shots unless deadly 
force would otherwise be justified. 

 
9. The CED direct contact stun method may be utilized as an alternative 

deployment method when both probes fail to make contact with the subject 
and its effectiveness is reduced or the regular deployment method is either 
not possible or likely to be ineffective. 

 
10. The CED shall not be used in any manner that constitutes torture or 

torment. 
 

11. It shall not be used to elicit statements, awaken an intoxicated subject, or 
punish any individual. 

 
12. Each cycle of a CED may be viewed as a separate use of force that will 

need to be separately justified by specific factors from the incident. 
 

G. Targeting Considerations 
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1. The preferred target areas are below the neck area for back shots and the 
lower center mass (below chest or heart area) for front shots. The back is 
always the preferred target area when reasonably practicable under the 
totality of circumstances of the incident. 

 
2. For front targeting, it is more effective to split the belt line in order to 

achieve Neuro Muscular Incapacitation (NMI). This will also engage 
larger muscles of the body; reduce the risk of hitting sensitive body areas 
and increase dart-to-heart (DTH) safety margin distances. A larger probe 
spread will greatly increase the likelihood of achieving NMI. 

 
3. While manufacturers generally recommend that reasonable efforts should 

be made to target lower center mass and to avoid intentionally targeting the 
head, neck, chest and groin, it is recognized that the dynamics of each 
situation and officer safety may not permit the officer to limit the 
application of CED darts to a precise target area. As such, officers should 
take prompt and ongoing care to monitor the condition of the subject if one 
or more darts strikes the head, neck, chest or groin until he is released to 
the care of paramedics or other medical personnel. 

 
H. Post Deployment 
 

1. Immediate Restraint:  The subject shall be restrained immediately to 
prevent additional resistance or injury.  The subject shall not be restrained 
in a manner that impairs respiration.  If other restraints are unavailable, the 
subject may be handcuffed in front using a belt or strap to secure the cuffs 
to the body. 

 
2. Medical Monitoring.  Emergency medical services (EMS) shall be 

requested to respond to all instances where the CED has been deployed. 
The requesting officer shall monitor the subject until EMS personnel have 
arrived.   

 
3. Supervisor Response. The on-duty supervisor or command officer will 

immediately respond to the scene of any CED use.  The supervisor will 
review the circumstances of the use and conduct a preliminary 
investigation.  

 
4. Removal of Probes. CED probes shall be removed as soon as possible. CED 

probes that are imbedded in a subject’s skin (as opposed to just clothing) 
shall be removed only by EMS personnel, other medical personnel, or 
police personnel who are trained in the removal of the probes.  

 
5. Police personnel shall not remove CED probes that have struck a subject’s 

head, throat, groin, or any other sensitive area.  
 

164 216



6. A CED probe that has penetrated a person’s skin shall be considered a sharp 
biological hazard and shall be handled with the appropriate care, similar to 
a used hypodermic needle. 

 
a. Evidence packaging should be marked “BIOHAZARD” if the probes 

penetrated the subject’s skin. 
 

7. All persons who have been subjected to a CED activation should be 
monitored regularly while in police custody even if they received medical 
care.   

 
8. Anyone subject to CED deployment showing any signs of physical distress 

shall be transported immediately to a medical facility.  
 

I. Reporting and Investigation 
 

1. Each exposure (trigger pull) of a CED is a separate use of force. A use-of-
force report shall be completed on all CED incidents. Personnel must 
clearly articulate the reasons for the initial use and all subsequent cycle(s) 
in the report. 

 
2. The supervisor responding to the scene shall conduct an immediate 

preliminary investigation that should include the following:  
 

a. Location and interview of witnesses (including other officers);  
b. Information on the type of individual who was exposed to the CED 

(age, sex, weight, health conditions, etc.); 
c. How many cycles of the CED was the subject exposed to and how 

many cartridges were utilized; 
d. Photographs of subject and officer injuries;  
e. Whether one or both of the CED probes penetrated the subject’s 

clothing or skin and where; Photographs of cartridges/darts;  
f. Collection of CED cartridges, darts/prongs, data downloads, car 

video, body camera video, confetti ID tags, and copies of the device 
data download. 

 
3. Photographs of the subject shall be taken in all instances involving a subject 

who is injured or complains of being injured as a result of the use of the 
CED.  Photographs should depict overall condition of the suspect, any 
injuries, and the locations where the probes made contact. If there is no 
injury, taking photographs is discretionary. 

 
4. All CED deployments or discharges, including test firings, shall be recorded 

in a CED log. A supervisor must sign the CED log verifying that the 
information contained therein is accurate. The presence of a supervisor 
during testing is not required. 
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5. Expended CED cartridges shall be submitted to the property unit as 

evidence. After showing the Patrol Lieutenant a completed use of force 
report, the officer shall be provided with replacement cartridges.  

 
6. The Chief of Police may request an outside investigation by the sheriff’s 

department or Department of Public Safety when any of the following 
factors are involved:  

 
a. A subject experiences death or serious injury;  
b. A person experiences prolonged CED activation (15 seconds or 

more);  
c. The CED appears to have been used in a punitive or abusive manner; 
d. There appears to be a substantial deviation from training;  
e. A person in a high-risk population category has been subjected to 

activation (see list above) 
f. Any other activation as determined by a supervisor. 
 

J. Inspection and Maintenance 
 

1. The CED Instructor shall, on a monthly basis, inspect all officer’s CED logs 
and data ports to determine if there have been any undocumented 
discharges since the previous inspection. Any undocumented discharges 
shall require the officer to prepare a memorandum to the Chief of Police 
explaining the circumstances surrounding the discharge. 

 
2. Prior to an officer going into service, a daily function check shall be 

conducted. A function check is conducted by removing the CED cartridge, 
pointing the CED in a safe direction, and pulling the trigger. While the 
CED is being function checked, the officer should allow for a full 5 second 
cycle to complete and should visually and audibly verify the device’s 
function. At the completion of a function check, the cartridge should be 
reinserted and the device should be holstered. 

 
3. A function and maintenance log shall be maintained for every CED and will 

include daily function checks, quarterly maintenance, and any observed 
defects.  

 
4. Officers shall be responsible for ensuring that their issued CED is properly 

maintained and in good working order. 
 

K. General Considerations 
 

1. Officers should be aware that multiple activations and continuous cycling of 
a CED appear to increase the risk of death or serious injury and should be 
avoided.  
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2. Officers must be aware of the limitations of the CED and be prepared to 

transition to other force options as needed.  
 

3. Officers should be aware that there is a higher risk of sudden death in 
people under the influence of drugs and/or symptoms associated with 
excited delirium. 

 
a. Individuals suspected of being under the influence of drugs/alcohol 

or exhibiting symptoms of excited delirium (e.g., nudity, profuse 
sweating, and irrational behavior) may be more susceptible to 
collateral problems and should be closely monitored following the 
exposure to a CED until they can be examined by paramedics or 
other medical personnel. 

b. Because the application of a CED the drive-stun mode (i.e. direct 
contact without darts) relies primarily on pain compliance and 
requires close proximity to the subject, additional caution should be 
exercised. The application in drive-stun mode should be limited to 
brief applications in which pain compliance would reasonably appear 
necessary to achieve control. 

 
4. Officers should also be aware that CED cartridges have experienced firing 

problems in extremely cold weather. 
 

L. Defense Against CED Use 
 

1. When a subject is armed with a CED and attacks or threatens to attack a 
police officer, the officer may defend himself when he/she reasonably 
believes it is immediately necessary to avoid becoming incapacitated and 
risking the possibility that the subject could gain control of the officer’s 
firearm. When possible, officers should attempt to move outside the 
device's range (approximately 21 feet) and seek cover, as well as request 
back-up officers to mitigate the danger.  
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BUDA POLICE DEPARTMENT 

Policy 6.4   Officer Involved Shooting Investigations 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams 
                                                  Chief of Police                City Manager 

Reference:  

 
 

I. POLICY  
 

An officer involved shooting is defined as a discharge of a weapon by an officer during a 
hostile encounter or a negligent discharge that results in injury. 
It is the policy of the Buda Police Department that officer-involved shootings, whether on or 
off duty, be investigated with the utmost thoroughness, professionalism and impartiality so as 
to determine whether officer actions conform with the law and this Department’s policy, 
procedures, rules, and training. 

 
II. PURPOSE  

 
It is the purpose of this policy to provide guidelines for the investigation of officer-involved 
shooting incidents and to provide guidelines to minimize the chances that involved personnel 
will develop or suffer from post-traumatic stress disorder. 

 
III.   DEFINITIONS 

 
A. Officer-Involved Shooting Incident (OIS): A discharge of a weapon by an 

officer during a hostile encounter or a negligent discharge that results in 
causes death or serious bodily injury to an officer or other person; whether on 
or off-duty. 

 
B. Post-Traumatic Stress Disorder (PTSD): An anxiety disorder that can result 

from exposure to short-term severe stress, or the long-term buildup of 
repetitive and prolonged milder stress. 

 
IV. PROCEDURES 

 
A. Notification - Fire and EMS should be notified and requested to provide life-

saving measures as appropriate.  Additionally, the ranking supervisor or 
officer if necessary will notify the department’s chain of command to include 
the Chief of Police or his/her designee of any officer involved shooting. City 
Management should be notified as soon as possible of an officer involved 
shooting.  
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B. Officer(s) Responsibilities 
 

1. Scene security should be a priority. All officers should ensure the scene 
is secure, including handcuffing persons responsible for the OIS. 
Responding officers should clearly establish from the involved 
officer(s) whether additional suspects are involved, and thereafter 
communicate any suspect descriptions and locations. 

 
2. If suspects are located, they should be secured and separated. 

 
3. Once scene security is established, if injured, administer emergency 

first aid to oneself first; then administer emergency first aid to others 
as necessary pending arrival of emergency medical services. 

 
4. Notify Communications Center of the shooting incident. Officers 

should request a supervisor respond to the scene. 
 
5. If suspects are located, they should be secured and separated. 
 
6. As time and capabilities permit, secure the area, establish a perimeter 

with crime scene tape and limit access to authorized persons necessary 
to investigate the shooting and assist injured.  

 
7. Officers shall check for and identify all witnesses to the incident. 
 
8. Unless safety issues warrant, officers shall not remove or alter any 

involved weapons used by either involved officer(s) or suspects. 
Officers should not open, reload, remove shell casings or in any other 
manner tamper with involved firearms. 

 
9. Officers shall protect evidence from loss, destruction or damage. 
 
10. Shootings involving officers of the Buda Police Department will be 

investigated by an outside agency if possible (i.e Texas Rangers, DA’s 
Office etc.) all efforts should be made to preserve the scene, protect 
evidence from loss, destruction or damage. Ensure that evidentiary 
items are not moved. The investigating agency will be responsible for 
gathering firearms and other evidence. 

 
11. Give a full briefing to responding units and supervisor on scene. 
 
12. Officer shall not relay information to the media. 

 
C. Supervisor(s) Responsibilities 
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1. A supervisor shall be dispatched to the scene of the incident, and shall 
assume primary responsibility for protecting the scene and caring for 
involved personnel. 

 
2. Ensure that all the aforementioned procedures are being followed / 

carried out. 
 

3. If the officer is not immediately transported to the hospital, the supervisor 
shall briefly meet with the involved officer(s).   

a. Only minimal, preliminary questions should be asked about the 
incident. Information collected should help focus the initial police 
response and direct the preliminary investigation. At a minimum 
the supervisor should determine: 

i. If any other suspects are at large and any descriptions; 
ii. Type of force/ weapons; 
iii. Approximate number and direction of shots fired (to protect 

crime scene and ensure no other persons are injured); 
iv. Description and location of any known witnesses; 
v. Description and location of any known evidence; 
vi. Any other information necessary to ensure officer and 

public safety as well as apprehension of at-large suspects. 
 

4. During any period where the involved officer is required to remain on the 
scene, but has no immediate duties to fulfill, the officer should be taken 
to a quiet area but remain on scene of the incident.  

 
5. After injured persons are transported and the OIS scene is no longer 

active, the supervisor will ensure all recording devices stop recording, 
including dash-cam videos, and secured to ensure protection of any 
evidence contained therein. 

 
6. At all times, when at the scene of the incident, the supervisor should 

handle the officer and all involved personnel in a manner that 
acknowledges the stress caused by the incident. 

 
7. A supervisor will ensure that a companion officer is assigned to the 

involved officer(s). That officer will accompany the officer involved 
wherever they need to go (i.e. public safety center, hospital, etc.) 

 
8. If the officer has been shot or otherwise injured in the shooting: 

 
a. Ensure that an officer accompanies and remains with the officer at 

the hospital. 
b. Ensure that the officer’s family is notified on a priority basis and in 

person when possible. Ensure that they are assigned transportation 
to the hospital or other location where they are needed as soon as 
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possible. Do not release the officer’s name prior to the family’s 
being notified. 

c. Assign an officer (may be the companion officer assigned to the 
officer & family) to the family for security, support, control of the 
press and visitors, establishment of communications and related 
matters. 

 
9. Companion officers should not relate details of previous officer involved 

shootings, even if they have personal knowledge. Companion officers 
are not tasked with explaining processes, procedures, or offering 
previous experiences. Instead, companion officers will act as liaisons 
between the involved officer and other members of the Department. 

 
 

10. Upon arrival of detectives, the supervisor will brief the appropriate 
personnel on the details of the incident.  The supervisor shall prepare the 
original basic offense report concerning the incident and prepare a 
detailed supplement report of his or her activities after being notified.  
The supervisor shall also complete a departmental Use of Force Report 
on the incident. 

 
D. Administration  

  
1. Administration will manage all media inquiries. 

 
2. Administration will place the involved officer(s) on administrative 

leave pending investigation. 
 

3. Administration will ensure a criminal investigation is conducted by an 
outside agency whenever possible. 

 
4. Administration will ensure that an internal investigation is conducted; 

however, the criminal investigation will take precedent. 
 

5. Administration will ensure the that a companion officer remains an 
advocate for the involved officer and serves as a point of contact for 
others. The companion officer should also assist the officer’s family 
and offer any means of support feasible. 

 
E. Investigation 

 
1. Two different investigations may be conducted after an officer involved 

shooting incident. 
 

a. If the officer(s) was shot at, injured, killed, or otherwise the victim 
of a criminal offense, a criminal investigation will be conducted to 
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determine the identity of the suspect and for subsequent 
prosecution. 

b. If the officer(s) shot at a suspect, an administrative investigation 
shall be conducted to determine compliance with departmental 
policy. 

c. If the officer(s) shot at and hit a suspect, a criminal investigation 
shall be conducted to determine if the officer(s) are criminally 
culpable for his or her actions. 
 

2. These investigations, if both are required, may run simultaneously, with 
the criminal investigation taking precedence. 

 
3. The Chief of Police may request another agency conduct either 

investigation if circumstances warrant. 
 
4. Investigators will be well versed in the issues of Garrity v. NY to avoid 

improper contamination of the criminal investigation. 
 
5. Upon arrival of Investigators, they will first ensure the tasks itemized 

above have been completed.  They shall then conduct their 
investigation to include:  

 
(a) Receive a general briefing and walk-through by the supervisory 

officer regarding the circumstances surrounding the shooting.  The 
decision to conduct a walk through with the involved officer at this 
time must be made based on: 

i. The type of investigation being conducted 
ii. The physical and mental state of the officer 
iii. The circumstances at the scene 

(b) Ensure that the overall scene and evidentiary items are 
photographed and videotaped. Color photographs of the officer as 
he/she appears at the scene shall be taken, to include any injuries 
sustained. 

(c) Ensure thorough inspection of the scene and proper collection of all 
items and substances of evidentiary value. 

(d) Weapon and weapon magazine countdown will be conducted and 
verified by a minimum of two (2) investigators. 

(e) Obtain statements from the suspects. Ensure that notification is 
provided to next-of-kin of injured or deceased suspects. 

(f) Locate and identify witnesses and conduct initial interviews. 
(g) Interviews with fire department personnel, emergency medical 

service providers and other first responders to the scene. 
(h) Conduct separate interviews with each officer involved. 
(i) Conduct the interview in a private location away from sight and 

hearing of agency members and others who do not have a need and 
a right to the information. Advise the officers not to discuss the 
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incident with anyone except the assigned investigators until the 
conclusion of the preliminary investigation. 

(j) Be cognizant of symptoms of post-traumatic stress, to include time 
and space distortions, confusion, hearing and visual distortion and 
emotional impairment, including shock. 

(k) Contact Justice of the Peace and obtain autopsy of officer and/or 
suspect if required. Determine entrance and exit wounds, estimates 
of the shooter’s position, the presence of alcohol or controlled 
substances or other related evidence. 

 
6. The results of any criminal investigation conducted will be presented to 

the Grand Jury for independent review. 
 

a. Post-Incident Procedures 
i. Involved personnel shall be removed from line duties pending 

evaluation but shall remain available for any necessary 
investigations. 

ii. All officers directly involved in the shooting incident may be 
required to meet with an agency designated specialist for 
counseling and evaluation as soon as practical after the 
incident. Involved support personnel should also be 
encouraged to contact such specialists after a shooting 
incident. After the counseling sessions, the specialist shall 
advise the agency: 

(a) Whether it would be in the officers’ best interest to be 
placed on administrative leave or light duty, and for 
how long; 

(b) What will be the best continued course of counseling. 
The agency strongly encourages the families of the 
involved officers to take advantage of available 
counseling services. 

iii. Any agency investigation of the incident shall be conducted as 
soon and as quickly as practical. 

iv. The agency should brief other agency members concerning 
the incident so that rumors are kept to a minimum.  

v. All personnel involved in a shooting incident should be 
advised that they are not permitted to speak with the media 
about the incident. Officers shall refer inquiries from the 
media to the Chief of Police, unless otherwise authorized to 
release a statement pertaining to the incident. 

vi. In order to protect against crank or abusive calls, officers 
should be advised to have phone calls answered by another 
person for several days if their names are released to the 
public. 

vii. Officers directly involved in the shooting incident shall be 
required to re-qualify as soon as practical. 

b. Daily Stress Recognition 
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i. As post-traumatic stress disorders may not arise immediately, 
or the officers may attempt to hide the problem, each 
supervisor is responsible for monitoring the behavior of unit 
members for symptoms of the disorder. 

ii. If a supervisor believes that stress may be disrupting the 
officer’s job performance or other life skills, the Chief of 
Police should be informed immediately.  The Chief of Police 
may refer the officer back into counseling. 
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BUDA POLICE DEPARTMENT 

Policy   6.5    Peer Support 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: 

 
 

I.  POLICY  
 

This policy is to provide direction to the formation and implementation of an official Peer 
Support Team Policy Manual.    

 
II.  PEER SUPPORT TEAM MISSION: 

 
Our mission is to provide Department personnel, both sworn and non-sworn, psychological 
and emotional support through pre-incident education, spousal/family support, on-scene 
support and demobilization intervention, post-incident debriefing or one-on-one interaction. 
 
The Peer Support Team will be comprised of agency members who have been specially 
trained in peer support techniques and who work in conjunction with mental health 
professionals who specialize in providing support to emergency service personnel. 

 
III. GOALS  

 
A. To provide a system of trusted support that will aid employees in resolving 

situations affecting their personal and professional environments. 
 

B. To foster the physical, emotional, and social health of employees. 
 

C. To provide information about various aspects of Peer Support through 
educational materials and their resources. 

 
D. To provide a liaison between the employee and the department to identify and 

assist with resources available to them. 
 

E. To develop and implement a Peer Support training program. 
 

F. To work in conjunction with the Peer Support Teams of local and regional 
departments to promote cross-agency dissemination of training materials and 
opportunities and to establish working relationships with other public safety 
peer support teams. 
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IV. PEER SUPPORT PROGRAM STANDARD OPERATING GUIDELINES 

 
Purpose 

 
The purpose of the Peer Support Program is to prevent or lessen the potential negative impact 
of stress upon employees by providing emotional support, information, and assistance. 
 
The program will provide employees with psychological and emotional support through one-
on-one discussions, pre-incident education, education on stress management, 
spousal/significant other support, on-scene support and demobilization intervention. 
 
The Peer Support Team will be comprised of department members, of any rank or position, 
who have been specially trained in stress management, peer support, and crisis intervention 
techniques.  Team Members will work in conjunction with designated mental health 
professionals.  The Peer Support Team is supported by the Department as a “Critical Incident 
Stress Management Service” and its members are considered “Emergency Response Team 
Members” as defined by TX Health and Safety Code Title 9, Subtitle B, Chapter 784. 

 
V.  PEER SUPPORT TEAM MEMBERS 

 
The Peer Support Team will be made up of the following: 
 
Peer Support Program Coordinator: The Police Chief or his designee will serve as the Peer 
Support Program Coordinator: The functions of the Peer Support Program Coordinator are:  

 
A. To oversee the program. 
 
B. To develop, advise, and approve program policy. 
 
C. To approve funding for program activities including training, travel and 

educational outreach. 
 
D. To provide administrative support to the program. 
 
E. To constitute a line of authority between the program, the clinical consultant, 

and the Department. 
 
F. Authorize membership into the program. 
 
G. Authorize the activation of the team in large scale events. 
 
H. Approve all requests for assistance from outside agencies. 

 
Clinical Consultant:   The Clinical Consultant manages all matters related to the 
psychological or clinical aspects of the program.  The Clinical Consultant will be a licensed 
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Health Care Professional in the State of Texas, affiliated with the Department.  The functions 
of the Clinical Consultant are: 

 
A. To consult and advise on all of the clinical aspects of the program. 
 
B. To offer clinical support and guidance to the Team Leader. 
 
C. To assist in securing relevant training and continuing education materials for 

the Peer Support Team. 
 
D. To assist in the development of policy and protocol. 
 
E. To act as a liaison between the Peer Support Team and other mental health 

professionals supporting the Team. 
 
F. To supervise and conduct peer support activities when necessary, under the 

direction of the Department. 
 

Peer Support Team Leader:  This position is not a promoted position and department rank 
does not define who is eligible for the role of Peer Support Team Leader.  The selection of 
the Peer Support Team Leader will be made by the Chief.  The functions of the Team Leader 
are: 

 
A. To manage the Peer Support Team. 

 
B. To assist the Clinical Consultant in deploying and implementing peer support 

activities. 
 

C. To maintain records of Team activities. 
 

D. To facilitate recruitment of new members. 
 

E. To assist the Clinical Consultant in disseminating educational material and 
developing training for the Team.  

 
F. To act as a Point of Contact (POC) for outside agencies requesting assistance 

with a critical incident or development of a Peer Support Team.   
 

G. To act as the POC for the Department and to request their assistance with 
funding or resources as needed. 

 
H. To act as a Peer Support Team Member in addition to these listed functions. 

 
Peer Support Team Member:  The Peer Support Team Members are the main providers and 
resource for employees seeking assistance.  Their functions are: 
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A. To provide crisis intervention and basic support for employees and their 
families. 
 

B. To provide referral to a Mental Health Professional either through the 
Employee Assistance Program (EAP), available insurance providers, or other 
professional contacts following the process as defined in the Peer Support 
Policy Manual. 

 
C. To triage and consult the Clinical Consultant in a crisis event and provide 

recommendations about what crisis intervention services are needed. 
 

D. To assist in educating employees about Peer Support and psychological 
support services. 

 
E. To assist in deploying and implementing peer support 

 
VI.  POLICY  

 
A. The Peer Support Program will consist of trained members who will be 

compensated for their time. Approval for compensation must be made 
through the Chief (or their designee) prior to an incident or training. 

B. Before being cleared to assist in Peer Support operations, each member will 
complete the Peer Support Training. 

C. Peer Support is not a substitute for professional counseling.  Peer Support 
Team Members are not trained mental health professionals and may not 
diagnose nor treat mental health conditions. 

D. All Peer Support activities and contacts are voluntary.  Employees may choose 
to utilize or reject Peer Support.   

E. Employee failing to meet department expectations, on a Performance 
Improvement Plan, or on administrative leave during an investigation will 
not participate in Peer Support activities as a Peer Support Team Member. 

 
VII. CONFIDENTIALITY 

 
The Peer Support Team is a confidential program.  It is of vital importance to the Peer 
Support Team that a strong presence of trust is established and maintained among those who 
would seek our services.  This requires understanding of our confidentiality policies by 
department administration, the Clinical Consultant, and all Peer Support Team Members.  

 
A. No records identifying employees who utilize the program will be maintained.   
 
B. Peer Support Team Members shall not discuss information obtained while 

acting in a Peer Support capacity, without consent of the employee, with 
anyone other than the Clinical Consultant, other mental health professionals, 
or other Peer Support Team members for the purpose of mental health support 
unless otherwise required by law. 
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C. Peer Support Team Members shall not divulge shared information with other 

employees, family members, friends, supervisors or management, or the 
general public. 

 
D. Peer Support Team Members shall not be found insubordinate or otherwise in 

violation of city and/or department policy for failure to release or share 
information about an employee under internal investigation, obtained as a 
Peer Support Team Member, acting in an official capacity, unless otherwise 
required by law. 

 
E. Employees shall be advised that confidentiality will be maintained except as 

required in the following circumstances: 
 

1. The employee discloses information that leads the Peer Support Team 
Member to believe the employee is an imminent threat to themselves 
or others.   

2. The employee discloses information about suspected or alleged child 
abuse or elder abuse. 

3. The employee discloses information regarding legal issues that impact 
employment. 

4. Any other instances required by law. 
 

F. Peer Support confidentiality is outlined in the Texas Health and Safety Code, 
Title 9, Subtitle B, Chapter 784.    

 
VIII.  SOCIAL MEDIA 

 
Due to the highly visible nature of social media, it is imperative that Peer Support Team 
Members maintain an image of leadership and confidentiality.  Any breach, or perceived 
breach, of our ability to lead or remain confidential would be detrimental to the Peer Support 
Mission.  Therefore, Peer Support Team Members will adhere to the following rules 
regarding social media: 

 
A. If the Peer Support Team is involved in an incident involving an employee(s), 

the entire Peer Support Team will refrain from any and all social media 
regarding the incident. 

 
B. If there is an incident involving any other public safety agency, Peer Support 

Team Members shall not engage in any social media regarding the incident for 
24 hours post official release. 

 
C. Peer Support Team Members shall refrain from making negative or derogatory 

comments toward the Department or the Peer Support Team on social media. 
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D. Peer Support Team Members shall abide by the Department’s social media 
policies that are already in place. 

 
IX.  RECRUITMENT AND SELECTION  

 
The addition of Peer Support Team members will be done on an as needed basis.  Selections 
will be made from eligible candidates by current Peer Support Team members 
 
Qualified individuals: 

• Any uniformed or non-uniformed employee in good standing with the 
department. 

• Not working under a performance improvement plan. 
• Not currently the subject of an internal investigation. 

 
X.  TRAINING 

 
Training is paramount to the team’s ability to effectively and confidently interact with 
personnel seeking peer support. 

 
A. All new members will attend the Peer Support Classes, in accordance with the 

Clinical Consultant, before engaging in any Peer Support Team activities. 
 

B. Continuing Education will be provided at annual recurrent training and 
quarterly QA/QI meetings.  Team Members are required to attend recurrent 
training each year to remain active. If they are unavailable during the 
scheduled recurrent training, they may meet with the Clinical Consultant 
individually to review the materials. 

 
XI. PEER SUPPORT CONTACT GUIDELINES 
 

Peer Support Contact Guidelines 
  

A. Contact by Peer Support can never be forced on an individual. 
 

1. No order will be given by a superior for an employee to contact Peer 
Support.  Suggestions may be made in good faith. 

 
2. Contacting Peer Support will never be a condition of a Performance 

Improvement Plan. 
 

3. Contacting Peer Support will never be a condition of disciplinary 
action.  

 
B. Interaction with a Team Member in the Peer Support capacity requires 

expressed consent by the individual. 
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C. Peer Support Team Members may initiate contact with an individual on good 
faith for high profile incidents or requests by a 3rd Party. 

 
1.Contact will only consist of providing an individual the means to contact 

Peer Support if they desire to do so.  
 

2. Peer Support will not release any information about an unsolicited 
contact.  All inquiries will be addressed by stating that an individual 
was given the means to contact Peer Support if they desired to do so. 

 
D. Peer Support contact information may be provided to employees who: 

 
1. Sustain an On-the-Job Injury. 

 
2. Request FMLA. 

 
3. Request Leave donation due to injury or illness. 

 
4. Are involved in an internal investigation. 

 
5. Are placed on administrative leave. 

 
E. Peer Support Team Members who feel an on-duty employee is a hazard to 

themselves or others will immediately contact the Peer Support Program 
Coordinator, or their designee, to request the employee be removed from 
operational status. 

 
E. The Peer Support Program Coordinator should consider activating the Peer 

Support Team for calls involving: 
 

1. Traumatic events involving children. 
 
2. Mass casualty incidents. 
 
3. Significant incidents involving department members or immediate 

families. 
 
4. Any unusual event with a powerful impact. 
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BUDA POLICE DEPARTMENT 

Policy   7.1    Constitutional Safeguards 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams 
                                                  Chief of Police                City Manager  

Reference: TBP: 7.04 

 
 

I. POLICY 
 

The federal and state constitutions guarantee every person certain safeguards from government 
intrusion into their lives.  These safeguards have become the cornerstone for the application of 
criminal justice in America. The Buda Police Department expects officers to observe 
constitutional safeguards.  Respect for the civil liberties of all persons shall be the paramount 
concern in all enforcement matters. 
 
II. PURPOSE 

 
The purpose of this general order is to define the use of the Miranda Warning as defined by law.  

 
III. PROTECTION OF INDIVIDUAL RIGHTS 

 
A. Officers will at all time act to preserve and protect the rights of all persons. 
 
B. Officers making arrests will ensure suspects are informed of the rights if they 

intend to question them about an offense.  Miranda warnings are required and 
shall be administered prior to any “custodial interrogation.” Officers are 
expected to understand the requirements of Code of Criminal Procedure 38.22 
before taking any statements from suspects. (TBP: 7.04) 

 
1. The following represent examples of situations that are not “custodial” 

and do not require Miranda warnings. 
 

a. Questioning during a routine traffic stop or for a minor violation; 
to include driving while intoxicated (DWI) stops until a custodial 
interrogation begins. During routine questioning at the scene of an 
incident or crime when the questions are not intended to elicit 
incriminating responses. 

b. During voluntary appearances at the police facility. 
c. When information or statements are made spontaneously, 

voluntarily and without prompting by police. (Note: Follow-up 
questions that exceed simple requests for clarification of initial 
statements may require Miranda warnings.) 

 
2. Administering Miranda. 
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a. Miranda warnings shall be read by officers to all persons subjected 

to custodial interrogation.   
b. Officers shall ensure that suspects understand their right to remain 

silent and their right to an attorney. Suspects may be questioned 
only when they have knowingly and intelligently waived their 
rights. Threats, false promises or coercion to induce suspect 
statements is prohibited. 
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BUDA POLICE DEPARTMENT 

Policy   7.2    Arrests With and Without a Warrant 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: TBP: 7.02, 7.03 

 
 

I. POLICY 
 

The most important legal question facing an officer at the moment of an arrest is the existence 
of probable cause:  without probable cause, the arrest is illegal and the evidence of criminality 
that was obtained because of the arrest is inadmissible.  Officers of the Buda Police Department 
shall accordingly exercise critical judgment in making arrests.  Critical judgment includes 
consideration for bystanders, the time, place, and location of offenses, and the use of force in 
making the arrests.   

 
II. PURPOSE  

 
To define the authority of officers to arrest and the mechanism for making arrests with and 
without a warrant. 

 
III. DEFINITIONS 

 
A. Arrest 

 
An arrest is a seizure of a person.  An arrest is supported by probable cause.   

 
B. Probable cause    

 
According to the U.S. Supreme Court, "Probable cause exists where the facts and 
circumstances within [the arresting officers'] knowledge and of which they had 
reasonable trustworthy information are sufficient in themselves to warrant a man of 
reasonable caution in the belief that an offense has been or is being committed" and 
that the person to be arrested committed it.  An officer must have probable cause to 
make an arrest. 

 
IV. DISCRETION 

 
A. Officers shall demonstrate discretionary judgment.  Discretion shall be applied 

reasonably and shall be guided by the oath of office, the limits of authority as 
established by law, the decisions and interpretations of the courts, the policies of 
our department, and the oral instruction provided by field supervisors. 
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V. ARRESTS WITH A WARRANT (TBP: 7.02) 
 

A. General Procedures for Arrest with a Warrant 
 

1. Arrests with a warrant will be made pursuant to Chapter 15 of the Texas 
Code of Criminal Procedure. 

 
2. Except as authorized by the Texas Code of Criminal Procedure, Chapter 

14, or Section 18.16, an officer shall not arrest anyone without an arrest 
warrant. 

 
3. An officer shall presume that any arrest warrant, which appears in proper 

form, is valid.  To be in proper form and valid on its face, an arrest 
warrant shall: 

 
a. Issue in the name of "The State of Texas", 
b. Specify the name of the person whose arrest is ordered, or provide 

a reasonable description if the name is not known, State that the 
person is accused of a named offense, and 

c. Be signed by a magistrate whose office must be named. 
 

4. An officer shall execute a valid arrest warrant as provided by law and 
departmental policies.  If the arrest warrant lacks proper form, the officer 
shall not execute the warrant, but shall return the warrant to the 
magistrate who issued it. 

 
5. If an officer has any question about the details or validity of an arrest 

warrant, he shall attempt to verify the information before making an 
arrest under authority of that warrant.   

 
6. An officer need not have actual physical possession of an arrest warrant 

in order to execute it.  
 

7. In executing an arrest warrant, whether or not he has the warrant in his 
possession, an officer shall announce to the person being arrested that 
the arrest is made pursuant to an arrest warrant.  

 
8. When executing an arrest warrant in a county other than Hays County, 

upon arrest, the Officer shall immediately take the arrestee before a 
magistrate of the county where arrest was made. (CCP: 15.18) 

 
9. When executing an arrest warrant in another county or jurisdiction, an 

Officer shall notify the law enforcement agency of the jurisdiction for 
notification and/or assistance with the arrest. Officers will adhere to this 
procedure unless doing so would compromise officer safety or 
compromise the safe operation of the execution of the arrest warrant.  

 
B. Warrants from other Jurisdictions 
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1. If an officer has knowledge that another Texas law enforcement agency 
holds a valid arrest warrant for a particular person, the officer may arrest 
that person.  If an officer makes an arrest on a warrant from another 
Texas law enforcement agency, the officer shall: 

 
a. Arrest the defendant. Notify the agency holding the warrant that 

this department executed the warrant and give the location of the 
arrestee. 

b. The department shall hold the arrestee as the magistrate prescribes, 
until releasing the arrestee to the custody of the department holding 
the warrant, or until transferring the person to the custody of the 
County Sheriff’s Department. 

c. If the department holding the warrant cannot take custody of the 
arrestee within 24 hours after the execution of the warrant, or if 
that department at any time indicates that it will not take custody of 
the arrestee, the arrestee may be released from our custody. 

d. An officer shall also execute an arrest warrant telegraphed under 
the authority of a Texas magistrate.  
 

C. Warrants from Other States 
 

1. Whenever any officer has probable cause to believe that a person stands 
charged of a felony in another state, the officer shall: 

 
a. Arrest the person only after the warrant has been confirmed using 

accepted methods of warrant confirmation.  This arrest is made 
under the authority granted to Peace Officers in the Texas Code of 
Criminal Procedure, Chapter 51, and Fugitives from Justice.     

b. Book the arrested person directly into the custody of the Hays 
County Sheriff’s Department.  

i. The existence of a warrant from another state does not 
provide officers the authority to enter a third person’s 
residence to make the arrest.   
 

D. Chance Encounters 
 

1. Whenever an officer lawfully stops or otherwise detains and identifies a 
person, he may concurrently initiate a records check to determine 
whether any arrest warrant is outstanding against that person.   

 
2. To conduct a records check, an officer may detain a person who he has 

lawfully stopped for a reasonable period of time.  For a routine records 
check by radio, telephone, teletype, or computer terminal, the detention 
should not exceed a reasonable amount of time.  However, detention 
may be extended, but no longer than necessary, if the officer has a 
reasonable suspicion that a warrant is outstanding. 

 
3. The person may be required to wait in the officer's vehicle, in his own 

vehicle, or in some other convenient place. 
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4. The person may be frisked if the officer can articulate a reasonable fear 

for his or her safety. 
 

E. Planned Executions of Arrest Warrants 
 

1. Prior to executing an arrest warrant, 
 

2. The time of day for executing the arrest warrant shall be based on the 
following considerations: 

 
a. Execute when the person named in the warrant is most likely to be 

present. 
b. Execute when resistance is least expected and best controlled. 
c. Minimize the danger or inconvenience to other persons who may 

be on the premises, unless other circumstances make this 
impractical. 

 
3. An officer may serve the warrant at any place, public or private, where 

the individual named is reasonably believed to be located. 
 

4. Officers need not execute the warrant at the first possible opportunity to 
do so, but may choose the time and place in accordance with these rules.  
However, an officer shall not select the time and place of arrest solely to 
embarrass, oppress, or inconvenience the arrestee. 

 
5. An officer shall not use force to enter private premises to execute a 

misdemeanor arrest warrant. 
 

6. In general, when seeking to enter a private premise, an officer shall ring 
the doorbell or knock on the door, announce his intentions and purpose, 
and demand admittance.  He may then wait, for a reasonable time under 
the circumstances, to be admitted.   

 
7. Officers may enter a third person’s residence as proscribed by state law 

(chapter 14-15 CCP). 
 

8. If the execution of an arrest warrant may involve significant risk to 
officers, a statement of the circumstances of this risk should be included 
in the affidavit and the magistrate requested to include a “No Knock” 
authorization to the warrant.  If a “No Knock” provision has not been 
authorized by the magistrate, and articulable circumstances occur at the 
time of execution of the warrant (such as efforts to destroy evidence, 
evade arrest, or endanger officers) an immediate entry may be made 
without the required notice and waiting period. All “No Knock” 
warrants will be approved by the Chief of Police.  

 
9. Whenever an officer must forcibly enter private premises to execute a 

felony arrest warrant, the officer in charge of the operation shall have 
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enough officers present, and take other appropriate measures to protect 
the safety and security of all persons present.  To identify the group as 
officers, at least one fully uniformed officer should be present. 

 
10. After forcibly entering private premises to execute a felony arrest 

warrant, officers shall immediately secure the premises by locating, and 
controlling the movement of all persons who reasonably appear to 
present a threat to the safety of the officers.  Officers shall also control 
any object that may be used as a weapon.  An officer may frisk any 
person who the officer reasonably suspects may have a weapon 
concealed upon his person. 

 
11. An officer shall leave the premises in the hands of a responsible person or 

by locking all doors and windows.  If the premises are left unsecured, a 
guard will be left until it can be turned over to a responsible party or 
otherwise secured from illegal entry. 

 
12. Officers shall follow the Buda Police Department’s Standard Operating 

Procedure, in addition to the procedure mentioned in this section. 
 

F. Execution of Local Warrants by Other Jurisdictions 
 

1. Whenever another law enforcement agency within Texas holds a prisoner 
on a warrant from this department, this department shall either pick up 
the prisoner within ten days per state law or notify the holding agency to 
release him. 

 
2. Whenever an out-of-state department notifies this department that the 

out-of-state department has executed a felony arrest warrant held by this 
department, and is holding the person arrested, this department shall 
immediately pursue extradition proceedings. 

 
G. Field release citations 

 
1. Patrol Officers may choose to issue a field release citation in lieu of an 

arrest, in accordance with Article 14.06 of the Texas Code of Criminal 
Procedure for the following offenses: 

 
a. Possession of Marijuana                           M/A/B 
b. Driving While License Invalid        M/B 
c. Theft                                                          M/B 
d. Theft of Services                                       M/B 
e. Theft by Check                                          M/B 
f. Criminal Mischief                                      M/B 
g. Graffiti                                                       M/B 
h. Contraband in Correctional facility           M/B 

 

188 240



2. The defendant must not have any active warrants and must reside in 
Hays County and must have a valid Texas driver’s license or 
Identification card. The citation shall include the following 
information: The defendants name, identifiers and address. 

 
3. The Patrol Officer shall submit an arrest affidavit to include the 

probable cause and elements of the offense, with a copy of the citation.  
 
4. Juveniles may be issued Field Release Citations with the same 

procedures as for adults. In order to field release a juvenile, a parent or 
guardian must be available in a reasonable period of time. A juvenile 
may not be issued a field release citation without releasing the juvenile 
to their parent or guardian.  

 
VI. ARREST WITHOUT A WARRANT (TBP: 7.03.) 

 
A. Federal and state constitutions protect individuals from arbitrary and oppressive 

interference with privacy by law enforcement officials. Further, officers must 
have probable cause that a crime has been committed, and that the person to be 
arrested has committed the crime.  

 
B. When warrantless arrests may be made  

 
1. The Texas Code of Criminal Procedure, in Chapter 14, gives officers the 

authority to make warrantless arrests, supported by “probable cause”, as 
follows: 

 
a. Officers may arrest persons found in suspicious places and under 

circumstances which reasonably show that such persons have been 
guilty of some felony or breach of the peace, or threaten, or are about 
to commit some offense against the laws. 

b. If an officer has probable cause to believe that a person has 
committed an assault resulting in bodily injury to another and 
believes that there is danger of further bodily injury to that person, 
the officer may arrest the violator.  If an officer has probable cause 
to believe that the person has committed an offense involving 
family violence, the officer may arrest the violator.    

c. If a person prevents or interfered with an individual’s ability to 
place an emergency telephone call related to family violence, an 
officer may arrest the violator.  

d. Officers shall arrest a person in violation of a valid protective order 
when committed in the officer’s presence. Officers may arrest an 
offender for any offense committed within the officer's presence or 
view, including traffic violations.  

e. Officers may arrest at the direction of a Magistrate, when a felony or 
breach of the peace has been committed. 

f. Where it is shown by satisfactory proof to a peace officer, upon the 
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representation of a credible person, that a felony has been 
committed, and that the offender is about to escape, so that there is 
not time to procure a warrant, said officer may, without warrant, 
pursue and arrest the accused.   

g. Officers may arrest a person who confesses to a felony crime. 
 

2. Warrantless Arrests Outside Officer’s Jurisdiction:  
 

a. Although officers are discouraged from making arrests outside their 
jurisdiction, officers may make warrantless arrests in compliance 
with state law.  Officers who are outside their jurisdiction may arrest, 
without warrant, a person who commits an offense within the 
officer’s presence or view, if the offense is a felony, breach of the 
peace, or violation of Chapter 42 or 49 of the Texas Penal Code. 

b. Any officer making a Warrantless arrest outside his/her jurisdiction 
shall notify the law enforcement agency of proper jurisdiction.  The 
law enforcement agency shall take custody of the prisoner and 
arraign the prisoner before a magistrate in compliance with state law. 

 
VII. POST-ARREST PROCEDURES 

 
A. Injury before or during arrest 

 
If a person receives an injury before or during an arrest and either requests medical 
attention or, in the officer's judgment, medical attention is needed, officers shall 
transport the suspect or arrange for his or her transportation to the hospital for an 
examination before booking. 

 
B. Processing of paperwork 

 
1. Processing and routing procedures should be outlined concerning: 

 
a. Offense / Case reports – written, filed and submitted through the 

RMS system. 
b. Arrest Report-uploaded to case report in RMS. 
c. Field Notes – (when used) should be uploaded in RMS. 
d. Photographs – (when used) should be uploaded in RMS.  
e. Copies of warrant – should be uploaded in RMS 

 
C. Mirandizing Arrestees 
 

1. See Policy 7.1 Constitutional Standards 
 

VIII. RELEASE FROM ARREST 
 

A. Officers may encounter a circumstance where probable cause develops to arrest 
a person for an offense, only to find out shortly thereafter that the person under 
arrest did not commit a crime, or that the event was not a crime.  It is 
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imperative, then, that the officer end the arrest process and release the person as 
soon as possible. 

 
B. Procedure 

 
1. If the arresting officer determines that probable cause no longer exists to 

arrest a suspect, and the officer is satisfied that the person under arrest 
either did not commit the crime or that the crime did not occur, then the 
officer shall release the suspect. 

 
2. The officer shall document in an incident report: 

 
a. The dat e and time of arrest. 
b. The person arrested (name, address, date of birth, race). 
c. The location of arrest. 
d. Probable cause for the arrest and the specific charge(s). 
e. The reasons or discovery of information which led the officer to 

release from arrest. 
f. Any witnesses to the alleged crime, or to the fact the person arrested 

was allegedly involved. 
g. Whether force was used in making the arrest, and if so, the nature of 

any forced used and the consequences (including medical aid). 
 

IX. IMMUNITY FROM ARREST 
 

A. Legislative immunity 
 

1. Members of the United States Congress are exempt from arrest when 
Congress is in session, or when they are en route to or from congressional 
business, except for traffic summonses.  

 
2. Members of the Texas Legislature are exempt from arrest during a 

legislative session (or allowing for one day for every 20 miles such 
member may reside from the place where the legislature meets before the 
beginning or after the ending of any session) except in cases of treason, a 
felony, or a breach of the peace.  

 
B. Diplomatic immunity 

 
1. While a person claiming diplomatic immunity may present any number of 

identification papers, the only one that is indicative of the level of privilege 
and immunity is a card issued by the U.S. State Department.  The holder's 
level of immunity will be indicated on the card.  If a person claiming 
immunity does not possess this card and the incident involves a criminal 
offense, officers may detain the person either at the scene or at the 
department long enough to verify official status. 

 
2. Upon exhibiting proof of diplomatic immunity, persons shall be released 

upon being stopped for a misdemeanor traffic violation.  If questions arise 
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about this procedure, or if an arrest for a felony is necessary, call and 
advise the U.S. State Department Office of Security (202-647-4415, days, 
or 202-647-1512, nights and weekends). 

 
3. When encountering a criminal suspect who claims diplomatic immunity, 

officers shall first take reasonable measures--including pat-downs or other 
legal searches--to ensure safety to the public or other officers.  Verification 
of the diplomatic claim shall take place after a danger has been neutralized. 
A criminal investigation shall proceed as if no valid diplomatic immunity 
claim has been made.  Interviews, interrogations, seizures of evidence, or 
issuance of warrants shall proceed per departmental procedure.  In a 
criminal investigation, the chief shall remain in contact with the State 
Department. 

 
4. Regardless of the claim of immunity, in any case where officers arrest or 

detain foreign nationals, the suspects shall be advised of their right to have 
their consular officials notified.  In some cases, this notification is 
mandatory.  Note:  the list of countries which require mandatory 
notification of consular officials in the event that one of their citizens has 
been arrested is extensive.  The State Department shall be contacted for 
guidance. (TBP 10.22.1) 
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BUDA POLICE DEPARTMENT 
Policy 7.3   Search Incident to Arrest and Other Searches 
Without a Warrant 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: TBP: 7.07, 10.14, and 10.15 

 
 

I. POLICY 
 
In order to ensure that constitutional rights of citizens are protected, officers of The Buda Police 
Department will obtain search warrants upon probable cause in all appropriate criminal cases 
except for those searches incident to arrest and those searches officers have a legal right to 
perform without a warrant /the following circumstances.   
 
Searches without a judicial warrant are strictly limited to those circumstances where the courts 
have granted officers limited exceptions. One of those exceptions, if during an investigative 
stop, an officer has reasonable suspicion that an individual may be armed with a weapon - the 
officer may conduct a limited pat-down (frisk) of the individual’s clothing (for weapons only) to 
protect the officer. Other exceptions to the search warrant requirement are provided in this 
policy.   
 
II. PURPOSE 

 
To establish guidelines, for officers of The Buda Police Department, for searches incident to 
arrest and other searches without a warrant. 
 
III. SEARCH INCIDENT TO ARREST 

 
A. The general rule is that a reasonable search may follow a valid arrest.  The officer 

has the authority to make a search which may extend to articles carried by the 
suspect and to the suspect's immediate surroundings.  The purpose of this search 
is to remove any weapons from the arrested person which could be used against 
the officer while in custody, to remove any items that might facilitate an escape, 
and to prevent the destruction of any evidence by the arrested person.   

 
B. A search incident to an arrest must occur in such a way that it and the arrest are 

part of a continuous, uninterrupted transaction.  Two conditions are necessary for 
this to occur: 

 
1. The search must be made as soon as practical after the arrest. 
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2. The search must be made at or near the place of the arrest. 
 

C. An officer making a search incident to an arrest may search only the following 
permissible places: 

 
1. The entirety of the person being arrested. 

 
2. The area within the immediate control of the person being arrested into 

which the suspect might reach for a weapon or for evidence.  This includes 
any closed “unlocked” containers and compartments within reach of the 
suspect but does not include the trunk.   

 
D. Accessories (I.E. backpacks, purses, bags, etc…) carried by the suspect may be 

searched incident to a full custodial arrest for they are within the area in which 
the defendant might reach to grab a weapon or attempt to destroy an item of 
evidence. 

 
E. Vehicles may be searched contemporaneous with the arrest of the occupant or 

driver only if: 
 

1. The arrested vehicle occupant is unsecured and within arm’s reach of the 
passenger compartment at the time of the search, or  

 
2. The officer has a reasonable belief that evidence related to the crime of 

the arrest is located within the passenger compartment.  
 

3. Once an occupant has been secured and is unable to effectively reach the 
passenger compartment, the authority to search the vehicle for safety 
reasons is removed.  Officers may conduct a search of a vehicle passenger 
compartment in such circumstances if other warrantless search exceptions 
apply or by obtaining a search warrant. 

 
F. Strip Searches (TBP 10.14) 

 
1. Strip searches shall not be conducted of persons arrested for traffic 

violations, Class C or B misdemeanors; unless the officer has an 
articulable, reasonable suspicion to believe that the person is concealing a 
weapon or contraband.  Reasonable suspicion may be based on, but is not 
limited to, the following criteria. 

 
a. Nature of the offense. 
b. Arrestee's demeanor and appearance. 
c. Circumstances of the arrest or evidence of a major offense in plain 

view or during the course of the arrest. 
d. Arrestee's criminal record, particularly a history of narcotics offenses 

or violence. 
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e. Detection of suspicious objects beneath the suspect's clothing during 
a search incident to an arrest. 

 
2. Strip searches shall be performed by persons of the same sex as the person 

arrested and at the jail or lock-up where the search cannot be observed by 
persons not physically conducting the search.  No strip searches will be 
conducted in the field. 

 
3. In every case, the on-duty or on-call supervisor must review the need and 

expressly authorize the strip search.  
 

4. When authorized by the supervising authority, strip searches may be 
conducted only in the following: 

 
a. In conformance with approved hygienic procedures and 

professional practices. 
b. In a room specifically authorized for this purpose. 
c. By the fewest number of personnel necessary and only by those of 

the same sex. 
d. Under conditions that provide privacy from all but those 

authorized to conduct the search. 
 

5. Following a strip search, the officer performing the search shall submit a 
written report to the supervisory authority that details, at a minimum, the 
following: 

 
a. Date and place of the search; 
b. Identity of the officer conducting the search; 
c. Identity of the individual searched; 
d. Those present during the search; 
e. The identity of the approving supervisor; 
f. A detailed description of the nature and extent of the search. 

 
G. Body-Cavity Searches (TBP 10.15) 

 
1. Body-cavity searches other than the mouth shall be conducted only when 

there is probable cause to believe a particular prisoner may be concealing 
contraband within a body cavity or otherwise on the suspect's person.  
Body-cavity searches shall only be conducted under the express direction 
of the Chief. 

 
2. If appropriate, upon authority of the Chief of Police, the officer shall seek a 

search warrant and shall prepare the necessary affidavit.  Body cavity 
searches shall be conducted without a warrant only in extreme emergencies 
to protect the lives of prisoners or to prevent serious breaches of security. 
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3. The body-cavity search shall be performed only by a licensed physician or 
other medically-trained person as directed by the physician at medical 
facility. 

 
4. The process of conducting the body-cavity search shall involve the same 

safeguards for privacy and hygiene as for strip searches. 
 

5. Prior to transporting the prisoner to the medical facility, the officer shall 
inform the prisoner of his or her intention to conduct a body-cavity search 
thus giving the prisoner the opportunity to voluntarily surrender the 
suspected contraband. 

  
IV. OTHER WARRANTLESS SEARCHES 

 
A. Consent Searches 
 
A search warrant is not necessary where a person who has authority or control over 
the thing or place searched consents to the search.  Note that the officer doesn't 
have to have reasonable suspicion nor probable cause to request a consent search:  
he or she may merely ask for permission from someone with control over the item 
or premises.  If that person grants permission, the search may take place.  The sole 
justification for a consent search is the existence of knowing, intelligent, and 
voluntary consent.   

 
1. Consent searches must observe the following rules: 

 
a. Generally, the person granting consent must use, access, or control 

the property (I.E. Driver of the vehicle).  A person having use, access 
or control of only a part of a jointly-owned property can only give 
consent for a search of that part. 

b. If two people have joint ownership of property, either may give 
consent if there is the only one present.  If possible, have all the 
consenting parties present sign a written permission-to-search form.  
If both or multiple parties with joint ownership are present and any 
party objects to the search, the search cannot be performed. 

c. A landlord, including a hotel or motel manager, cannot consent to a 
search of a tenant's premises, unless the tenant has been evicted or 
has abandoned the property. 

d. A husband or wife, or one member of a cohabiting unmarried couple, 
may consent to a search of areas in common ownership or use if they 
are the only one present.  If both or multiple parties with joint 
ownership are present and any party objects to the search, the search 
cannot be performed. 

e. A parent may consent to a search of premises occupied by a child 
under the age of seventeen if the parent also has access to the 
premises. 
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f. An employee cannot give valid consent to a search of his employer's 
premises unless he has been left in custody of the premises. 

g. An employer may generally consent to a search of premises used by 
employees, except premises used solely by another employee (e.g., a 
locker). 

h. Consent must be given voluntarily.  If an officer requests consent 
from a person under circumstances which a reasonable person would 
consider coercive, the search would not be consensual and the 
officers should seek a warrant.  The officer may have the burden of 
demonstrating voluntariness.  

i. A person who initially gives consent may withdraw it at any time.  
Officers shall then secure the premises and seek a warrant if probable 
cause exists. 

j. Refusal to give consent, in itself, cannot justify further law-
enforcement action. 

k. The scope of a consent search is limited to the area for which consent 
has been given, and within this area officers may search only into 
areas where the objects sought could reasonably be hidden. 

l. Officers shall use their body cameras (audio/video) to capture the 
consent given. 

 
2. Documentation of Consent Searches 

 
a. Although verbal consent is valid, and more a common practice 

Police officers may utilize the Voluntary Consent to Search form.  
The form should be completed and signed by the consenting 
parties and forms shall be up loaded into RMS.  

b. If a person gives verbal consent but refuses to give written consent, 
Police officers should consider the severity of the case along with 
viable options (i.e., obtaining a search warrant or some other 
exception to the search warrant requirement) before proceeding 
with the search. 

c. If an officer proceeds to search on verbal consent, it should be 
remembered that the burden of proof is always on the government; 
refer to A(1)l of this section. 

d. Officers should make every effort to minimize conditions which 
could be offered as "threat or intimidation"; such as: 

i. Number of Police officers present (especially in uniform); 
ii. Amount of force used to detain or arrest - i.e., displaying 

firearms, use of handcuffs, etc.;  
iii. Language and tone of voice used in requesting consent; 
iv. Other non-verbal communications. 

 
B. Emergency Searches 
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1. A search warrant is not necessary in an emergency.  An emergency is 
sometimes termed "exigent circumstances." 

 
2. Police Officers may make a warrantless search of any person or anything, 

whether personal belongings, vehicles, or buildings, anytime they have a 
probable cause to believe it is necessary to save a life, prevent injury, or 
prevent the destruction of evidence. 

 
3. Police Officers who observe criminal activity occurring inside a private 

place from outside the private place may not always be able to secure a 
proper warrant in a timely manner and will adhere to the following 
guidelines: 

 
a. If the offense is a misdemeanor, Police officers will not enter 

unless: 
i. Valid consent is given by a person with apparent authority 

to grant such permission, or 
ii. There is reason to believe there is an immediate need to 

protect the safety of some person inside the location. 
iii. Circumstances where alcoholic beverages and/or illegal 

drugs are present, and the health and safety of minors is a 
legitimate concern. 

b. If the offense is a felony, Police officers will not enter unless: 
i. There is probable cause to believe the destruction of 

contraband or other evidence is imminent if it is not 
immediately recovered, or 

ii. There is reason to believe there is an immediate need to 
protect the physical safety of some person inside the 
location. 

c. Where Police officers enter private property under felony 
circumstances as described above, and misdemeanor violations are 
also observed, they may take appropriate action with regard to all 
criminal conduct regardless of the kind of offense or the age of the 
individuals engaged in any criminal or status offense. 

 
4. If officers enter premises with probable cause to believe that critical 

evidence may be destroyed or removed unless immediate action is taken, 
they may enter without a warrant, secure premises, and obtain a search 
warrant before proceeding further unless they have obtained consent to 
search, or some new circumstances arise necessitating another warrantless 
search. 

 
C. Plain View 
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A plain-view seizure is, technically, not a search.  To make a plain-view seizure of 
property (contraband, fruits, or instrumentalities of the crime), two requirements 
must be met: 

 
1. From a lawful vantage point, the officer must observe contraband left in 

open view; and  
 

2. It must be immediately apparent to the officer that the items he or she 
observes may be evidence of a crime, contraband, or otherwise subject to 
seizure. 

 
D. Plain Feel 

 
During a lawful frisk (stemming from a lawful stop), if an officer detects an object 
that is or might reasonably be an item that is contraband or other criminal evidence, 
then the object may be seized.  Threatening items such as weapons may always be 
removed during frisks.  Non-threatening items may be removed only if their 
contraband or evidentiary nature is immediately apparent. 

 
E. Abandoned Property and Open Fields 

 
A search warrant is not required for property that has been abandoned. 

 
1. To constitute abandoned property, three conditions must apply: 

 
a. Property was voluntarily abandoned. 
b. The abandonment was not a result of police misconduct. 
c. Property was discarded outside the area in which someone has a 

reasonable expectation of privacy. 
 

2. Open fields are not protected by the Fourth Amendment, but officers must 
distinguish them from curtilage, searches of which require a warrant.  
Curtilage is the area of a dwelling which is necessary, convenient, and 
habitually used by the family for domestic purposes.  The extent of 
curtilage of a private residence is determined by whether the area is 
enclosed; the nature and use of the area; the proximity of the area to the 
home; and any measures taken by the owner to protect the area from 
observation.  Note that under some circumstances surveillance (e.g., aerial 
surveillance) of activities within curtilage may take place without a 
warrant.  

 
V. VEHICLES 

 
A. In recent years, the U.S. Supreme Court has modified the conditions under which 

officers may search vehicles.  Preferably, officers shall search vehicles under the 
authority of a warrant whenever sufficient time exists to obtain one.  
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Nevertheless, warrantless searches of vehicles may take place under a number of 
conditions and circumstances.  It is imperative that officers understand the 
different types of vehicle searches and their limitations. 

 
B. Definitions 

 
1. For the purposes of this section, a motor vehicle is any vehicle operating or 

capable of being operated on public streets or highways, from trucks to 
automobiles to mobile homes.  A vehicle that has been immobilized in one 
location for use as a storage facility or home is not a motor vehicle for 
Fourth Amendment purposes. 

 
2. For the purposes of this section, a search is an examination of a motor 

vehicle with an investigative motive, that is, to discover evidence or to 
examine the vehicle identification number (VIN) to ascertain ownership. 

 
C. When warrantless vehicle searches may be performed 

 
1. As noted earlier, warrants should be obtained to search vehicles, if feasible, 

unless an emergency exists.  Any vehicle that has been disabled with little 
chance of its being driven away shall be searched with a warrant.  In all 
other cases, vehicles may be searched without a warrant and with the 
following limitations: 

 
a. With a warrant, a search may extend anywhere within the vehicle, 

unless limited by the warrant itself. 
b. When probable cause exists, a search may extend anywhere within 

the vehicle, unless the probable cause is limited to a specific part of 
the vehicle. 

c. When consent has been obtained from the driver, officers may search 
the vehicle subject to any limitations specified by the consenting 
person.   

d. Searches incident to the arrest of an occupant shall be limited to any 
area within reach of the arrestee.  The area within reach is deemed to 
be the passenger compartment.  The trunk, engine compartment, and 
any locked compartments shall not be searched unless immediately 
accessible to the suspect.   

e. Frisks for weapons shall be confined to the passenger area.  Any 
place not immediately accessible to the occupants, such as a locked 
glove compartment, shall not be frisked.  If the contents of a 
container are immediately accessible to the subject, a closed 
container may be searched for weapons.  Note that an officer can 
order the suspect from the vehicle and frisk both the suspect and the 
vehicle for weapons only and only places where the item, you have 
P.C. to search for, may be located (Elephant in a Matchbox).  
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f. An entry into the vehicle to examine the VIN or otherwise determine 
ownership must be limited to these purposes. 

 
 

 
D. Containers within the vehicle 

 
1. As a rule, no container within a vehicle shall be searched unless it might 

contain the item(s) sought. 
 

2. Procedures for unlocked containers 
 

a. In a probable cause search, containers may be opened wherever 
found in the vehicle. 

b. When the passenger area is searched incident to an arrest, containers 
within the passenger area may be opened. 

c. During a consent search, containers may be opened provided that the 
terms of the consent either so permit or reasonably imply permission. 

d. The abandonment doctrine does apply to containers thrown from a 
vehicle by a suspect. 

 
3. Procedures for locked containers 

 
a. Under most conditions, locked containers shall be opened under a 

warrant unless one of the following circumstances has been met: 
i. Consent has been given. 
ii. Probable cause exists to search the vehicle and the object of 

the search might be found in the container.   
iii. Inventory, only if a key is present. 

 
E. Conduct of the vehicle search 

 
1. When possible, searches of vehicles shall be conducted contemporaneous 

with the stopping or discovery of the vehicle.  As a general rule, vehicle 
searches shall be conducted as soon as reasonably possible. 

 
2. As vehicles may contain sharp or pointed objects, and perhaps even 

syringes or other materials with body fluids on them, officers shall take 
precautions to minimize exposure to communicable diseases.   

 
F. Vehicle Inventory Search 
 
While not a search for evidence or contraband, a vehicle inventory may be 
conducted if the vehicle is to be impounded. Vehicle impound procedures are 
provided in Policy 7.11. 
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BUDA POLICE DEPARTMENT 

Policy 7.4   Search Warrants 
Effective Date:  

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: TBP 7.06 

 
 

I. POLICY 
 

Federal and state constitutions guarantee every person the right to be secure in their persons, 
houses, papers, and effects against unreasonable searches and seizures.  Supreme Court 
decisions regarding search and seizure place the responsibility on the police to ensure that 
the public’s Fourth Amendment rights are protected.  Officers of The Buda Police 
Department shall observe constitutional guidelines when conducting searches and always 
remain mindful of their lawful purpose.  Search warrants, in particular, are one of the most 
valuable and powerful tools available to law-enforcement officers.  Because of the potential 
harm to members of the community, the risks to officers' safety and to the department image 
in the community, officers shall notify the chain of command, including the chief of police 
or his designee prior to obtaining and executing search warrants. 

 
II. PURPOSE 

 
The purpose of this general order is to establish guidelines and procedures which officers 
must follow when conducting searches and seizures. 

 
III. DEFINITIONS 

 
A. Search Warrant: A written order, issued by a magistrate, and directed to a 

peace officer, commanding him to search for any property or thing and to 
seize the same and bring it before such magistrate.  

 
B. Search Site: The premises to be searched, as explicitly stated in the search 

warrant. 
 
C. Lead Detective: The officer primarily responsible for the investigation, and 

preparing, planning, and implementing the search warrant. 
 
D. Operations Supervisor: The officer responsible for planning and 

supervising tactical operations to include dynamic entry and other tasks 
requiring special weapons and tactically trained officers. 

  
IV. PROCEDURES - General 

 
A. State Law 
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1. Chapter 18 of the Texas Code of Criminal Procedure controls the use of 

search warrants in Texas.  It states that a judge or magistrate may issue 
a search warrant if the following circumstances exist: 

 
a. There is probable cause to do so, and 
b. There is a complaint on oath supported by an affidavit. 

 
2. Search warrants may be issued for the search of or for specified places, 

things or persons, and seizure there from of the following things as 
specified in the warrant: 

 
a. Weapons or other objects used in the commission of a crime. 
b. Articles or things, the sale or possession of which is unlawful. 
c. Stolen property or the fruits of any crime. 
d. Any object, thing, or person including documents, books, 

records, paper, or body fluids constituting evidence of a crime. 
 

B. Supreme Court Decisions 
 

1. The Supreme Court of the United States issues decisions which must be 
used as guidelines in conducting searches.  Because the Fourth 
Amendment to the Constitution prohibits unreasonable searches and 
seizures, officers bear the burden of proving that the search was 
reasonable.  The court will examine reasonableness according to the 
answers to these questions: 

 
a. Was there probable cause to issue the search warrant? 
b. Was the scope of the search appropriate? 

 
C. Exceptions to Search Warrant Requirements are discussed in Policy 7.3. 

 
V. PROCEDURES - Obtaining a search warrant 

 
A. Prior to obtaining a search warrant, officers should consult a departmental 

supervisor for review of the probable cause and approval to seek a search 
warrant.  This review may be conducted by telephone if necessary.  If the 
supervisor approves the warrant application, the supervisor shall notify the 
Chief of Police or his designee immediately and inform that person of the 
circumstances surrounding the offense and the need for the warrant. 

 
B. The approving supervisor will be in charge of the warrant execution.  While 

the lead detective or officer may develop the case information, construct the 
affidavit, and obtain the warrant and, the approving supervisor is responsible 
for the proper and safe execution of the warrant including compliance with 
this policy. 

 
C. Essential Legal Requirements 
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1. To obtain a search warrant, an officer must show probable cause to 
believe that specific evidence, contraband, or fruits of a crime may be 
found at a particular place. 

 
2. The officer shall carefully document in an affidavit specific facts that 

constitute probable cause.  Two kinds of facts must be considered: 
 

a. The facts from which the officer concluded that the person or 
thing is probably located at the place to be searched. 

b. The facts which address the reliability of the source of the 
officer's information. 

 
3. The court considers only those facts presented in the warrant and 

affidavit.  Conclusions and suspicions are not facts.  Facts must be 
recent. 

 
4. Apart from the officer's personal knowledge or observations, facts may 

derive from a reliable informant.   
 

5. Reliability of facts is established by: 
 

a. Personal observation or knowledge by an officer. 
b. Eyewitnesses who have first-hand knowledge. 
c. Informants (if proven reliable or corroborated by personal 

observation of an officer). 
 

D. Affidavits 
 

1. The accuracy of the affidavit is vital to the validity of the search 
warrant.  On the designated form, officers shall provide the 
information listed below.  CCP 18.01 requires officers to swear to the 
facts of the affidavit before a judge or magistrate.   

 
2. The affidavit shall include the following elements: 

 
a. A detailed description of the place, thing, or person to be 

searched. 
b. A description of the things or persons to be searched for. 
c. A substantial allegation of the offense in relation to which the 

search is to be made. 
d. An allegation that the object, thing, or person to be searched 

constitutes evidence of the commission of the offense. 
e. Facts that establish probable cause and that the item to be seized 

is at the location to be searched. 
 

E. Language of the Warrant 
 

1. Only the things specified in the search warrant can be seized (for a 
discussion of exceptions to this, such as plain-view seizures and 
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searches incident to arrest, see Policy 7.4).  The warrant shall specify 
the areas to be searched shall be precisely stated.  If officers wish to 
search a home and its surroundings, the affidavit must specify a 
"premises" search and its curtilage and must identify outbuildings, 
garages, as appropriate. 

 
2. If motor vehicles to be searched are on the premises, the warrant shall 

so specify. 
 

3. If officers believe it is in the best interest of officer safety or that 
evidence may be destroyed if advanced warning is given and wish to 
utilize a “no-knock” warrant execution, the reasons for that belief 
should be clearly explained in the affidavit.  The magistrate should be 
requested to review and authorize the no-knock entry. 

 
VI. PROCEDURES - Executing a search warrant 

 
A. When a Search Warrant Must be Executed 

 
1. An officer is required to execute a warrant within the limitations 

imposed by statute.  If it has not been executed during that time, the 
officer shall void the warrant and return it to the magistrate who issued 
it. 

 
2. An officer may execute a search warrant either during the day or at 

night.  The time of day selected to execute the warrant should take into 
consideration the likelihood that specific individuals will or will not be 
present. Officer safety will also be considered in determining when to 
execute a warrant. 

 
B. Preparing to Execute the Warrant 

 
1. Before executing the warrant, the on-duty supervisor shall review the 

warrant and the affidavit; and brief the search team. 
 

2. All members of the entry team shall be in uniform or wearing clothing 
that is clearly marked with “POLICE” in large letters on the front 
and/or back. 

 
3. All members of the entry team shall wear protective body armor during 

the execution of all warrants. 
 

C. Gaining Entrance to Premises 
 

1. Prior to execution of the warrant, the lead detective shall attempt to 
determine if any circumstances have changed that make executing 
the search warrant undesirable at that time. Where possible, pre-
search surveillance shall be conducted up to the point at which the 
warrant is executed.  The lead detective shall make a final 
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assessment of the warrant’s accuracy in relationship to the location 
to be searched. 

 
2. The entry team shall first deploy around the premises to be searched, 

ensuring that all exits are covered.  Uniformed officers shall be the 
most visible members of the entry team and shall conduct the initial 
entry. 

 
3. In most cases the officer shall do all of the following before entering the 

premises to be searched: 
 

a. He or she must announce his presence as a law-enforcement 
officer. 

b. The officer must announce that his purpose is to execute a search 
warrant. 

c. The officer must wait a reasonable time either to be admitted or 
refused admission to the premises (when applicable). 

 
4. When Entrance is Refused 

 
If the officer is refused entrance, he may force his way into the premises 
using force applicable to the circumstances. A refusal may be expressed 
or implied.  A refusal can be implied in two circumstances: 

 
a. No one has admitted the officer within a time in which it would 

be reasonable to expect someone to let the officer in if he or she 
is going to be admitted at all. 

b. The officer waiting to be admitted sees or hears suspicious 
circumstances, such as flushing toilets or footsteps running away 
from the door, which indicate that someone might be concealing 
or destroying evidence or trying to escape. 

 
5. No-Knock or Exigent (Entry Separate the Two) 

 
In some circumstances a police officer may enter the premises to be 
searched without announcing his or her presence and purpose before 
entering.  The judicial authority issuing the warrant may add a no-knock 
entry provision to the warrant.  If not, the decision to make a no-knock 
entry may be made by the on-scene supervisor based on facts that would 
lead him or her to believe that an announcement would result in: 

 
a. Bodily harm either to the officer or to someone within the 

premises to be searched. 
b. The escape of the person to be searched or arrested. 
c. The destruction of evidence. 

 
6. If circumstances require a no-knock or exigent entry, then the first 

officer to cross the threshold into the premises shall announce that law-
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enforcement officers are executing a warrant.  Officers should say, 
"POLICE, SEARCH WARRANT, when making entry. 

 
D. Conduct of the Search 

 
1. Upon entry, the occupant shall be given a copy of the search warrant. 

 
2. The supervisory officer shall ensure that a protective sweep of the site 

is performed immediately. 
 

3. An officer may seize only the property listed in the warrant with two 
exceptions: 

 
a. The other evidence is reasonably related to the offense for which 

the search warrant was issued. 
b. It is property which the officer knows or has probable cause to 

believe is evidence of another crime.  
c. Officers should exercise reasonable care in executing the 

warrant to minimize damage to property.  
d. If damage occurs, justification for actions that caused the 

damage and a detailed description of the nature and extent of 
the damage shall be documented. Photographs of the damage 
should be taken when possible. 

 
4. If items are taken from the search site, an itemized receipt shall be 

provided to the resident/occupant, or in the absence of the same, left 
in a conspicuous location at the site.  

 
E. Searches of Persons Found on Premises 

 
1. A person's presence on the premises to be searched with a warrant does 

not, without more, give rise to probable cause to search that person 
beyond a frisk / pat down for officers' safety. 

 
2. A warrant to search the premises for contraband does carry with it the 

authority to detain the occupants of the premises while a search is 
being conducted.  If the search of the premises gives rise to probable 
cause to arrest the detainee, he or she may be arrested and his or her 
person searched incident to arrest. 

 
3. A person on the premises may be searched if the officer has probable 

cause to believe that items listed in the warrant are concealed on the 
person.  Mere presence on premises does not constitute probable cause. 

 
VII. PROCEDURES: High Risk Warrant Execution 

 
A. A High Risk Warrant is any situation where it is likely that any special 

obstacle to the safe, effective execution of the warrant is present, the 
location has been fortified or officers may meet armed resistance and/or 
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deadly force.  This suspicion should be corroborated by intelligence 
information (i.e., CCH, C.I. statements, history of location, Detective’s 
personal knowledge). 

 
B. If it is determined that SWAT is necessary to execute the warrant, we will 

utilize Hays County S.O. SWAT first. If they are unable to support our 
mission, then other agencies will be utilized. 

 
C. High Risk Search Warrants will utilize SWAT (or the appropriate tactical 

unit within the jurisdiction) for entry and the securing of the premises.   
 
D. The person in charge of the Warrant’s execution will notify the SWAT 

Commander through the proper channels and will provide a copy of the 
Warrant and Affidavit. 

 
1. All members of the entry / arrest team shall wear body armor or 

ballistic vests. 
 

2. Prior to execution of the warrant, the lead detective shall attempt to 
determine if any circumstances have changed that make executing 
the search warrant undesirable at that time. Where possible, pre-
search surveillance shall be conducted up to the point at which the 
warrant is executed. 

 
3. The lead detective shall make a final assessment of the warrant’s 

accuracy in relationship to the location to be searched. 
 

4. The lead detective shall ensure that the entire search warrant 
execution process is documented until the search team leaves the 
premises. A written record shall be supported by photographs and, if 
necessary, videotaping of the entire search process. 

 
VIII. PROCEDURES - Return of the search warrant 

 
A. After an officer has finished a search, he or she shall perform the following: 

 
1. Note the date of execution on the search warrant. 

 
2. The officer must make an inventory of all the property seized and leave 

a copy with the person in charge of the premises. 
 

3. Within three days following the execution of the search (excluding 
Saturdays, Sundays, or legal holidays) make return of the warrant to 
the magistrate who issued the warrant.  The following: 

 
a. The search warrant; 
b. The affidavit; 
c. Either the inventory of articles seized or a notation that nothing 

was seized during the search. 
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B. Responsibility for Property Seized 

 
1. All property seized must follow a chain-of-custody procedure.  

Documentation must appear in all narrative reports pertaining to the 
chain of custody of any items seized.  

 
2. Officers shall place evidence in the property room or locker reserved for 

the purpose prior to the end of shift. 
 

3. Observe the property and evidence procedures as detailed in Policy 
12.1. 
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BUDA POLICE DEPARTMENT 

Policy  7.5   Prisoner Restraints 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: TBP 10.01 

 
 

I. POLICY 
 

The officer's responsibility for the safe custody of prisoners permits some discretion in the use 
of handcuffs and restraining devices.  The Buda Police Department requires officers to observe 
their own safety and that of the people they transport by carefully utilizing restraints on 
prisoners who must be taken to a jail or other location.  See also Policy 7.6, Transporting 
Prisoners.  

 
II. PURPOSE 

 
To establish guidelines for the use of handcuffs and other restraining devices. 

 
III. PROCEDURES - Arrested Persons 

 
A. General 

 
1. Officers shall handcuff all arrested persons unless the application of 

handcuffs will aggravate or cause injury due to age, infirmity, physical 
condition or prior injury.  If a prisoner is not handcuffed, they shall be 
transported in a vehicle with a prisoner cage. Officers must be able to 
justify exceptions without unduly risking safety. 

 
B. Handcuffs 
 

1. In most circumstances safety concerns mandate that arrested subjects 
should be handcuffed. Officers must be able to justify exceptions 
without unduly risking safety. Some possible exceptions are (however 
this is left solely to the officers discretion and ability to articulate the 
need): 

 
a. Children under 10 years of age; 
b. Pregnant females; 
c. Handicapped or disabled suspects; or 
d. Elderly suspects. 
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2. Normally, officers shall handcuff a subject with the hands in back, but he 

may choose to handcuff hands in front due to the suspect’s handicap or 
disability.  If handcuffed in the front, officers should attempt to secure 
the handcuffs to the body by use of a belt if possible. 

 
3. When a suspect is handcuffed, officers shall double lock the handcuffs to 

prevent them from tightening during transport and will help ensure 
prisoner and officer safety during transport. 

 
4. Officers shall apply the handcuffs according to recognized professional 

standards, always striving to avoid hard strikes to wrists with handcuffs 
and over-tightening of handcuffs. 

 
5. Individuals will not be handcuffed to any portion of a police vehicle during 

transport. 
 

6. In some cases (I.E. large individuals, shoulder injuries, etc…) it may 
become necessary for officers to use two or more sets of handcuffs for one 
person.  This practice is encouraged and authorized to prevent suffering 
and further injury.  Officers need to ensure both sets of handcuffs are 
secured to one another.   

 
C. Body Belt 
 
The body belt allows the officer to handcuff the prisoner in front, yet restricts the 
movement of the prisoner’s arms and hands. The body belt will be used when the 
officer deems it appropriate. 

 
D. Ankle Shackles 
 
Ankle shackles may be used by officers when transporting any prisoner they have 
reason to believe might be an escape risk or when circumstances deem it 
appropriate. 

 
E. Plastic Handcuffs 
 
Plastic handcuffs may be used when officers take several prisoners into custody, 
or when a prisoner requires multiple restraints. Officers must understand that, 
once applied, plastic handcuffs can only be removed with a knife, scissors, or 
other cutting instrument. 

 
F. Hobble Technique 
 

1. The hobble technique refers to the use of a hobble device to secure a 
prisoner’s feet while in transport in a police car. It involves the use of a 
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hobble around the prisoner’s ankles and then extending the other end of 
the device onto the door jam and then shutting the door, thus holding the 
prisoner’s feet in place. 

 
2. The hobble device should only be applied to a prisoner’s legs when the 

officer feels that the prisoner poses an imminent threat of physical harm 
to himself or another with the use of his feet or legs, or when the 
prisoner attempts to damage the inside of the patrol car during transport. 

 
3. A prisoner that requires the hobble device may require two officers to 

transport so that one officer can monitor the status of the prisoner while 
in transport, e.g. prevent prisoner head strikes against window etc. 

 
IV. PROCEDURES - Persons not arrested 

 
A. Handcuffs may be applied to potential suspects while officers investigate an 

incident.  Officers should be able to articulate the reasons for their safety 
concern.  Persons not arrested but who are subject to investigative detention may 
be restrained under the following circumstances.   

 
1. Suspects shall be handcuffed only as long as necessary to accomplish the 

investigative goal. 
 

2. Handcuffing of suspects shall be accomplished with minimal discomfort to 
the suspect. 

 
3. Officers shall limit the number and type of restraints used on the suspect to 

what is reasonably necessary to accomplish the investigation. 
 

V. SPECIAL CIRCUMSTANCES 
 

A. Restraint Prohibitions 
 

1. Officers shall not place subjects in a prone position with the hands and 
ankles bound from behind with handcuffs, belts, or other devices for 
extended periods of time without rolling the subject on their side.    

 
2. As soon as any suspect who is lying on his or her stomach has been 

handcuffed, officers shall roll the suspect onto his or her side, or place the 
suspect in a sitting position.  Suspects should not be transported in a prone, 
face down position. 

 
3. Intoxication, recent use of drugs or alcohol, the presence of a head injury, 

obesity, physical disability, and recent exertion are all circumstances that 
can increase difficulty breathing when restrained.  All suspects will be 
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monitored during custody and transport for indications of medical 
problems and medical treatment obtained if required. 
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BUDA POLICE DEPARTMENT 

Policy  7.6   Prisoner Transportation 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: TBP 10.01, 10.10, and 10.12 

 
 

I. POLICY 
 
Transportation of persons in custody is a constant requirement and a frequent activity.  
Transporting prisoners is a potentially dangerous function.  Therefore, it is the policy of The 
Buda Police Department to take the precautions necessary while transporting prisoners to 
protect the lives and safety of officers, the public, and the person in custody. 
 
II. PURPOSE 

 
The purpose of this policy is to establish procedures to ensure that prisoners are transported 
safely. 

 
III. PROCEDURES (TBP: 10.01) 

 
A. General 

 
1. Unless no other type of vehicle is available, all prisoners shall be 

transported in secure, caged vehicles. 
 

2. In no case shall a juvenile known or believed to be under the age of 17 
years be transported with adults suspected of or charged with criminal acts.  

 
3. When picking up a prisoner from any facility, the officer shall verify the 

identity of the prisoner. 
 

4. The transporting officer shall obtain from the custodian of the prisoner any 
paperwork, property, or medical records that should accompany the 
transfer of the prisoner. 

 
B. Searching the prisoner 

 
1. The transporting officer shall always search a prisoner, and check the 

restraints of the prisoner before placing him or her into the vehicle.  
Officers must never assume that a prisoner does not possess a weapon or 
contraband or that someone else has already searched the prisoner.  The 
transporting officer shall conduct a search of the prisoner each time the 
prisoner enters custody of the officer.   
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2. When handling and searching prisoners, officers shall remain mindful of the 

department's infectious diseases exposure control plan and shall use 
personal protective equipment when necessary. 

 
3. Any items removed from the prisoner prior to transport will be securely 

maintained and returned to the prisoner or turned in to the booking officer 
upon arrival at Hays County Sheriff’s Office for placement in the 
prisoner’s property.  (TBP: 10.10) 

 
C. Searching the Police Vehicle 

 
It is the responsibility of officers to search their police vehicle at the beginning of 
each shift.  The transporting officer shall also search the vehicle immediately before 
each prisoner transport to ensure that no weapons or contraband are available to the 
prisoner.  Further, after delivering the prisoner to his or her destination, officers 
shall again search the police vehicle to ensure that the prisoner did not hide 
contraband or other evidence. (TBP 10.01) 

 
D. Transport equipment 

 
1. Most Buda Police Department marked vehicles are equipped with a metal 

or plastic screen separating the front and rear compartments. Normally, 
these vehicles will be used in all prisoner transports in order to prevent 
prisoner access to the driver's compartment. 

 
2. All vehicles equipped with metal screen barriers and used in transporting 

prisoners have the rear interior door and window handles removed or 
disabled in order to minimize the risk of escape by prisoners while 
transporting. 

 
3. Vehicles used for transporting prisoners should be checked for proper 

security measures and any contraband at the beginning of each shift and 
before transporting prisoners. 

 
E. Positioning of Prisoners in the Transport Vehicle 

 
1. When an officer transports a prisoner in a caged vehicle, the prisoner shall 

be positioned in the rear seat and secured with seat belts.  Prisoners shall 
be handcuffed with their hands behind their backs, except for the 
exceptions detailed in Policy 7.5. 

 
2. When a single officer transports a prisoner in a non-caged vehicle, the 

prisoner shall be placed in the right front seat and secured with a seat belt.  
The prisoner shall be handcuffed with his or her hands behind the back.   

 
3. If more than one officer transports prisoners in a non-caged vehicle, the 

following procedures shall be observed; 
 

215 267



a. One officer shall position him or herself in the rear of the 
transporting vehicle behind the driver with the prisoner (seat belted) 
on the rear passenger side. 

b. In a situation where more than one prisoner is transported by two 
officers in the same vehicle, the prisoners shall be positioned on the 
front and rear passenger side (seat belted) and the assisting officer 
should position himself behind the driver’s seat in order to see the 
prisoners at all times and protect the driver. 

 
4. Officers shall not transport prisoners who are restrained in a prone position.  

Doing so increases the risks of medical complications.  
 

F. Control of Prisoners While Transporting 
 
  Observation and Medical Assistance (TBP: 10.12) 
 

1. During custody and transportation, officers shall continually observe the 
prisoner. 

 
2. If a prisoner appears lethargic, particularly after an active confrontation 

with officers, or appears unresponsive, immediate medical help may be 
necessary.  Observe the suspect carefully and if the officer is in any doubt 
about the prisoner's health, summon medical assistance immediately.  
Officers should ask an apparently ill prisoner if he or she wishes medical 
assistance. 

 
3. The transporting officer shall advise the receiving officer or deputy of any 

medical conditions of the prisoner, or any suspicions or concerns about the 
prisoner's medical or mental health state. 

 
4. Prisoners shall not be left unattended at any time during transport with the 

exception of situations in Section G below. 
 

G. Stopping to Provide Law Enforcement Services While Transporting 
 

1. When transporting a prisoner, the transporting officer shall provide law-
enforcement services only when: 

 
a. A need exists for the transporting officer to act immediately in order 

to stop or prevent a violent act and prevent further harm to a victim. 
b. A person has been injured and assistance is required immediately. 

 
2. In all of the above situations, the transporting officer shall ensure at all 

times that the prisoner is secured and protected. 
 

3. Under no circumstances shall an officer transporting a prisoner engage in a 
pursuit. 

 
H. Escape 
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If a prisoner escapes while being transported, the transporting officer shall observe 
the following procedures. 

 
1. Request assistance immediately from the jurisdiction the officer is in at the 

time of the escape. The transporting officer shall immediately provide 
dispatch with the following information: 

 
a. Location. 
b. Direction and method of travel and means of escape. 
c. Name, physical description of escapee. 
d. Possible weapons possessed by the escapee. 
e. Pending charges. 

 
2. Try to recapture the escapee as soon as possible.   

 
a. If an escape is completed, then the officer should notify their 

supervisor immediately and they need to notify the chain of 
command to the Chief immediately. 

b. The transporting officer shall submit a written report explaining the 
circumstances of the escape. 

 
3. Prisoner communication 

 
a. The transporting officer shall not allow prisoners to communicate 

with other people while in transit unless the situation requires it.  The 
officer shall use his or her judgment when deciding whether to allow 
a conversation to take place between the transported prisoner and 
another party. 

 
I. Arrival at Hays County Sheriff’s Office 

 
When transporting prisoners from one facility to another, upon arriving at the 
destination, the transporting officer shall observe the following procedures: 

 
1. Firearms shall be secured in a designated gun locker located in the sally port 

of central booking.  If the officer prefers, they may secure their firearms 
inside the locked trunk of the police vehicle. 

 
2. Restraining devices shall be removed only when directed to do so by central 

booking staff or when the officer is sure that the prisoner is properly 
controlled and secure. 

 
3. The proper paperwork (Arrest Report, Affidavit of Arrest.) shall be 

submitted to booking and, in situations that require it, the officer shall 
ensure that proper signatures are obtained on paperwork to be returned to 
the department. 

 
J. Sick/injured prisoners and medical facilities 
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1. At any time before, during, or after the arrest that the prisoner is injured or 

becomes sick, the officer shall seek medical attention immediately.  
Medical attention shall be obtained before transporting the prisoner to the 
jail if the injury/sickness happens before arrival there. 

 
2. The transporting officer shall use discretion in applying restraining devices 

on sick or injured prisoners.  Obviously, if a prisoner is injured or sick 
enough to be incapacitated, restraining devices may not be appropriate.  As 
a rule, do not remove a prisoner's handcuffs at the hospital unless ordered 
to do so by the attending physician. 

. 
3. If the prisoner must be admitted to the hospital, the officer may release the 

prisoner only after consulting the on-duty supervisor.   
 

K. Special Transport Problems 
 

1. Transport of prisoner by officer of the opposite sex than prisoner. 
 

a. When transporting a prisoner of the opposite sex, an additional 
officer may be requested to accompany the transport. 

b. At a minimum the transporting officer shall: 
i. Contact the dispatcher by radio and log the time and 

odometer mileage. 
ii. Go directly to the destination by using the shortest practical 

route. 
iii. Upon arrival at the destination, contact the dispatcher by 

radio and request and log the time and the odometer reading. 
 

L. Prisoner with disabilities 
 

1. When transporting a prisoner with disabilities, the transporting officer shall 
request help when needed to complete the transport conveniently, 
comfortably, and safely for both the prisoner and the officer.  The officer 
may request the dispatcher to contact the fire department or ambulance for 
assistance in transporting.  The transporting officer shall take whatever 
special equipment or medicine is necessary for the prisoner. 

 
2. With a disabled person in custody, the transporting officer must use 

common sense.  When the disability is such that no danger of escape or 
injury to the prisoner or officer exists, then restraining devices may be 
inappropriate. 

 
3. Any wheelchairs, crutches, prosthetic devices, and medication shall be 

transported with, but not in the possession of, the prisoner. 
 

4. Transportation of dangerous/security-risk prisoners.  When a prisoner is 
considered dangerous or a security hazard, the receiving agency or the 
sheriff's courtroom security personnel shall be notified before the transport 
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takes place in order to plan how best to minimize any chance of escape, or 
injury to the prisoner or anyone else. 

 
M. Restraining devices 

 
1. When prisoners are restrained during transport, the following procedures 

shall be followed unless circumstances require an alternate method.  
 

a. A single prisoner shall be handcuffed with both hands behind his or 
her back.  In the case of large prisoners, those with injuries or 
pregnant, the use of two or more sets of handcuffs is recommended 
and authorized to avoid suffering and potential injury.   

b. Leg and waist belt restraints may also be used in order to minimize 
the risk of injury or escape. 

c. Under no circumstances shall a prisoner be handcuffed to a part of 
the transport vehicle itself, such as the floor post, protective screen 
barrier, etc. 

d. Officers shall use ankle shackles or plastic handcuffs to immobilize 
legs when transporting any prisoner that might pose an escape risk. 
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BUDAPOLICE DEPARTMENT 

Policy 7.7   Juvenile Procedures 
Effective Date:   

Approved:            Bo Kidd          Kenneth Williams  
                                                   Chief of Police                City Manager 

Reference: TBP 10.02 and 10.03 

 
 

I. POLICY 
 
The Buda Police Department's interests concerning juvenile offenders reflect those of the City 
of Buda and the surrounding community: To prevent and control juvenile delinquency.   
 
The Buda Police Department expects officers to handle juveniles consistent with common sense 
and the dictates of state law.  The department's policy includes the identification, apprehension, 
and conviction of juveniles charged with crimes.   

 
II. PURPOSE 

 
To establish guidelines and procedures for handling juveniles who are in need of protection, in 
violation of status offenses and those charged with criminal offenses. 

 
III. DEFINITIONS 

 
A. Child (Juvenile):  A person who is ten years of age or older and less than 

seventeen years of age.   
 
B. Conduct in Need of Supervision: Conduct, other than a traffic offense, that 

violates the penal laws of the state punishable by fine only, or violations of 
municipal ordinances, failure to attend school, and runaway.   

 
C. Delinquent Conduct:  Conduct, other than a traffic offense (except DWI) that 

violates the penal laws of this state or the United States punishable by 
imprisonment or confinement in jail.    

 
D. Delinquent child: A child who has committed a delinquent act or an adult who 

had committed a delinquent act prior to his or her 17th birthday. 
 
E. Intake officer: A juvenile probation officer who is designated by law as having 

the quasi-judicial authority to decide probable cause, divert the juvenile from the 
criminal process, or petition the court.  An intake officer is normally a juvenile 
probation officer. 
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F. Juvenile court: The Court designated under Family Code 51.04 to exercise 

jurisdiction over juvenile proceedings within the county. As a result, the judge of 
this court decides the propriety and legality of police handling of juveniles. 

 
1. All juvenile offenses occurring in the City of Buda are heard in the Buda 

Municipal Court located in the City of Buda, Texas, unless in cases of 
Class B Misdemeanors, Class A Misdemeanors, and Felony offenses; 
which would be heard in the  Hays County Juvenile Courts in San Marcos, 
Texas.   

 
G. Referral to Juvenile Court: The referral of a child’s case to the official, including 

the intake officer, designated by the Juvenile Board to process children within 
the Juvenile Justice System.  

 
H. Status Offender: A juvenile who is charged with an offense that would not be a 

crime if committed by an adult. 
 
I. Responsible Adult: In the absence of a juvenile’s parents or legal guardian, a 

responsible adult is one who is responsible for the physical custodian of a 
juvenile or who is another adult acquaintance of the juvenile’s parents or legal 
guardian who agrees and reasonably demonstrates the ability to provide 
supervision for the juvenile until parents, legal guardian or next of kin can 
assume that responsibility. 

 
J. Juvenile Processing Office: The office or location within the Police 

Department or school facility, approved by the Juvenile Court, for the 
temporary detention of juveniles while officers complete required activities 
prior to releasing the juvenile to a parent or transferring the juvenile to the 
Juvenile Detention Center. 

 
IV. PROCEDURES – General  (TBP: 10.02) 

 
A. Overview 

 
1. All members of the Buda Police Department shall cooperate with juvenile 

justice authorities and their support activities.   
 

2. Juveniles have all the same constitutional rights as do adults and all 
requirements for protection of those rights apply to juveniles as well as 
adults. Additional rules are prescribed by the Texas Family Code. All 
department personnel are responsible for following the Family Code and 
this order. 

 
B. Handling of juvenile offenders - general 
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1. A juvenile offender shall be handled with firmness and respect.   
 

2. The juvenile justice system and laws are designed to give the child a chance 
to mature without bearing the stigma of a criminal record.  The juvenile 
justice system emphasizes confidentiality of records and the privacy of an 
adjudicatory hearing.   

 
3. All investigative detentions and enforcement actions involving juveniles 

will be documented, either by use of a written warning, citation, or incident 
report.  If a written warning or citation is issued and the circumstances of 
the contact are recorded on the form, an incident report may be required.  If 
no written warning or citation was issued, an incident report will be 
generated to document the contact and actions taken.  If possible, all 
contacts with juveniles will be recorded with officer worn body cameras. 

 
C. Authority for Taking a Child into Custody 

 
1. Section 52.01 of the Family Code allows police officers to take children 

into custody: 
 

a. Pursuant to an order of the Juvenile Court; 
b. Pursuant to the laws of arrest; 
c. For conduct which violates a penal law of this state or a municipal 

ordinance; 
d. For Delinquent Conduct or Conduct Indicating a Need for 

Supervision, including truancy and runaway;  
e. Pursuant to a Directive to Apprehend issued by a court of competent 

jurisdiction. 
 

2. The section also authorizes officers to release a juvenile to a parent or 
guardian with a warning in lieu of custody.  

 
3. In making the decision to handle the juvenile either informally with a 

warning or formally by referral to the Juvenile Court, the officer shall 
consider the following: 

 
a. Seriousness of offenses; 
b. Prior record of child; 
c. Child's age; 
d. Cooperation and attitude of all parties (child, parent, victim) and the 

possibility of the offense being repeated; 
e. Degree of wrongful culpability, violence, premeditation, knowledge 

of violation. 
 

D. Enforcement Alternatives 
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1. Officers dealing with juveniles in enforcement capacities may exercise 
reasonable discretion as outlined in this policy in deciding on 
appropriate actions. Alternatives that may be considered include the 
following , listed in order of severity: 

  
a. release without further action, release with verbal warning, referral 

to parents or responsible adult, or informal counseling with contact 
of parents or responsible adult; 

b. field release with written warning or citation,  limited custody and 
station house warning, arrest under non-secure custody, and release 
to parents with or without referral to Juvenile Court or First 
Offender Program; and 

c. arrest and secure custody, with transfer to detention and referral to 
Juvenile Court. 
 

2. Enforcement criteria for the use of these alternatives is provided below. 
 

3. Even when a juvenile is being handled informally, the juvenile has all the 
constitutional rights that an adult would have in the same situation.   

 
4. In all cases where a juvenile is believed to have committed a violation, 

regardless of the disposition, officers shall make every reasonable attempt 
to notify parents or guardians and inform them of the circumstances of the 
contact. 

 
V. ENFORCEMENT CRITERIA 

 
A. The following general guidelines may be used in determining appropriate 

enforcement and related actions that may be taken when dealing with juvenile 
incidents. 

 
1. Release without further action, release with verbal warning, and referral 

to parents or responsible adult or informal counseling with contact of 
parents or responsible adult.  

 
a. Appropriate in incidents where no violation was determined or 

where the violation was very minor and officers explained the law 
and consequences. 

b. If a non-traffic citation is issued, the juvenile’s parents/guardian 
SHALL be contacted by telephone and advised of the offense and 
disposition. The juvenile will be released to that parent or guardian. 
 

2. Field release with written warning or citation, or limited custody and 
station house warning, arrest under non-secure custody and release to 
parents with or without referral to Juvenile Court or First Offender 
Program.   
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a. Officers may elect to transport the youth home, make personal or 

telephone contact with the youth’s parents or guardians to provide 
them with information and counseling on their child’s actions, or 
take the youth into custody and transport the youth to the Juvenile 
Processing Office until he is released to a parent or guardian.   

b. Officers may elect to file a referral to the Juvenile Court depending 
on the nature of the offense and prior history of the offender. 

 
3. Arrest and secure custody, with transfer to detention and referral to 

Juvenile Court.  Officers may file delinquency charges against a juvenile 
when the circumstances surrounding the incident meet or exceed the 
seriousness of those cited as examples in section 2 above.   

 
a. Officers should file delinquency charges against juveniles when 

they commit: 
i. acts that if committed by an adult would be felonies; 
ii. delinquent acts involving deadly weapons; 
iii. serious gang-related offenses; 
iv. delinquent acts involving serious assault; 
v. delinquent acts while on probation or parole or when they 

have charges pending against them; 
vi. delinquent acts as repeat offenders or when they have 

refused to participate in diversion or intervention programs; 
or 

vii. when it has been determined that parental or other adult 
supervision is ineffective. 

 
4. Status Offenses.  Based on the seriousness of and circumstances 

surrounding the offense, the background and demeanor of the juvenile 
and other relevant factors, an officer may release a juvenile to his 
parents, guardian or other responsible adult. 
 

a. Juveniles taken into custody for status offenses should normally be 
frisked for weapons prior to being transported and may be 
handcuffed or otherwise restrained at any time if, in the judgment 
of the officer, the juvenile poses a physical risk to the officer or 
others. 

b. Officers shall pay particular attention to juveniles under the 
influence of alcohol or drugs to determine whether emergency 
medical services are warranted. 

c. Juveniles taken into custody for status offenses shall be held in 
non-secure custody as provided by state law and for the briefest 
time necessary to conduct identification, investigation and related 
processing requirements to facilitate their release to a parent or 
responsible adult or transfer to a juvenile facility. 
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d. Transportation of a juvenile in a caged vehicle is not considered 
secure custody. 

e. Status offenders in temporary custody shall not be placed in a 
holding area with adult suspects and shall also be under constant 
visual supervision; afforded reasonable access to toilets and 
washing facilities; provided food if in need of nourishment to 
include any special diets necessary for health or medical purposes; 
provided with reasonable access to water.  

 
VI.  JUVENILE PROCESSING 

 
A. Searching and Transportation of juveniles 

 
1. No juvenile under 17 shall be transported in the same vehicle with adults 

suspected of or charged with criminal acts. 
 

2. Juveniles are searched and transported in the same manner as adults in 
compliance with Policy 7.6 Prisoner Transportation.   

 
B. Actions when taking a juvenile into Custody 

 
1. A person taking a child into custody shall advise the juvenile of his/her 

constitutional rights when appropriate. 
 

2. Without unnecessary delay and without first taking the child elsewhere, the 
officer does one of the following: 

 
a. Release the child to his parent, guardian, custodian, or other 

responsible adult upon that person’s promise to bring the child before 
the Juvenile Court when requested by the court; 

b. Bring the child to a Juvenile Processing Office designated by the 
Juvenile Court; 

c. Bring the child before the office or official designated by the 
Juvenile Court; 

d. Bring the child to a medical facility if the child is believed to suffer 
from a serious physical condition, illness, injury or mental condition 
that requires prompt treatment; 

e. Referral of the child and/or parent, guardian or custodian to the 
appropriate social agency; 

f. In cases of truancy, the child is immediately returned to the proper 
school official within the appropriate public or private school;  

g. Take the juvenile into protective custody if the officer believes the 
juvenile is in danger of harm; or 

h. Release the child with no further action pending. 
 
C. Notifications: 
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1. The arresting officer shall promptly notify the juvenile’s parents or 

guardians of the fact that the child has been taken into custody. In the case 
of protective custody, the notice must be written as prescribed by the Texas 
Family Code. 

 
2. Notification of the parents or attempts at notification shall be documented in 

the arrest report. 
 

D. Designated Juvenile Processing Area: (TBP 10.03) 
 

1. A juvenile may be detained in a holding area certified by the Municipal 
Court Judge and Chief of Police collectively. The Buda Police Department 
approved Juvenile Processing room, is the Juvenile holding room # 169, 
located inside the patrol division.   

 
2. Juveniles are detained under the following conditions: 

 
a. At no time is a juvenile placed in a jail cell designated for the holding 

or incarceration of an adult. 
b. At no time will a juvenile who is in custody be left unsupervised in 

the juvenile holding area. 
c. All juveniles held in the Juvenile Processing Office are out of sight 

and sound of adult prisoners. 
d. No juvenile is held in custody longer than is reasonable to conduct an 

investigation, prepare a case, or to await the arrival of a parent or 
guardian. 

e. At no time will a juvenile be held in the Juvenile Processing Office 
longer than six hours.  If not otherwise released, the juvenile will be 
taken to the Juvenile Detention facility within 6 hours of an arrest. 

 
E. Taking a Runaway into custody 

 
When probable cause exists that a juvenile has run away from home, the officer shall 
perform the following: 

 
1. Verify status as a runaway  

 
2. If confirmed, take the child into custody. 

 
3. Release the juvenile to a parent, guardian, legal custodian, or other person 

acting for a parent.  If a parent cannot be located, take the juvenile to the 
juvenile processing office and make contact with the Juvenile Detention 
Center Intake Officer for instructions. 
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4. The Juvenile Processing Office may not be locked when holding status 
offenders.  An officer will remain with the juvenile until disposition is 
made. 

 
5. Notify Communications to remove the runaway report from the system. 

 
6. In any event, officers shall complete incident reports for any runways taken 

into custody. 
 

7. Out-of-town runaways, take the child into custody and verify runaway 
status with the other jurisdiction. If a detention order is on file, follow the 
instructions for serving a detention order.   

 
a. Notify the intake officer of the juvenile court of the action taken.  

The intake officer will then determine what the next step will be.  
The officer shall: 

i. Follow the intake officer's instructions for detention or child 
placement. 

ii. Notify parents that the child is in custody. 
 

F. Taking a Truant into Custody 
 

1. When custody occurs because a juvenile is a reported truant by school 
officials, the juvenile shall be taken into custody and delivered to the 
appropriate school personnel and released. 

 
2. The officer shall complete an incident report which includes the name of the 

person notifying the parent of the truancy and the name of the person to 
whom the juvenile was released. 

 
VII. PROTECTIVE CUSTODY 

 
A. A law enforcement officer may take protective custody of a child without a court 

order for the following reasons and no others: 
 

1. Upon discovery of a child in a situation of danger to the child’s physical 
health or safety when the sole purpose is to deliver the child without 
unnecessary delay to the parent, managing conservator, possessory 
conservator, guardian, caretaker, or custodian who is presently entitled to 
possession of the child.  

 
2. Upon personal knowledge of facts which would lead a person of ordinary 

prudence and caution to believe that there is an immediate danger to the 
physical health or safety of the child and that there is no time to obtain a 
temporary restraining order or writ. 
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3. Upon information furnished by another which has been corroborated by 
personal knowledge of facts and all of which taken together would lead a 
person of ordinary prudence and caution to believe that there is an 
immediate danger to the physical health or safety of the child and that there 
is no time to obtain a temporary restraining order or writ. 

 
4. Upon personal  knowledge of facts that would lead a person of 

ordinary prudence and caution to believe that the child has been the victim 
of sexual abuse and that there is no time to obtain a temporary restraining 
order or writ. 

 
5. Upon information furnished by another that has been corroborated by 

personal knowledge of facts and all of which taken together would lead a 
person of ordinary prudence and caution to believe that the child has been 
the victim of sexual abuse and that there is no time to obtain a temporary 
restraining order or writ.  

 
B. Emergency Treatment For Juveniles 

 
1. In the absence of the responsible parent or guardian, police officers are 

expected to immediately take custody of any juvenile found to be in need 
of emergency medical care and to see that the juvenile is taken to an 
emergency hospital for treatment. 

 
C. Procedures To Take Custody Of The Juvenile 

 
1. When it is found that a juvenile has been injured or is ill to the extent that 

immediate emergency care is necessary to protect the physical well-being 
of the juvenile and no responsible parent or guardian can be found, the 
below listed procedures are followed to obtain the necessary medical care 
in an expedient manner: 

 
a. The officer takes custody of the juvenile either in person or requests 

an ambulance and orders the juvenile taken to the nearest competent 
emergency hospital. 

b. The officer utilizes all available resources to immediately contact a 
parent or guardian (school officials, etc). 

c. The officer then causes the immediate notification of the Child 
Protective Services office of the circumstances at hand and furnishes 
the Child Protective Services office the following information: 

i. Name, race, and date of birth of the juvenile, 
ii. Parent’s name and address if available, 
iii. What hospital the juvenile has been taken, 
iv. What efforts have been made to contact the child’s parents or 

guardian, 
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2. Follow-Up Investigation: 
 

a. The officer conducts a follow-up investigation at the receiving 
hospital, being sure to explain the circumstances at hand to the 
proper hospital representative. 

 
b. The Criminal Investigation Division is available to take over hospital 

follow- up investigations when it becomes apparent that such 
investigations will be lengthy or complex. 

 
c. The Criminal Investigations Division will follow-up if it becomes 

apparent that the child’s injury is due to criminal conduct on the part 
of any person. 

 
D. Persons Who May Consent To Medical Treatment: 

 
The Texas Family Code allows any of the following persons to consent to medical, 
dental, psychological, and surgical treatment of a child when the person having the 
right to consent as otherwise provided by law cannot be contacted and that person 
has not given actual notice to the contrary: 

 
1. A grandparent, adult brother or sister, adult aunt or uncle of the child; an 

educational institution in which the child is enrolled that has received 
written authorization to consent from the person, an adult who has actual 
care, control, and possession of the child and has written authorization to 
consent from the person having the right to consent. 

 
2. A peace officer who has lawfully taken custody of a minor, if the peace 

officer has reasonable grounds to believe the minor is in need of immediate 
medical treatment, or 

 
3. Any court having jurisdiction over the child.  

 
VIII. INVESTIGATIVE PROCEDURES 

 
A. Custodial Interrogation of Juveniles  

 
1. Custodial interrogation of juveniles by Department employees shall adhere 

strictly to procedural requirements established by the Texas Family Code 
and relevant court rulings.  

 
2. The custodial officer or a detective interviews the juvenile. The officer 

explains to the juvenile the procedures that will relate to their case. The 
officer or detective may, at their discretion, allow other persons to be 
present during the interview. An attorney representing the child is allowed 
if requested.  
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3. The interrogation of a juvenile is completed within a reasonable time or 

terminated if the juvenile requests the interrogation be terminated.  
 

B. Written Confessions/Statements:  
 

Officers will follow the procedure outlined below while taking written 
statements/confessions from juveniles: 

 
1. Written confessions are taken in compliance with the Texas Family Code. 

 
2. A magistrate, outside the presence of law enforcement officers, first warns 

the juvenile. 
 

3. An officer then takes the typed or handwritten statement, but leaves the 
statement unsigned. 

 
4. The officer then returns the juvenile and the statement to the magistrate. 

 
5. The magistrate will review the statement with the juvenile outside the 

presence of law enforcement officers. 
 

6. The juvenile is then allowed to sign the statement in the magistrate’s 
presence. 

 
C. Fingerprinting And Photographing Juveniles: 

 
1. Fingerprints and photographs of juveniles are maintained separately from 

those of adults. 
 

2. Fingerprints and photographs of juveniles are destroyed as directed by the 
Texas Family Code. 

 
3. Fingerprints are taken to comply with state reporting requirements.  All 

juveniles placed in custody for cases classified as class “B” misdemeanor 
or higher are fingerprinted and photographed. These records are 
maintained at the County Juvenile Detention Center and also in the State 
files. 

 
4. If latent fingerprints are found during the investigation of a case and the law 

enforcement officer has probable cause to believe that they are those of a 
particular child, unless otherwise prohibited by law, the officer may 
fingerprint the child regardless of the age or case for purpose of immediate 
comparison with the latent fingerprints. 
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5. Disposition of Fingerprints Taken: If the comparison is negative the 
fingerprint card and other copies of the fingerprints taken are destroyed 
immediately.  If the comparison is positive and the child is referred to the 
Juvenile Court, the fingerprint card and other copies of the fingerprints are 
filed locally and with the State. If the child is not referred to the Court the 
fingerprints taken are destroyed immediately. 

 
D. Required Notification of Schools 
 

1. Officers that arrests or takes into custody an individual that, because of 
age, may be enrolled in a primary or secondary school, as provided by 
Chapter 52, Family Code shall; 

 
a. Attempt to determine if the individual is a student. 

i. If the individual is known to or believed to be enrolled in a 
school mentioned above, and 

ii. The child’s alleged offense is an offense under section:  
19.02, 19.03, 19.04, 19.05, 20.02, 20.03, 20.04, 21.08, 
21.11, 22.01, 22.011, 22.02, 22.021, 22.04, 22.05, 22.07, 
28.02, 29.02, 29.03, 30.02, or 71.02, Penal Code, or 

iii. The Unlawful Use, Sale or Possession of a Controlled 
Substance, Drug Paraphernalia, or Marijuana, as defined by 
Chapter 481, Health and Safety Code; or 

iv. The Unlawful Possession of any of the Weapons or 
Devices listed in Section 46.01(1)-(14) or (16), Penal Code; 
or a Weapon listed as a Prohibited Weapon under Section 
46.05, Penal Code; or 

v. Any felony offense.  
 

b. If the individual meets these requirements the officer or detective 
assigned shall give oral or email notification to the Superintendent 
or the designee of the public school district within 24 hours after 
the arrest of detention of a child, or on the next school day.  

 
2. The complete text of this responsibility is found in Article 15.27 Code of 

Criminal Procedures. 
 

E. Juvenile Records 
 
All juvenile records are maintained separately from adult records and are stored 
securely in the Records Section. 
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BUDA POLICE DEPARTMENT 

Policy  7.8    Domestic Violence & Protective Orders 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams 
                                                  Chief of Police                City Manager 

Reference: TBP: 7.08 
 

 
I. POLICY 

 
The Buda Police Department assigns domestic or family violence (domestic disturbance) 
calls a high priority. With all due consideration for their own safety, department personnel 
responding to a domestic disturbance call shall (l) restore order; (2) arrest persons when 
probable cause exists that a crime has occurred; (3) provide safety and security for the 
crime victim(s); and, (4) help participants contact appropriate agencies to help prevent 
future occurrences. 

 
II. PURPOSE 

 
To define domestic violence and related offenses, outline a safe procedure for handling 
violent incidents and calls, describe measures to end violence and protect victims. 

 
III. DEFINITIONS 

 
A. Assault   

 
Intentionally, knowingly, or recklessly causes bodily injury to another or 
threatens to cause imminent bodily injury to another including the person’s 
spouse.  This definition is not all inclusive as family violence may also entail 
aggravated circumstances, sexual assault, as well as other offenses.  See 
Chapter 22 and 25 of the Texas Penal Code.  

 
B. Domestic Violence Shelters/Programs    

 
Services that are provided (usually 24 hours a day) for women and their 
children who have been physically or emotionally abused, or who have been 
threatened with abuse by their spouses or partners.  Services include crisis 
intervention, counseling, shelter, escort to court, food, clothing, and 
transportation. 

 
C. Family Abuse   
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Any threat or act of violence, including forceful detention, which results in 
physical injury or places one in reasonable apprehension of bodily injury and 
which is committed by a person against such person's family or household 
member.   

 
D. Family Or Household Member   

 
1. Spouses, whether or not residing in the same home. 

 
2. Former spouses, whether or not residing in the same home. 

 
3. Persons who have a child in common, whether or not they have ever 

been married or resided together. 
 

4. Parents, children, stepparents, stepchildren, grandparents, 
grandchildren, brothers and sisters half-brothers and half-sisters 
regardless of whether they reside in the same home with the suspect.   

 
5. Parents-in-law, children-in-law, brothers- and sisters-in-law 

regardless of whether they reside in the same home with the suspect. 
 

6. Persons, whether or not related, who cohabit or who previously 
cohabited with the suspect. 

 
7. See Sections 71.003, 71.004, and 71.005 of the Family Code. 

 
E. Protective Order   

 
A court order of protection on behalf of an abused family/household member 
that restrains the abuser from further acts of violence, may order the abuser to 
refrain from further contact, vacate the residence, relinquish custody of a 
vehicle, provide temporary child support, plus other measures.  A protective 
order may be valid up to two years.  Types of protective orders: 

 
1. Emergency protective order  

   
2. Protective order  

 
3. Temporary Ex Parte Orders:  an order that is issued without the 

person who committed family violence present; a person subject to 
an order (the actor) who violates an ex parte order may not be 
arrested unless it is established the actor had been served with the 
order prior to the commission of the act(s) violating the order.  In 
the event that an officer arrives and the actor is not aware of the 
order, the officer may assist the protected person in informing the 
actor subject of the existence of the order.  The officer shall then 
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remain at the scene until the actor has complied with any wording 
that requires him or her to leave the residence.  If the order does 
not require the actor to leave, the officer shall remain at the scene 
while the protected person gathers necessary items to leave.  See 
Texas Family Code Chapter 83 for additional information. 

 
IV. PROCEDURES - General Responsibilities  

 
A. Department personnel shall refer victims of domestic violence or serious 
bodily injury crimes to appropriate community resources (mental health 
agencies, medical doctors, legal assistance agencies, victim/witness assistance 
programs, and domestic violence shelters/programs), Where possible, officers 
shall help victims directly access referral agencies.  

 
B. Department personnel shall be trained about domestic violence and its 

impact.  Personnel must be well trained to confront unexpected violence.  
Disturbance calls can be dangerous to responding officers.  Officers are 
encouraged to consult community resources such as the local domestic 
violence shelter and the local victim/witness advocacy program. 

 
V. PROCEDURES - Patrol Responsibilities 

 
A. Arrival at the scene 
 

1. Obtain all available information from the dispatcher before arrival. 
 

2. When possible, officers should wait for back-up help, discuss a 
strategy, and approach the dispute scene in pairs. 

 
B. Avoid the use of sirens and other alarms in the vicinity of the scene.  The 

suspect might be dangerous and could turn a weapon on arriving officers. 
 
C. Observe the location of the dispute before contacting the complainant.  

Consider the surroundings.  Park the marked car a short distance away.  If 
possible each officer should follow a separate approach to the scene of the 
dispute, maintaining maximum cover and an escape route.  From this point 
on, officers should remain within sight of one another, if possible. 

 
D. Before knocking on the door, listen and look in any nearby window to 

obtain additional information about the situation (e.g., layout of the house, 
number of people, weapons, evidence of violence or damage). 

 
E. Officers must be concerned for their own safety as well as the disputants'.  

To minimize the possibility of injury, stand to the side of the door and not 
in front of windows when knocking.  The unexpected may occur when the 
door opens. 
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1. Initial contact with occupant(s). 

 
a. Identify selves as law enforcement officers by name, give an 

explanation of your presence, and request entry into the home 
(when conditions permit).  Ascertain identity of complainant, 
and ask to see him or her and any other person at the home. 

b. Officers shall not accept statements from any disputant or 
witness that the call was a mistake without investigating 
further.  Officers shall not leave without interviewing the 
complainant. 

c. If entry is refused, officers must explain that they must make 
sure there are no injured persons inside.  If no one responds to 
knocking, officers shall try to establish voice contact by 
shouting for an answer. 

d. Refusal of entry or no response to a knock at the door may 
require a forced entrance only if officers have a reasonable 
belief that the safety of people inside is in jeopardy. 

e. Officers may conduct a search of the premises if consent 
information has been given to do so.  Although a consent 
search eliminates the need for a warrant and for probable 
cause, such consent must be freely and voluntarily given.  If 
two people have joint ownership or possession of a place or 
thing, either one may give a valid consent.  However, the 
other, if present, may legally object. Once a party refuses 
consent, officers must obtain a warrant to search or articulate 
another exception to the warrant requirement. 

f. A spouse can consent to the search of premises used jointly by 
both husband and wife.  This also applies if the man and 
woman are unmarried cohabitants. If both are present, either 
one may legally object. Once a party refuses consent, officers 
must obtain a warrant to search or articulate another exception 
to the warrant requirement. 

 
F. Officers may also make a warrantless entry to conduct a search if an 

emergency exists.  Officers must have a reasonable belief that such an 
emergency does exist (example:  officers believe that someone, perhaps 
the victim or a child, is in need of medical assistance). 

 
1. Officers shall evaluate the following elements when considering a 

warrantless entry:   
 

a. The degree of urgency involved and the time required to get a 
warrant. 

b. The possibility of danger to others, including officers left to 
guard the site. 
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c. Whether the suspected offense is serious or involves violence. 
d. Whether officers reasonably believe that persons may be 

armed.   
e. Finally, officers are reminded that they have a lawful right and 

duty to investigate any situation which they reasonably believe 
to be an emergency. 

 
2. Once inside, establish control by: 

 
a. Inquiring about the nature of the dispute. 
b. Identifying disputants. 
c. Being aware of potential weapons in surroundings. 
d. Determining if persons are in other rooms, whether children or 

adults, and the extent of any injuries (these persons should be 
separated from the parties involved and kept out of hearing 
range so their status as possible witnesses won't be 
compromised). 

e. Protect the victim from further abuse.  Separate the victim 
from the suspect and arrange for medical attention if victim is 
hurt.  If the victim appears injured and yet refuses medical 
assistance, carefully document any observed injuries, as well 
as the refusal of medical treatment.  Photograph the victim's 
injuries if possible. 

f. Ascertain whether a protective order has been violated. 
g. If weapons (whether firearms, knives, or any other object 

which could be used as a weapon) are present, secure them 
away from the disputants, if practicable, while the disputants 
are being interviewed.  If appropriate, seize weapons for 
evidence.   

h. Transporting family/household members to the hospital, safe 
shelter, or magistrate.   

 
3. Officers shall transport victims to a safe location as they wish or as 

the circumstances require.   
 

4. If a complainant seeks officers' help in entering his or her residence to 
obtain personal property, the officers must determine that the 
complainant has lawful authority to do so; must advise all parties 
that they are accompanying the complainant to obtain items for 
immediate personal (or children's) use; that the officers' function is 
to maintain order; that any dispute over property is a matter for the 
courts to decide. 

 
G. Interviewing All Disputants 
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1. Ensure safety and privacy by interviewing the victim in a place 
separate from the suspect, if identifiable. 

 
2. Critical to the success of the interview is the officer's manner.  

Officers must listen, show interest in the disputants and their 
problem, and remain aware of nonverbal communications signals. 

 
3. Officers shall attempt a low-key approach in domestic violence cases.  

Maintain good eye contact through natural, spontaneous glances.  
(Fixed gazes or staring increase fear and hostility.)  A relaxed stance 
and appropriate facial and head movements demonstrate interest and 
encourage the victim to continue speaking. 

 
4. If possible, separate the parties so that they can individually describe 

the incident without interruption.  (This may help the parties relieve 
emotional tension.)  Although the disputants may be separated, 
officers shall remain within sight and hearing of each other. 

 
5. After the parties have given their statements, the officers should ask 

about details for clarification, and summarize the stated accounts 
(which allows the parties to point out anything that might be 
misrepresented). 

 
6. Be aware that parties may make excited utterances which may have 

evidentiary value.  Record these utterances when practicable and 
note them in your report. 

 
H. Interviewing The Victim 

 
1. Ascertain the following information from the victim: 

 
a. What happened? 
b. Any injuries, who caused them, and what weapons or objects 

were used. 
c. Relationship to suspect. 
d. Any threats made against victim or others. 
e. Forced sexual contact against victim's will. 
f. Any court cases pending against suspect or any protective 

orders in effect. 
g. Is suspect on probation or parole? 
h. Did suspect threaten others, particularly children, damage 

property, or hurt pets. 
 

I. Interviewing Witnesses 
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1. Interview any witnesses to the incident--children, other family 
members, neighbors--as soon as possible.   

 
2. Remember that witnesses may be experiencing significant emotional 

crises that might influence the accuracy of their accounts. 
 

3. If witnesses provide information about prior assaults, document them 
to help establish a pattern. 

 
4. Children of disputants should be interviewed with care and kindness.  

Sit, kneel, or otherwise be at their level when speaking to them.  
Signs of trauma or abuse should be noted. 

 
J. Collection of Evidence 
 
Officers should ensure they treat a family violence offense with the same 
seriousness as other criminal offenses and conduct a preliminary 
investigation in the same manner to include: 

 
1. Collecting any physical evidence or calling Crime Scene personnel to 

do so. 
 

2. Photograph any damages or injuries received by any parties. 
 

VI. PROCEDURES - Arrests 
 

A. Officers may make an arrest without a warrant if they have probable cause 
to believe that the individual has committed an assault resulting in bodily 
injury to a member of the person’s family or household.  Further, the 
department promotes a policy of arrest when the elements of an 
appropriate offense are present.   

 
B. If officers cannot identify a predominant physical aggressor and do not 

make an arrest, they shall nevertheless thoroughly document the incident.  
Further, officers shall not threaten to arrest all parties involved for the 
purpose of discouraging future requests for law enforcement intervention. 
Officers should still make an attempt to separate parties.  

 
C. In cases where the conditions of a protective order have been violated, 

officers shall review the victim's copy of the order, checking it for validity.  
If a protective order exists and its terms ("no contact," "no trespass," or 
"no further abuse") are violated then the officer shall arrest the violator if 
probable cause exists.   
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D. Officers making arrests for family violence may petition for an emergency 
protective order if so requested by the victim or if the officer believes there 
is a significant danger of future assaults. 

 
E. If children are involved in the incident, officers shall contact the on-call 

Child Protective Services worker if a child is abused or neither parent can 
reasonably look after the child's safety and well-being (neglect is a 
separate, reportable offense). 

 
F. Factors favoring the decision to arrest  

 
1. Arrest is the most appropriate response when these factors are 

present: 
 

a. Serious, intense conflict. 
b. Use of a weapon. 
c. Previous injury or damage. 
d. Previous court appearance against the offending party. 
e. Previous attempt to sever the relationship. 
f. Previous calls for law enforcement help.   
g. When a felony has occurred. 
h. Evidence of drugs or alcohol use at the assault. 
i. Offenses committed with the officer present. 
j. Valid warrants on file for other crimes. 
k. A protective order has been violated.   
l. Aggressive behavior toward anyone, pets, or any other 

threatening behavior. 
 

G. Making the Arrest 
 

1. Arrest the suspect if he or she is present, apply handcuffs, inform him 
or her that the decision to arrest is a law enforcement one, and 
transport securely to the jail/magistrate. 

 
2. If the suspect is absent or has been arrested, transport (or arrange 

transportation for) the victim to a safe shelter or other appropriate 
place if so desired.  Circulate a "be-on-the-lookout" message 
describing the suspect if necessary and arrange for an arrest warrant. 

 
3. If an arrest must be made because a protective order has been 

violated, verify its validity by: 
 

a. Examining the victim's copy, if available. 
b. Having communications search Texas Crime Information 
Center (TCIC) or contact the jurisdiction that issued the order to 
confirm its currency.  
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H. If The Abusive Person Is Not Arrested 

 
1. Complete an incident report.   

 
2. Inform the victim that the department will begin proceeding to 

procure a warrant for the offender if an offense occurred. 
 

3. Advise the victim of the importance of preserving evidence. 
 

4. Explain to the victim about protective orders and how to obtain them 
and offer to help the victim obtain them later.   

 
5. If the victim wants to leave the premises to ensure safety, remain at 

the scene while the victim packs essentials.  Advise the victim to 
take only personal items and important papers. 

 
6. Regardless of whether an arrest is made, the officer shall provide the 

“Notice to Adult Victims of Family Violence” to the victim, which 
explains legal and community resources available, including 
 the name, address and telephone number of the District 
Attorney  and the investigating law enforcement agency 

 
7. Assure the victim that the Buda Police Department shall assist in 

future emergencies and explain measures for enhancing his or her 
own safety. 

 
I. Gathering Evidence: 

 
1. Physical evidence takes three forms in domestic violence cases:  the 

injuries of the victim, evidentiary articles that substantiate an attack, 
and the crime scene itself. 

 
2. The victim's account of injuries sustained should be corroborated by a 

physician if possible. 
 

3. When feasible, take photographs of injuries. 
 

4. Photograph the crime scene to show that a struggle occurred; if 
photography is not possible, write a description of it. 

 
5. Collect evidence according to the same principles as applied to any 

crime scene. 
 

6. Seize any weapons that the predominant physical aggressor used or 
threatened to use in the commission of any crime 
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7. Obtain statements from all witnesses, particularly noting any excited 

utterances that bear on the incident. 
 

J. Documenting the Incident 
 

1. All incident reports on domestic violence shall follow general 
reporting procedures.  

 
2. Include in all reports of domestic violence: 

 
a. Facts and circumstances of domestic violence including a 

description of why one disputant was deemed the predominant 
physical aggressor.  

b. Victim's statements as to the frequency and severity of prior 
incidents of abuse by the same family or household member. 

c. The victim's statements as to the number of prior calls for law 
enforcement assistance. 

 
K. The Disposition of the Investigation. 

 
1. In any case involving domestic violence thoroughly document 

probable cause to arrest.   
 

2. If an arrest is not made for domestic violence the incident must still 
be documented, where either no probable cause existed, or 
circumstances dictated another course of action.  In such cases, in 
addition to the above considerations, officers shall note: 

 
a. What referral information was given; 
b. The name of any counselor contacted; 
c. Why no arrest was made, nor any warrant issued; 

 
3. If children were present, make a report of abuse or neglect, if 

appropriate, and forward it to Child Protective Services  
 

L. Arrests of Law Enforcement Personnel 
 

1. If the predominant physical aggressor or abuser is an employee of this 
agency, the responding officer shall summon the field supervisor, 
who shall in turn notify his or her chain of command.  

 
2. The scene shall be secured, and medical attention summoned, if 

required.  The employee shall be disarmed or removed from access 
to weapons.  The possibility exists that the employee's departmental 
weapon may be evidence of an offense. 
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3. The on-call investigator shall be summoned who shall begin a 

criminal investigation.  
 

a. If probable cause to arrest exists, the investigator shall arrest 
and gather evidence (including taking photographs) consistent 
with this general order. 

b. The assigned investigator shall work with the responding 
patrol officer to ensure that the victim receives medical 
attention, if necessary, is transported to a hospital or safe 
shelter, and that all reports are completed, evidence gathered, 
and photographs taken.  The responding patrol officer shall 
assist in obtaining an emergency protective order. 

c. The investigator shall speedily present the case to the district 
attorney. 

 
4. Upon termination of the criminal investigation, the Chief may assign 

an officer to undertake an internal administrative investigation into 
the incident consistent with Policy 2.4.  The Chief may suspend the 
employee pending the outcome of the investigation. 

 
a. Suspended employees shall immediately turn in all agency-

issued weapons, vehicles, badges, and identification to the 
property officer. 

b. If the internal administrative investigation supports a violation 
of agency policy, the chief shall take appropriate action 
consistent with Policy 2.5.  Further, if the investigation 
confirms that domestic violence occurred, the chief may 
require counseling, psychological evaluation, demotion, or 
termination of employment. 

c. Federal law states that any person (including a law 
enforcement officer) convicted under any state or federal law 
for a misdemeanor involving the use of, attempted use of 
physical force, or the threatened use of a deadly weapon when 
committed by a current or former spouse, parent or guardian of 
the victim, a person sharing a child in common, or a cohabitant 
of the victim (past or present), is prohibited from shipping, 
transporting, possessing, or receiving firearms or ammunition.  
The offense may have occurred at any time.  Law enforcement 
officers convicted of offenses involving weapons or threats of 
force may therefore be unable to maintain their certification. 

d. Note that officers who are the subject of a protective order 
shall not carry firearms.  Officers who are the subject of a 
protective order shall turn in all agency-issued weapons. 

 
VII. PROCEDURES - Issuing an emergency protective order 
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A. Emergency protective orders (EPO) (domestic violence) 

 
1. The EPO aims to protect the health or safety of a victim of domestic 

violence.  It is issued only if the offender is arrested.  The judge or 
magistrate who arraigns the offender after the arrest may issue the 
EPO on the magistrates own initiative, upon request of the victim, 
the guardian of the victim, a peace officer, or an attorney 
representing the state.   If an officer has at least a reasonable belief 
that an assault has occurred and there exists probable danger of 
further abuse, the officer shall request the judge or magistrate to 
issue an EPO.  

 
a. If circumstances make it impossible or inappropriate for an 

officer to obtain the EPO, the officer shall advise the victim 
that he or she can request an EPO directly from a magistrate or 
the District Attorney. 

b. The victim does not need to press charges or swear a warrant.  
The presence of the victim or suspect is immaterial to 
obtaining an EPO. 

c. An EPO may order a stop to abusive behavior, prohibit contact 
between parties, order the abuser out of a shared home, or 
possessing a firearm, and provide other relief. 

 
2. An officer can petition for an EPO by telephone or in person. 

 
3. The EPO remains in effect for up to 61 days but not less than 31 days.   

The victim can petition for a permanent protective order before the 
expiration of an EPO. 

 
4. The offender is served with a copy of the order at the time of 

arraignment.  The victim will be contacted and informed that an 
EPO has been issued and will be provide with a copy and informed 
of its requirements. 

 
5. A copy is also delivered to the Chief of Police and communications 

center for the jurisdiction where the victim resides. 
 

B. Protective Orders from Other States 
 

Officers shall enforce protective orders from other states or possessions of the 
United States as if they were issued in Texas.  This applies to all orders in 
which the respondent has received notice and opportunity to attend a 
protective order hearing.  Enforcement of out-of-state protective orders does 
not require that they be registered in Texas.  If officers are unable to verify an 
outstanding protective order, they must nevertheless honor it.  Officers 
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cannot arrest for violation of the order, however, if the violator has not been 
served with it.  
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BUDA POLICE DEPARTMENT 

Policy   7.9    Vehicle Operation 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: TBP: 7.15, 7.20, and 7.24 

 
 

I. POLICY 
 
All personnel of the Buda Police Department operating department vehicles shall exercise due 
regard for the safety of all persons.  Protection of life is the paramount goal of the department.  
No task, call, or incident justifies disregard of public safety.  Further, the public expects its law-
enforcement officers to demonstrate exemplary driving skills.  All Buda Police Department 
personnel who operate department vehicles will comply with safe driving procedures outlined 
herein with particular attention to responding to calls for service or engaging in pursuits. 

  
Officers operating department vehicles in an emergency mode shall utilize both audible and 
visual emergency warning equipment whenever possible and exercise due regard for the 
safety of all persons. Personnel will be held accountable for the consequences of reckless 
disregard for the safety of others. 
 
II. PURPOSE 

 
To establish procedures governing the emergency and non-emergency operation of Buda Police 
Department vehicles. 

 
III. DEFINITIONS 

 
A. Emergency Driving.  Driving in response to a life-threatening or other serious 

incident (based on available information) which requires emergency equipment 
in operation.  Emergency driving with emergency lights and siren activated 
allows officer to disregard certain traffic regulations but officers must still drive 
with due regard for the safety of the officer and others. 

 
B. Emergency Equipment.  Emergency lights and a siren, whistle, or air horn 

designed to give intermittent signals automatically.  All marked vehicles have 
distinctive, reflectorized decals for additional visibility.  In this order, an 
authorized emergency vehicle is one that is equipped with emergency 
equipment. 

 
C. Normal or Routine Driving.  That driving which dictates vehicle speed consistent 

with the normal flow of traffic, obedience to vehicle laws and posted signs, 
adherence to commonly-understood "rules of the road." 
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IV. GENERAL PROCEDURES FOR ALL RESPONSES (TBP: 7.15) 
 

A. General 
 

1. All departmental vehicles shall be driven safely and properly in full compliance 
with all traffic laws and regulations.  Department vehicles are conspicuous 
symbols of authority on the streets and many people observe an officer's actions.  
Each officer must set an example of good driving behavior and habits. 

 
2. Under certain emergencies as defined below, the Transportation Code authorizes 

officers to disregard traffic regulations.  Both the operator and the department, 
however, are not released from civil liability for failure to use reasonable care in 
such operation. 

 
B. Routine operation 

 
1. In case of accident or damage to any department vehicle, the driver shall 

immediately contact dispatch and notify the on-duty supervisor via radio.  
 

2. Accidents involving members of this department will be investigated by the 
(officer’s supervisor, or his designee) sheriff’s department, DPS, or other 
neighboring police agency.  Drivers shall also write a memorandum 
detailing the circumstances.  

 
3. Drivers shall report any found damage or other non-accident damage to 

their supervisor immediately and document the damage in an incident 
report. 

 
4. Vehicles used in routine or general patrol service shall be conspicuously 

marked unless being used for covert patrol operations. 
 

5. Unmarked and “Ghost” cars may be used for patrol if approved by the 
Chief.  They may be used to stop vehicles provided they are equipped with 
proper shadow lettering, emergency lights and a siren. 

 
6. Seat belts and shoulder straps shall be worn by all drivers and passengers 

during vehicle operation.  Prisoners shall be strapped in with seat belts 
whenever possible.(TBP: 7.20) 

 
a. Exception:  When approaching an incident scene or a call where the 

officer believes that a rapid exit from the vehicle may be required, 
the officer may release the seat belt. 
 

7. Any young children transported in a police vehicle will be transported in the 
manner prescribed by the Transportation Code using Infant/Child car seats 
when necessary and are available. 

 
C. Inspection (TBP: 7.24) 
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1. Before each duty assignment, officers shall check their vehicles for 
cleanliness, operability, and all required equipment.  Officers shall also 
ensure that vehicles have adequate levels of oil, brake fluid, power steering 
fluid, and gas.  Some deficiencies can be immediately fixed by the officer. 
If they can’t be immediately fixed, deficiencies should be reported to their 
supervisor. 

 
2. Officers shall check the safety features of the vehicle before assuming duty.  

The check shall include (but not be limited to) all lights, brakes, siren, 
horn, and steering.  Officers shall also check tires for tread wear and proper 
inflation. 

 
3. Officers shall examine their vehicles at the beginning and end of their shifts 

for damage.  Officers shall report any damage immediately to the on-duty 
supervisor. 

 
4. Officers shall examine their vehicles at the beginning and end of their shifts 

to search for evidence, contraband, or property discarded by prisoners or 
others.  Rear seats shall be thoroughly checked. 

 
5. Officers who discover a department vehicle in need of repairs shall 

immediately inform the on-duty supervisor or send email notification in 
case of supervisors’ absence.  

 
6. If, in the opinion of the Chief of Police, vehicle damage resulted from abuse 

or neglect caused by an officer, disciplinary action may result which also 
could include reimbursing the department for damages. 

 
7. No driver shall modify, remove, de-activate, or otherwise tamper with the 

vehicle safety belts, emission control device, or any part of the vehicle 
which affects its operation. 

 
8. Officers are responsible for maintaining the cleanliness of the interior and 

exterior of their assigned vehicle.  During periods of inclement weather 
when department vehicles cannot be washed regularly, the driver must 
ensure that headlight and tail-light lenses are kept clean, insofar as 
circumstances permit. 

 
9. No officer or employee shall operate any department vehicle which he or 

she believes to be unsafe. 
 

D. Driving rules 
 

1. The driver shall carefully observe the surrounding conditions before turning 
or backing any vehicle. 

 
2. The driver must recognize the variable factors of weather, road surface 

conditions, road contour, and traffic congestion, all of which directly affect 
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the safe operation of any motor vehicle, and shall govern the operation of 
the vehicle accordingly. 

 
3. Officers responding to certain crimes-in-progress sometimes discontinue 

the use of the siren upon approaching the location of the occurrence.  
Officers shall understand that to do so means that, per Texas law, they are 
no longer operating an emergency vehicle and must therefore observe all 
posted speeds and traffic control devices. 

 
4. Emergency driving to the scene of a motor vehicle accident is permissible 

only when an emergency exists, when specific information indicates that 
conditions at the scene require an emergency response, or when directed to 
do so by a supervisor. 

 
5. Upon approaching a controlled intersection or other location where there is 

possibility of collision because of traffic congestion, the emergency driver 
shall reduce the speed of the vehicle, stopping completely if necessary, 
before entering and traversing the intersection.  When faced with a red 
traffic signal or stop sign, the officer shall ensure by careful observation 
that the way is clear before proceeding through the intersection. 

 
6. Regardless of the seriousness of the situation to which the officer is 

responding, and exigent circumstances that are clearly beyond the officer's 
control, he or she shall be held accountable for the manner in which he or 
she operates the vehicle. 

 
7. At the scene of a crime, a motor vehicle crash, or other incident, a 

department vehicle shall be parked in such a manner so as not to create an 
obstacle or hazard to other traffic, unless necessary for the protection of an 
incident scene or injured persons.  If a traffic hazard exists, the emergency 
lights shall be used to warn other drivers approaching the location. 

 
8. Operators of department vehicles must bear in mind that traffic regulations 

requiring other vehicles to yield the right of way to any emergency vehicle 
do not relieve the emergency vehicle operator from the duty to drive with 
due regard for the safety of all persons. 

 
V. PROCEDURES FOR EMERGENCY DRIVING 

 
A. General 

 
1. No fixed rule can apply to every circumstance that may arise governing 

emergency driving.  Although an officer may receive information that 
leads him/her to respond to a call with emergency lights and siren 
activated, in many of such cases an officer discovers, upon arrival, that an 
emergency response was not justified. 

 
2. 546.005 of the Transportation Code states that the exemptions to driving 

laws granted to emergency vehicle operators "does not relieve the operator 
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from the duty to drive with appropriate regard for the safety of all persons 
or the consequences of reckless disregard for the safety of others."  
Recognizing that protection of human life is paramount; the responding 
officer must remember that his or her objective is to get to the location of 
the occurrence as soon as possible--safely--without danger to himself or to 
others. 

 
B. Response codes 

 
1. Calls for service are classified as Code 1, 2 or 3 depending on 

circumstances.  Code 3 calls are authorized by a field supervisor, or the 
patrol officer, subject to the considerations discussed below.  The codes are 
defined as follows: 

 
2. Code 1 responses are utilized for any situation regardless of apparent 

urgency where the preservation of life is not a consideration.  Units 
responding to Code 1 calls shall respond to the location without delay, 
complying with all traffic regulations and shall not use emergency warning 
devices.   

 
3. Code 2 responses (emergency lights, no siren) are authorized to be used in 

situations that comply with Transportation Code 546.003 – 546.004. No 
matter the response the officer is required to exercise due care and caution.  

 
4. Code 3 responses are authorized for any emergency where the preservation 

of life is a consideration.  Primary and support units responding to Code 3 
calls shall proceed rapidly to the location of the emergency by the most 
direct means, using all emergency warning devices with a paramount 
consideration for the safety of the public and the assigned officers.   

 
5. When deciding to initiate or continue driving under emergency 

conditions, officers will consider such factors as traffic volume, time of 
day, weather conditions, and potential hazard or liability to themselves 
and the public. 

 
6. Officers responding to an officer needs assistance call must bear in mind 

that even though a rapid response is important, they must arrive at the 
scene safely in order to be of assistance. 

 
7. Field supervisors shall monitor the response codes for calls for assistance 

and shall have the authority to upgrade or downgrade assigned response 
codes.  Field supervisors shall closely monitor all Code 3 calls and shall 
respond if necessary. 

 
C. Officer's response to call 

 
1. Upon arrival at the scene of a call, the responding officer shall rapidly 

evaluate the situation and determine whether additional units are still 
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needed or whether other units responding Code 3 can be slowed or 
cancelled. 

 
2. All units responding to robbery-in-progress and burglary-in-progress calls, 

before coming within hearing distance, may discontinue the use of the 
siren.  Before coming within sight of the location, officers may discontinue 
the use of the emergency warning lights.  Officers are reminded that upon 
deactivation of a siren and flashing lights, their response ceases to be an 
emergency response. 

 
3. Officer-initiated response. 

 
a. When, in the opinion of the officer, an emergency is imminent or 

exists, or that activation of emergency warning devices is necessary 
to protect life or render the necessary enforcement, the department 
authorizes an emergency response. 

b. Examples include: 
i. Any incident where the use of emergency lights constitutes a 

necessary warning for the safety of life (such as scenes of 
fires, accidents, or disasters). 

ii. As a visual signal to attract the attention of motorists being 
stopped for traffic violations, or to warn motorists of 
imminent dangers. 

iii. Where because of location, distance to be traveled, or traffic 
conditions, the officer determines that emergency operating 
conditions are essential in order to provide an appropriate 
response. 

iv. In response to an officer's emergency request for assistance. 
v. For pursuit, see Policy 7.15 

 
D. Use of emergency warning devices in non-emergencies 

 
1. Officers shall activate emergency equipment to notify drivers that they must 

stop and to provide a safe environment for the driver, officer, and the 
public. 

 
2. Officers may activate emergency equipment in non-emergencies when 

expediency is required, (I.E. clearing an intersection) or to eliminate a 
potential hazard to the public or other officers, such as using emergency 
lights to protect disabled motorists or when department vehicles are used 
as protective barriers. 
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BUDA POLICE DEPARTMENT 

Policy   7.10    Vehicle Pursuits 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: TBP: 7.13, 7.14, 7.18, and 7.19 

 
 

I. POLICY 
 
Pursuits represent a dangerous and difficult task that receives much public and legal scrutiny 
when accidents, injuries, or death result.  Pursuing officers and supervisors must justify their 
actions and, once they have decided to pursue, continuously evaluate the safety of their actions.  
Further, forcible measures to stop a fleeing driver, as detailed below, are prohibited except 
where deadly force is appropriate. 
 
Officers of The Buda Police Department shall comply with all applicable portions of Policy 7.10 
when involved in vehicle pursuits. 

 
II. PURPOSE 

 
To establish procedures governing the operation of police vehicles, while engaging in pursuits. 

 
III. DEFINITIONS 

 
A. Boxing in. A deliberate tactic by two or more pursuit vehicles to force a pursued 

vehicle in a specific direction or to force it to reduce speed or stop by 
maneuvering the pursuit vehicles in front of, behind, or beside the pursued 
vehicle. 

 
B. Caravanning. Direct participation in a pursuit by department vehicles other than 

the primary and authorized support vehicles. 
 
C. Emergency driving.  Driving in response to a life-threatening or other serious 

incident (based on available information) which requires emergency equipment 
in operation.   

 
D. Emergency equipment.  Emergency lights and a siren, whistle, or air horn 

designed to give intermittent signals automatically.  All marked vehicles have 
distinctive, reflectorized decals for additional visibility.  In this order, an 
authorized emergency vehicle is one that is equipped with emergency 
equipment. 
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E. Normal or routine driving.  That driving which dictates vehicle speed consistent 
with the normal flow of traffic, obedience to vehicle laws and posted signs, 
adherence to commonly-understood "rules of the road." 

 
F. Primary pursuit vehicle.  Normally the department vehicle that begins the pursuit 

or the vehicle closest to the fleeing suspect.  The primary pursuit vehicle may be 
re-designated by order of the on-duty supervisor. 

 
G. Pursuit.  An active attempt by an officer in an authorized emergency vehicle to 

apprehend a suspect, who is fleeing or evading apprehension, provided the 
officer reasonably believes that the suspect is refusing to stop and is willfully 
fleeing capture by high-speed driving or other evasive maneuvers.  Pursuits shall 
be conducted only with activated emergency equipment and under 
circumstances outlined in this order.  An attempt to stop a vehicle that is not 
fleeing, or attempts to stop a vehicle that is refusing to stop while still obeying 
traffic control devices and not exceeding the speed limit by more than ten miles 
per hour is not a pursuit. 

 
H. Risk. The degree of danger or hazard to the public or officers. 
 
I. Roadblock.  Any method, restriction, or obstruction used to prevent free passage 

of vehicles on a roadway in order to stop a suspect. 
 
J. Support vehicles.   The second or additional department vehicles, participating in 

the pursuit, which follows the primary pursuit vehicle at a safe distance and 
helps the primary one once the suspect vehicle has stopped, or which can assume 
the primary role if circumstances dictate.   

 
IV. PROCEDURES FOR PURSUITS (TBP: 7.13) 

 
A. Justification For Pursuit:    
 

1. Any law enforcement officer in an authorized emergency vehicle may 
initiate a vehicular pursuit when the suspect exhibit the intentions to 
avoid apprehension for a felony or misdemeanor which would result in 
jail, by refusing to stop when properly directed to do so.  Pursuit may 
also be justified if the officer reasonably believes that the suspect, if 
allowed to flee, would present a danger to human life or cause serious 
injury. 

 
2. The decision to initiate pursuit must be based on the pursuing officer's 

conclusion that the immediate danger to the officer and the public 
created by the pursuit is less than the immediate or potential danger to 
the public should the suspect remain at large. 

 
3. In deciding whether to initiate pursuit, the officer shall take into 

consideration: 
 

a. road, weather and environmental conditions; 
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b. population density and vehicular and pedestrian traffic; 
c. the relative performance capabilities of the pursuit vehicle and the 

vehicle being pursued; 
d. the seriousness of the offense; and 
e. The presence of other persons in the police vehicle. 

 
B. Primary Officer Responsibilities 

 
1. The officer's primary responsibility in a pursuit is the safe operation of the 

vehicle. Only marked police vehicles with emergency equipment shall 
pursue.  Unmarked vehicles may assist with the pursuit until marked units 
are available.  

 
2. Upon engaging in a pursuit, the pursuing vehicle shall activate lights and 

sirens. 
 

3. The officer shall notify the dispatcher of the following: 
 

a. The location of the officer and the suspect's vehicle; 
b. The direction of travel; 
c. The license number (and state) of the suspect's vehicle; 
d. The description of the suspect's vehicle; 
e. The reason for the pursuit; 
f. The speed of pursuit and current traffic conditions.  

 
4. The officer will, to the best of their ability, keep the dispatcher informed of 

the location, direction of travel, speed of pursuit and current traffic 
conditions. 

 
5. Whenever the risk to the public or the officer outweighs the immediate need 

to apprehend the suspect, the officer will terminate the pursuit. 
 

C. Supervisor's Responsibilities: 
 

1. The on-duty supervisor shall monitor the pursuit by ensuring compliance 
with department policy, directing officers to join or abandon pursuit, re-
designating primary and support pursuing vehicles if necessary, approving 
or directing pursuit tactics, and terminating the pursuit. 

 
2. The on-duty patrol supervisor shall monitor the pursuit and may respond to 

the location of the stopped suspect.  The supervisor may end the pursuit at 
any time that he or she feels circumstances warrant. 

 
3. No more than two department vehicles may pursue a fleeing suspect 

without the specific authorization of the on-duty supervisor. One officer 
and department vehicle shall remain in the City at all times.  In authorizing 
additional department vehicles to pursue, the supervisor shall consider: 

 
a. The nature of the offense; 
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b. The number of suspects; 
c. The number of officers currently participating as primary or support 

vehicles; 
d. Any injuries or property damage already sustained as a result of the 

pursuit; 
e. Any other clear, articulated facts that would justify the assignment of 

additional department vehicles. 
 

4. After the incident, the supervisor shall debrief the pursuit with all of the 
officers’ involved and direct participants to submit reports. 

 
5. The on-duty supervisor at the time the pursuit was begun will retain 

authority over the pursuing officers of the department for the duration of 
the pursuit. 

 
6. The supervisor may direct the use of tire-deflation devices, as appropriate.  

See paragraph D below. 
 

7. In the absence of a supervisor the senior officer will take the role of 
supervisor, and ensure policy is followed.  

 
D. Tire Deflation Devices (TBP: 7.19) 

 
a. Officers who have been trained in the use of Tire Deflation Devices (Stop 

Sticks) are authorized to deploy the devices. 
 

b. Deployment must be made safely and in an area that is free of 
obstructions and if applicable for at least 100 yards in each direction. 

 
c. Deployment is made per manufacturer’s instructions always keeping the 

deploying officer safe from possible vehicular danger. 
 

d. The device must be retracted prior to departmental vehicles running over 
them. 

 
e. Officers deploying the device will notify on coming departmental 

vehicles of the deployment location so that they may slow to avoid 
running over the devices. 

 
E. Supporting Officers' Responsibilities 

 
Normally the first back-up unit to respond shall help the primary officer in pursuing 
the suspect and making the arrest.  The secondary pursuing officer is responsible 
for broadcasting the progress of the pursuit and controlling the pursuit tactics.  By 
handling these communications responsibilities, the primary officer can focus 
attention on the pursuit driving. 

 
F. Dispatcher's Responsibilities 
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The Buda Police Department is dispatched through the Hays County Sheriff’s Office 
Communication Division (Dispatch). The following policies mirror that of the Hays 
County Sheriff’s Office Communication Division. 

 
1. Communications personnel shall notify any available supervisor of the 

pursuit, clear the radio channel of non-emergency traffic, and relay 
necessary information to other officers and jurisdictions.  

  
2. Record all pertinent information about the pursued vehicle. 

 
3. Advise all other officers of the pursuit and the information given by the 

pursuing officer.   
 

4. Alert all other nearby law-enforcement agencies of the pursuit and 
information given by pursuing officer when continuing beyond the city. 

 
5. Query MVD, TCIC, and NCIC for license data and any warrants. 

 
G. Pursuits Tactics  

 
1. Officers may intentionally ram, bump, or collide with a fleeing vehicle or 

officers may pull alongside such vehicles in an attempt to force them off 
the road or into an obstacle, only with the direct authorization granted by a 
supervisor. 

 
2. Boxing-in shall be performed only at low speeds and under the direct 

authorization of the on-duty supervisor. 
 

3. Caravanning is prohibited.  Only two department vehicles (excluding the 
supervisor) shall participate in a pursuit at any time unless specifically 
authorized by a supervisor. 

 
4. If the on-duty supervisor orders the pursuit to end, then the primary and 

supporting pursuing officers shall cease immediately.  Also, the pursuing 
officer(s) shall end the pursuit if at any time during the course of the 
pursuit he or she loses sight of the fleeing vehicle for more than a few 
seconds. 

 
5. The use of a stationary or rolling roadblock is prohibited. (TBP: 7.18) 

 
6. The officer will not pursue if they have a prisoner, witness, suspect, 

complainant, or other non-police passenger who has not signed a 
liability release in the vehicle at the time.    

 
7. When two vehicles are involved in pursuit, each unit shall maintain a safe 

distance especially when passing through intersections.  Each unit involved 
in the pursuit shall use a different siren-sound selection, if circumstances 
and safety permit.  The use of different siren-sound combinations can help 
the primary and secondary vehicles hear one another and alert motorists 
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and bystanders that two vehicles are operating under emergency 
conditions. 

 
8. Units involved in the pursuit shall space themselves at a distance that will 

ensure proper braking and reaction time in the event the lead vehicle 
stops, slows, or turns. 

 
9. In case of pursuit, should the suspect drive in a direction opposite to the 

flow of traffic, the pursuing officer shall not follow the suspect in the 
wrong direction but instead transmit via radio detailed observations about 
the suspect vehicle's location, speed, and direction of travel.  The pursuing 
officer may be able to follow the suspect on a parallel road. 

 
10. Officers involved in a pursuit shall not try to overtake or pass the suspect's 

vehicle.   
 

11. Intersections are a particular source of danger.  When approaching an 
intersection where signal lights or stop signs control the flow of traffic, 
officers shall: 

 
a. Slow and enter the intersection at a reduced speed and only when 

safe, when all other vehicles are aware of the officer's presence. 
b. Resume pursuit speed only when safe.  When using emergency 

lights, siren, and headlamps, the officer is requesting the right of way 
and does not absolutely have the right to run a red traffic light or stop 
sign. 

 
H. Out-Of-Jurisdiction Pursuits 

 
1. Pursuits beyond the local jurisdiction require the approval of the on-duty 

supervisor and, if approved, shall be conducted according to this order.  
The dispatcher shall notify the appropriate jurisdiction of the pursuit and 
request help. 

 
2. If officers from another jurisdiction pursue a suspect into our jurisdiction, 

department officers shall enter the pursuit only if the other agency 
specifically requests help and the on-duty supervisor approves our 
participation.  Any non-pursuit assistance (including apprehension of a 
stopped suspect) may be provided as the circumstances dictate. 

 
3. When a fleeing suspect from another jurisdiction is apprehended within the 

county.  The on-duty supervisor shall confer with the other jurisdiction to 
determine which shall maintain custody of the suspect.   
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I. Officers May Not Engage In Vehicle Pursuits.  
 

1. When operating unmarked police vehicles.  A police vehicle is 
considered “unmarked” if it is not equipped with door emblems, 
striping, and other decals which indicate the official nature of the 
vehicle. When a marked unit arrives to the scene the unmarked shall 
relinquish the pursuit to the marked units 

 
J. Terminating Pursuits 

 
1. This order has noted the necessity for a pursuing officer to continuously 

evaluate the risks and goal of a pursuit.  Under some conditions, 
abandoning a pursuit may prove the most intelligent decision the officer 
can make. 

 
2. Officers shall discontinue a pursuit under the following circumstances: 

 
a. The on-duty supervisor orders it; 
b. The pursuing vehicle experiences an equipment or mechanical failure 

that renders the vehicle unsafe for emergency driving; 
c. The pursued vehicle has outdistanced the pursuing officer such that 

its location is not known; 
d. A person has been injured during the pursuit and no medical or 

department personnel are able to provide help; 
e. The pursuing officer perceives a clear, unreasonable danger to 

officers, the fleeing suspect, or the public, and the danger created by 
continuing the pursuit outweighs the value of apprehending the 
suspect at the time; 

f. Environmental factors such as rain, ice, snow, fog, or dust, which 
substantially increase the danger of continued pursuit;  

g. The pursuit proceeds into an area of heavy traffic or pedestrian 
congestion.  

 
3. Should the person(s) attempting to avoid apprehension stop the fleeing 

vehicle and proceed on foot, the officer shall stop, give his or her location, 
and continue efforts to apprehend on foot.  Circumstances may dictate, 
however, a continued pursuit in a vehicle.  Support vehicles shall be 
dispatched in close proximity to offer assistance.  The pursuing officer 
should be cautious, however, that the pursued vehicle may carry other 
persons who might assault the pursuing officers.  Should the individual 
stop and remain in the vehicle, officers will not rush the vehicle. 
Appropriate felony stop procedures should be used. 
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V. FOLLOW-UP REQUIREMENTS (TBP: 7.14) 
   
A. The on-duty supervisor shall ensure that all participating officers document their 

involvement in the pursuit whether or not the suspect was stopped.  The 
initiating officer will complete a departmental Pursuit Report.  Other officers 
involved will prepare a supplemental report documenting their participation. 
Reports shall be completed before the end of the officer’s shift. 

 
B. The supervisor shall collect and secure all video of the pursuit and shall review 

the pursuit for compliance with policy and forward all documentation to the 
Chief of Police for Review. 

 
C. The Pursuit Report with supervisory review will be forwarded to the Chief of 

Police, or his designee.  The Chief will also review the report and determine 
compliance with policy.  The Chief of Police will inform the supervisor of his 
findings.  Should a policy violation be identified, the Chief will direct an 
investigation be conducted as necessary. 

 
D. Annually, the Chief of Police, or his designee will review all vehicle pursuits 

which occurred the previous year.  The analysis will be designed to determine if 
the current policy is being followed, whether any changes are needed in the 
current policy, and any training needs of the department. 
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BUDA POLICE DEPARTMENT 

Policy 7.11   Vehicle Impoundment and Inventory 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference:  

 
  

I. POLICY 
 

A motor vehicle is an important piece of personal property that must be properly managed and 
supervised if it enters police custody.   Abandoned vehicles constitute a public nuisance, a traffic 
hazard and members of our community view their removal as an essential police service.  
Likewise, vehicles involved in accidents or crimes may require towing and inventorying for 
evidentiary purposes.  When towing is performed at an owner’s request, the owner will be given 
the option of choosing an approved towing company.  The Buda Police Department will select a 
tow company in other cases.  Officers will also choose a tow company if there is a traffic hazard 
and an individual’s tow company cannot arrive in a timely manner. 

 
II. PURPOSE 

 
To establish policy and procedures for the towing and inventory of vehicles by officers of the 
Buda Police Department. 

 
III. AUTHORITY TO TOW 

 
A. Accident   

 
1. Any vehicle involved in an accident shall be removed to the shoulder of 

the road or elsewhere as soon as possible after officers have obtained 
necessary investigative information.  Once information is received, 
vehicles shall be removed from the shoulder without unnecessary delay. 

 
2. Vehicles may be removed to the shoulder of the road or other legal 

parking spot which does not obstruct or impede vehicle travel on the 
roadway.  Officers should not use departmental vehicles to push cars 
unless equipped with push bars. 

 
3. If the procedure above is not possible and a traffic hazard results, the 

officer may order towing of the vehicle at the owner's expense. 
 

259 311



4. Vehicles may be impounded if the vehicle is needed for purposes of the 
investigation following a vehicle crash.  Such cases may, but do not 
necessarily involve custody of the operator. 

 
5. Following motor vehicle crashes, an officer may request impoundment 

when the operator is unwilling or unable to take charge of the vehicle, 
and 

 
a. The vehicle cannot be legally parked and sufficiently secured at the 

scene, or 
b. There is property in or attached to the vehicle that cannot be 

sufficiently secured at the scene or placed in the custody of a 
responsible third party. 

 
B. Field Release on DWLI 
 
Following a field release citation for driving while license invalid, an officer may 
impound the vehicle. 

 
C. Emergency   
 
Any vehicle found illegally parked in the vicinity of a fire, traffic accident or area 
of emergency which creates a traffic hazard or interferes with the necessary work 
of police, fire, or other rescue workers may be towed on an officer's orders at the 
owner's expense.  Vehicles being used by radio, T.V., and other press affiliates 
are exempt unless they obstruct police, fire, or rescue operations, or create an 
unreasonable traffic hazard. 

 
D. Impeding/danger to traffic   
 
No vehicle shall be stopped in such a manner as to impede or render dangerous 
the use of the highway by others, except in cases of mechanical breakdown or 
accident.  If a disabled vehicle is not promptly removed and creates a traffic 
hazard, the officer may order the vehicle towed at the owner's expense.   

 
E. State/county/municipal vehicles   
 
Paragraphs A, B, and C above shall not apply to any vehicle owned or controlled 
by the state or a local unit of government while actually engaged in construction 
or highway maintenance. 

 
F. Blocking driveway or parking area   
 
Any officer discovering or having report of any motor vehicle, trailer, or other 
vehicle blocking a driveway or parking area, or obstructing or interfering with 
the movement on any driveway or parking area without the land owner's 
permission may order the vehicle towed at the owner's expense.  
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G. Unattended traffic hazard/violation of law   

 
Officers may tow any unattended motor vehicle found on a public street or 
grounds that constitutes a traffic hazard or is parked in such a manner as to be in 
violation of the law.    

 
H. Unattended vehicle   
 
Whenever any motor vehicle is left unattended for more than ten days, does not 
have current registration upon any public street, the officer may order it towed at 
the owner's expense.    

 
I. Abandoned, “Junked” vehicle 
 

1. Whenever any motor vehicle is abandoned upon public roadway/property 
(other than an interstate or primary highway), the officer may order it 
towed at the owner's expense.   

 
2. A vehicle may be presumed to be abandoned and or “junked” if it lacks a 

current license plate / registration, and it has been left unattended on 
public property (other than an interstate or primary highway) and is 
wrecked, dismantled, partially dismantled or remains inoperable for 
more than 72 hours.  Officers are expected to provide the “Yellow Tag” 
as notice as required by state law. 

 
J. Removal from private property 

 
1. No removal of a vehicle shall be ordered from private property, unless it 

falls under the “Junked Vehicle” statute.  
 

2. Property or business owners may act immediately to have vehicles towed 
which are occupying a lot, area, space, building or part thereof without 
the owner’s permission. 

 
K. Evidence/crime involvement   

 
1. Upon supervisor approval, vehicles that are of an evidentiary value or 

involved in the commission of a crime shall be towed at the request of 
the officer to 525 Garison Rd, Buda, Texas, or the Police Department at 
department expense. Once the vehicle has been processed, the vehicle 
may be turned over to a wrecker company for storage, and those 
expenses passed on to the vehicle owner. 

 
2. Impoundment of stolen vehicles or suspected stolen vehicles is 

appropriate when the following circumstances exist: 
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a. The owner cannot be contacted, 
b. The owner is contacted and cannot or will not respond in a 

reasonable amount of time, or 
c. Immediate removal is necessary for safety reasons or purposes of 

safekeeping.  
d. Officers should document reasonable efforts to contact owners 

with means readily available.  Towing of reported stolen vehicles 
is at the owner’s expense.  

 
L. Prisoner’s vehicles   
 

1. Vehicles belonging to arrested persons, if left at the scene of the arrest 
may be at substantial risk of theft or damage to the vehicle or personal 
property contained therein.  It is therefore the policy of the Buda Police 
Department to impound all prisoner’s vehicles to a secured lot at the 
owner’s expense for protection of the vehicle, unless: 

 
a. There is a friend or relative at the scene, and the arrestee wishes to 

release the vehicle to them, they possess a valid drivers license, 
and the arrestee consents to the release either in writing or on body 
cam. 

b. The arrestee agrees to lock and leave the vehicle in a legal parking 
space, where a parking violation will not occur before 
arrangements can be made to recover the vehicle. However, if the 
arrestee is intoxicated then they are not able to give consent to 
release the vehicle to a third party.  
 

2. The officer may tow the vehicle if he or she believes the above methods 
of vehicle release would not properly protect the vehicle or its contents. 

 
3. A vehicle shall be towed if a subject is arrested and one of the following 

circumstances exists: 
 

a. The vehicle was used in a crime. 
b. The vehicle contains evidence of a crime that cannot be processed 

at the scene. 
 

4. Officers should not unnecessarily impound motor vehicles for purposes 
of gathering evidence when such processing can be reasonably, 
effectively, and safely conducted at or near the scene.   

 
5. A “hold” may be placed on any vehicle impounded for evidence for such 

period of time necessary to complete evidence collection. 
 

a. “Holds” on vehicles must be approved by an agency supervisor. 
b. Investigating officers shall complete their investigation of the 

vehicle in a timely manner so that it can be released to the owner. 
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c. The investigating officer or agency supervisor should notify the 
Criminal Investigation Division of the Buda Police Department.  

 
M. Impoundment for Forfeiture 
 
Officers may impound a motor vehicle with the intent of initiating forfeiture 
proceedings when the vehicle is used in the commission of a crime as specified 
by state law.  Officers should contact a supervisor before initiating forfeiture 
proceedings and shall follow forfeiture procedures as provided by this agency. 

  
IV. TOWING PROCEDURES 

 
A. Motor vehicles shall not be impounded for purposes other than those defined 

by statute or ordinance, (e.g., not as a form of punishment, or as a means of 
conducting vehicle searches when probable cause does not exist or consent to 
search cannot be obtained). 

 
B. When impoundments are ordered, the operator and any passengers should not 

be stranded.  Officers shall take those measures necessary to ensure that the 
operator and any passengers of the vehicle are provided transportation. 

 
C. Vehicle operators may be permitted to remove unsecured valuables of a non-

evidentiary nature from the vehicle prior to its removal for impoundment.  
The nature of these valuables shall be noted on the appropriate reporting 
document. 

 
D. Officers shall know under which provisions (subparagraphs A-L above) and 

laws the vehicle shall be towed. 
 
E. It the owner/operator does not wish to specify a towing firm or is not available 

to make a choice, the officer shall ask the dispatcher to send a wrecker next on 
the department’s rotational list. 

 
F. In an emergency involving major traffic congestion owing to a disabled 

vehicle, the officer shall notify the dispatcher and shall request a wrecker. 
 
G. If the vehicle involved in an emergency is larger than the normal passenger 

vehicle or pickup size, the officer shall advise the dispatcher who has a 
separate list of specially equipped wrecker services. 

 
H. Dispatchers shall log each instance of calling a tow service.  The dispatcher 

shall log the time he or she called the tow service.  
 
I. When the wrecker arrives on the scene, the officer shall advise the dispatcher 

of time of arrival and any other subsequent problems. 
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J. Dispatchers shall be notified of all requests to tow vehicles by officers or 
owners of private property and shall record date, time, place towed from and 
to, license number, make or model, and color of vehicle in the towed vehicle 
log. 

 
V. INVENTORY  

 
A. Authority and purpose 

 
1. A motor vehicle inventory is an administrative procedure designed to 

protect vehicles and their contents while in departmental custody.  The 
purpose of the inventory is to protect the owner's property and to protect 
the department against claims and possible dangers.  Inventories may be 
conducted without a warrant or probable cause when: 

 
a. The vehicle has been lawfully seized or impounded. 
b. Before towing the vehicle for violations, arrests, safety reasons, or 

other purposes as defined by law. 
 

B. Inventory vs. search 
 

1. An examination of the contents of a motor vehicle pursuant to a criminal 
investigation or with the intent to search for evidence is not an inventory 
but a vehicle search and as such is governed by Policies 7.3 and 7.4. 

 
2. Vehicles that are towed at the request of the owner/operator or vehicles 

that are left legally parked shall not be inventoried.  Officers are 
reminded of the "plain view doctrine" and the limitations upon the 
authority to search incidental to a lawful arrest.  See Policy 7.3 for 
further details. 

 
3. A vehicle inventory report shall be completed whenever an officer 

assumes responsibility for towing a vehicle, and shall complete an 
inventory at the location where the vehicle was seized unless reasons of 
safety or practicality require the inventory to take place later (such an 
instance is after an arrest out of the vehicle has been made). 

 
4. Before the vehicle is removed, officers shall obtain the signature of the 

tow truck driver on the inventory report and provide the tow driver a 
duplicate copy of the report. 

 
C. Inventory procedures 

 
1. The owner or operator of the vehicle shall be asked to remove, if 

possible, all valuables from the vehicle prior to impoundment.  If such 
items cannot be removed, they shall be inventoried before the vehicle is 
removed, and the owner/operator shall be requested to verify the 
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completeness of the inventory by signature. If the person is under arrest 
then the aforementioned does not apply. 

 
2. The scope of the inventory includes all open and closed containers and 

compartments and any locked containers or compartments as long as the 
officer has a key.  Locked or sealed items shall not be forcibly entered if 
doing so will damage them.  Locked items that are not searched will be 
noted on the impound report.  In general, the inventory extends to all 
areas of the vehicle in which personal property or hazardous materials 
may reasonably be found. 

 
3. Officers shall not force open a vehicle's trunk or glove compartment to 

inventory the contents if a key is not available. 
 

4. Any evidence, contraband, fruits or instrumentalities of a crime 
discovered during an inventory shall be handled per evidence 
procedures.  

 
5. All Firearms should be removed from towed vehicles for safekeeping. 

Owner shall be given contact information in order to retrieve their 
firearm.  
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BUDA POLICE DEPARTMENT 

Policy   7.12  Communicable Diseases     
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams 
                                                  Chief of Police                City Manager 

Reference:  TBP: 8.12 

 
 

I. POLICY 
 

The Buda Police Department bears an obligation to the public and to its own personnel to 
increase awareness about risks, modes of transmission, and procedures for handling 
communicable diseases such as hepatitis B, tuberculosis, HIV (Human Immunodeficiency 
Virus) and AIDS (Acquired Immune Deficiency Syndrome), AIDS-related infections, and 
COVID 19.   

 
Officers cannot refuse to work with or handle anyone--victim, complainant, or suspect--because 
of the officer's fears of possible infection.  Personnel shall not refuse to arrest or otherwise 
refuse to handle any person in a legitimate law-enforcement context, provided that appropriate 
protective equipment is available.  The measures provided herein will assist officers in carrying 
out their duties while simultaneously minimizing health risks. Officers shall act responsibly in 
minimizing the risk of infection when dealing with any person, male or female, child or adult, or 
with any body fluids.  A few simple precautions, however, will avoid the risk of infection 
almost entirely.   
 
The department shall provide employees with information and education on prevention of 
communicable diseases, as well as safety equipment and procedures to minimize their risks of 
exposure.  The department has instituted post-exposure reporting, evaluation, and treatment for 
all members exposed to communicable diseases. 

 
II. PURPOSE  

 
The purpose of this order is to establish guidelines and procedures to be followed when a 
member of the department is exposed to a communicable disease with a risk of major illness or 
death, and for handling of evidence or property that may be contaminated. 

 
III. DEFINITIONS 

 
A. Communicable disease  

 
An infectious disease capable of being passed to another by contact with an infected 
person or his/her body fluids or on an object. 
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B. HIV (Human Immunodeficiency Virus)  
 

The virus that causes AIDS.  HIV infects and destroys certain white blood cells, 
undermining the body's ability to combat infection.  (Also named HTLV-III or 
LAV).  Technically speaking, this general order aims to reduce the chance of HIV 
transmission, the virus that causes AIDS.  HIV is transmitted through very specific 
body fluids, including blood, semen, vaginal fluids, and breast milk. 

 
C. ARC (AIDS-Related Complex)  

 
A condition caused by the aids virus (HIV) and has a specific set of symptoms.  
Such symptoms include persistent fever, weight loss, skin rashes, diarrhea, and 
swollen lymph nodes.  Although these symptoms may be debilitating, they are 
generally not life-threatening. 

 
D. AIDS (Acquired Immune Deficiency Syndrome)  

 
A blood borne and sexually-transmitted disease that attacks and destroys the body's 
immune system.  It makes people susceptible to infections, malignancies, and 
diseases not generally life-threatening to persons with normal immune systems.  
AIDS also causes disorders of the central nervous system.  There is no vaccine 
against the virus.  Personnel are advised that AIDS is not transmitted through any 
of the following (according to the Centers for Disease Control): 

 
1. Sneezing, coughing, spitting; 
 
2. Handshakes, hugging, or other nonsexual physical contact; 
 
3. Toilet seats, bathtubs, or showers; 
 
4. Various utensils, dishes, or linens used by persons with AIDS; 
 
5. Articles worn or handled by persons with AIDS, i.e., doorknobs, pens, or 

cups; 
 
6. Being near someone with AIDS frequently or over a long period of time; 
 
7. Riding the same transportation; 
 
8. Eating in the same public place with an AIDS-infected person; 
 
9. Working in the same office. 

 
E. Seropositivity  

 
Refers to a person having antibodies to HIV, meaning that infection has occurred at 
some time in the past.  A seropositive person can be infected with HIV for years 
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without ever developing symptoms of AIDS.  Infected persons can transmit the 
virus even though they may not have symptoms of AIDS. 

 
F. Hepatitis B (HBV)  

 
A viral infection that can result in jaundice, cirrhosis, and, sometimes, cancer of the 
liver.  The virus is transmitted through exposure to blood, semen, vaginal 
secretions, breast milk, and possibly saliva.  Two vaccines are currently available 
against hepatitis B [Recombivax (synthetic) or Heptivax (serum derived)]. 

 
G. Tuberculosis  

 
A bacterial disease that can be transmitted through saliva, urine, blood, and other 
body fluids by persons infected with it.  Tuberculosis is spread primarily by 
inhaling airborne droplets from infected coughing people.  It can enter the body 
through infected mucous on the skin (as from coughing or sneezing) or from 
droplets that are inhaled.  It is an airborne, opportunistic disease and it primarily 
causes lung infection.  Although no vaccine against tuberculosis exits, medications 
are available to treat the disease. 

 
H. Universal precautions  

 
Controls or procedures advised by the Centers for Disease Control (CDC) that 
emphasize precautions based on the assumption that blood and body fluids are 
potentially infectious. 

 
IV. GENERAL RESPONSIBILITIES 

 
A. The Chief of Police shall ensure that adequate supplies are available for 

communicable disease control within the department (i.e. gloves, face masks, 
etc.).  Supervisors are responsible for maintaining continuously an adequate 
supply of disease control supplies for all affected personnel within their purview.  
Further, supervisors must ensure that: 

 
1. Hypoallergenic gloves as well as a Basic First Aid kit and other materials 

are available for employees. 
 

2. Supplies are routinely inspected, replaced, cleaned. 
 

B. Officers using supplies in their vehicles shall replace them or arrange to have 
them replaced as soon as possible.  Officers shall maintain disposable gloves in 
their personal possession at all times. 

 
C. Personnel shall use protective equipment under all appropriate circumstances 

unless the officer can justify otherwise. 
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Officers who, for whatever reason, do not use protective gear when appropriate 
shall document the incident as soon as practicable for department review. 

 
D. All personnel whose skin comes into contact with body fluids of another shall 

begin disinfection procedures immediately:  these procedures range from simple 
soap-and-water washing to the use of alcohol or antiseptic towelettes.  All open 
cuts and abrasions shall be covered with waterproof bandages before personnel 
report for duty. 

 
V. GENERAL PRECAUTIONS 

 
A. General   

 
Whenever possible, officers shall wear disposable latex gloves when doing any of 
the following: 

 
1. Handling persons or items with any blood or body fluid products 

(hypodermic needles, syringes, or surfaces soiled with blood or body 
fluids, gun or knife wounds). 

 
2. Packaging and handling such items as evidence. 

 
3. Cleaning up blood or other secretions which appear on floors, seats, 

equipment, handcuffs, shoes, clothing, pens, pencils, etc. 
 

B. Specialized devices  
 

1. Masks shall be worn whenever splashes, spray, spatter, or droplets of 
potentially infectious fluids endanger contamination through the eyes, 
nose, or mouth.  Masks may be worn with other protective devices such as 
goggles. 

 
2. Fire Department personnel have access to complete bio-hazard suits and 

equipment if needed. (TBP: 8.12) 
 

C. Handling people 
 

1. Wash hands thoroughly for thirty seconds with warm water and soap after 
removing gloves (when handling evidence) or after contact with the 
subject (if bleeding or vomiting).  If water is unavailable, use pre-
moistened towelettes, alcohol, or antiseptic hand cleaner, found in the 
communicable disease control kit to decontaminate skin. 

 
2. Penetration resistant gloves or their equivalent should be worn when 

searching persons or dealing in environments, such as accident scenes, 
where sharp objects and bodily fluids may reasonably be encountered.   
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Search techniques should be used that require suspects to empty their own 
pockets or purses and remove sharp objects from their persons.   

 
3. When transporting prisoners avoid putting fingers in or near any person's 

mouth. 
 

4. Transport persons with body fluids on their persons in separate vehicles 
from other persons.   

 
5. Notify other support personnel or law-enforcement officers during a transfer 

of custody that the suspect has fluids on his or her person, or that the 
suspect has stated that he or she has a communicable disease.  

 
D. Handling objects 

 
1. Objects contaminated with body fluids shall be completely dried, double 

bagged, and marked to identify possible disease contamination.   
 

2. Contaminated items to be disposed of should be placed in bags, sealed, and 
placed into  

 
3. Officers shall use extra care when handling any sharp objects.  If officers 

find syringes, they shall not bend, recap, or otherwise manipulate the 
needle in any way, but shall place them in puncture-resistant containers 
provided by the department. 

 
E. Handling fluids 

 
1. Clean up blood spills or other body fluids with regular household bleach 

diluted 1 part bleach to 10 parts water (or use undiluted bleach, if easier).  
Bleach dilutions should be prepared at least every 24 hours to retain 
effectiveness. 

 
2. Wear latex gloves during this procedure. 

 
3. A soiled uniform (by blood or body fluids) should be changed as soon as 

possible.  Wash in hot water and detergent or Dry Clean.  If Dry Cleaning, 
advise the Dry Cleaner staff of the bio-hazard. 

 
4. Departmental vehicles within which body fluids are spilled require 

immediate disinfection procedures.  Employees who have the vehicles 
assigned to them shall notify their supervisor of the spill and conduct a 
thorough cleaning as soon as possible.   

 
5. All police vehicles will be cleaned with disinfectant as part of a routine, 

scheduled washing and maintenance check. 
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F. Precautions when bitten 

 
The danger of infection through bites is low.  The victim cannot be infected with 
HIV through the blood of the biting person unless that person has blood in his or 
her mouth which comes into contact with the victim's blood. HIV cannot be 
transmitted through saliva.  With HBV, however, transmission takes place through 
infected blood or blood-derived body fluids.  Infection takes place by exposure of 
the eyes, mouth, or mucous membranes to the virus.  Precautionary procedures to 
minimize the risk of infection include: 

 
1. Encouraging the wound to bleed by applying pressure and gently "milking" 

the wound. 
 

2. Washing the area thoroughly with soap and hot running water. 
 

3. Seeking medical attention at the nearest hospital (if the skin is broken). 
 

4. Advising your supervisor, make a report, or follow any other policy for 
reporting injuries, including the filing of appropriate Worker's 
Compensation forms. 

 
G. Precautions when punctured by needles or knives 

 
If an officer is cut or punctured by a needle or a knife or other instrument while 
searching a suspect or handling contaminated evidence, follow these general 
guidelines: 

 
1. Allow the wound to bleed (unless severe bleeding occurs) until all flow 

ceases.  Then cleanse the wound with alcohol-based cleanser (or pre-
moistened towelettes) and then with soap and water.  Do not rely 
exclusively on towelettes:  wash wounds thoroughly with soap and water. 

 
2. Seek medical attention as soon as possible after the injury.  A physician will 

then decide the proper treatment. 
 

3. Advise your supervisor, make a report, or follow any other policy for 
reporting injuries, including the filing of appropriate Worker's 
Compensation forms. 

 
H. Precautions at major crime scenes 

 
1. At the crime scene, officers and crime scene technicians confront unusual 

hazards, especially when the crime scene involves violent behavior such as 
homicides where large amounts of blood have been shed. 
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a. No person at any crime scene shall eat, drink, or smoke due to the 
potential hazard. 

 
b. The best protection is to wear disposable latex gloves.  Any person 

with a cut, abrasion, or any other break in the skin on the hands should 
never handle blood or other body fluids without protection.  Officers 
shall carry latex gloves on their persons at all times. 

 
c. Latex gloves should be changed when they become torn or heavily 

soiled or if an officer leaves the crime scene (even temporarily). 
 
d. If cotton gloves are worn when working with items having potential 

latent fingerprint value, wear cotton gloves over latex gloves. 
 
e. Hands should be washed after gloves are removed, even if the gloves 

appear to be intact.  Officers shall take care to avoid contact between 
skin and soiled gloves. 

 
f. Always keep a plastic bag in the communicable disease control kit to 

be used only to collect contaminated items (gloves, masks, etc.) until 
they can be disposed of properly.  Clearly mark the bag 
"Contaminated Material." 

 
g. Shoes and boots can become contaminated with blood.  Wash with 

soap and water when leaving the crime scene, or use protective 
disposable shoe coverings. 

 
h. Wrap-around eye safety goggles and face masks should be worn when 

the possibility exists that dried or liquid particles of body fluids may 
strike the face.  Particles of dried blood, when scraped, fly in many 
directions, so wear goggles and masks when removing the stain for 
laboratory analysis. 

 
2. While processing the crime scene, be constantly on the alert for sharp 

objects, such as hypodermic needles, razors, knives, broken glass, nails, 
etc.  Use of mirrors may be appropriate while looking under car seats, 
beds, etc. 

 
3. Use tape--never metal staples--when packaging evidence. 

 
4. If practicable, use only disposable items at a crime scene where blood or 

other body fluids are present.   
 

5. Before releasing the crime scene, advise the owner of the potential infection 
risk and suggest that the owner contact the local health department for 
advice. 
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6. Warning labels must be placed on all plastic evidence bags to go to the 
crime laboratory. 

 
VI. VACCINATIONS 

 
The department affords all employees who have occupational exposure to hepatitis B the 
opportunity to take the HBV vaccination series at no cost within 10 working days of assignment 
to an occupationally exposed duty.  The vaccination shall be provided only after the employee 
has received departmental training in communicable diseases, is medically fit for the 
vaccinations, and has not previously received them. 

 
VII. OCCUPATIONAL EXPOSURE TO COMMUNICABLE DISEASES 

 
A. Notification 

 
1. As soon as practicable, all employees shall document possible exposure to 

infectious fluids or materials. In any case, employees shall immediately 
notify their supervisor of possible exposure.   

 
2. Examples of such exposure include: 

 
a. Direct contact with body fluids on chapped or open areas (cuts, 

scratches) on the skin or on mucous membranes (i.e., eyes, mouth). 
 
b. Direct mouth-to-mouth resuscitation (CPR) without use of a one-way 

valve. 
 
c. Receiving a cut or puncture wound as a result of searching or 

arresting a suspect or handling contaminated evidence. 
 

B. Testing 
 

1. If a member of the department is exposed to the body fluids of a person 
who has or is suspected to have a communicable disease, the member must 
be evaluated for evidence of infection by a physician. 

 
a. The person whose body fluids came into contact with an officer may 

state that he or she has AIDS.  Often, a person may try to prevent 
police from withdrawing blood for drug screening (as in a DWI 
arrest), although, in fact, he or she is not infected at all.  While the 
department cannot coerce an individual--suspect or otherwise--to take 
periodic tests for infection, the department shall try to convince the 
subject who may have transmitted infection to do so. 

b. HSC 81.050 states that if any person or employee has been exposed to 
body fluids, the person or employee whose fluids were involved will 
be requested by the agency to consent to HBV or HIV testing and 
disclosure of results.   
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c. CCP 21.31 provides measures whereby a person charged with any 
crime involving sexual assault, or particular offenses against children, 
may be ordered to submit to HIV testing. 

d. Personnel should understand the difficulty of transmitting HIV and 
hepatitis B.  If infection control measures have been followed, the risk 
is very low. 

 
C. Testing for presence of infection shall be done if indicated by a medical 

assessment (after an incident involving the possible transfer of blood or other 
body fluids).  The following information details testing methods and their 
reliability. 

 
1. AIDS/ARC/HIV 

 
a. Blood tests can detect HIV antibodies (produced by the body's 

immune system). 
b. The two common tests for HIV antibodies are the ELISA (Enzyme-

Linked Immunosorbent Assay) and the Western Blot.  Since the 
ELISA is less expensive and easier to perform, it is usually used as a 
first screen for HIV.  If the ELISA identifies the person as 
seropositive, a second ELISA is performed.  If the second test is also 
positive, a Western Blot is usually performed to confirm the results. 

c. Since HIV antibodies may not develop for some months after a person 
has been infected, an initial negative result may not mean freedom 
from infection.  Typically, three to six months elapse following an 
infection for a positive reaction to occur.  High false positive rates 
also occur with the use of only ELISA test. 

d. One must be tested, then, immediately following the incident (for a 
baseline) and then six and twelve months later. 

 
2. Hepatitis B  

 
A blood test can confirm the presence of hepatitis B virus six to eight weeks 
after exposure.  Note that different tests exist for hepatitis B depending on the 
reason for testing.   

 
3. Tuberculosis  

 
This disease is detected first by a skin test, and then confirmed by an x-ray.  
The department designated physician can order this test for the department 
employee.   

 
D. Confidentiality 

 
1. Confidentiality of information concerning test results is paramount.  The 

victim has a right to privacy in employer-maintained information about 
his/her health.  No need exists for a supervisor routinely to know that a 

274 326



person tests positive (for HIV or hepatitis B).  The department views a 
breach of confidentiality as a serious disciplinary problem which may 
result in suspension or termination of employment. 

 
2. Under most circumstances, medical authorities will retain confidential 

records unless the employee tested requests it or state law requires it. 
 

E. Positive test results 
 

1. Any person who tests positive for HIV or hepatitis B shall not be summarily 
removed from duty.  The department shall make no restrictions simply 
because of diagnosis.  These diseases are not spread by casual contact (as 
between coworkers in the department).  The department shall alter an 
employee's assignment only when he or she can no longer perform the 
required duties. 

 
2. The department shall ensure continued testing, if necessary, of members for 

evidence of infection, and shall provide psychological counseling if 
necessary. 

 
3. Any person who tests positive for tuberculosis may be restricted from 

working for a period of time.  The medical evaluation will determine the 
stage and type of disease the person has contracted and if he/she is 
contagious.  A tuberculosis-infected person requires medication and shall 
not return to work until the doctor says he/she is non-communicable.  
(Tuberculosis is easily transmitted and its incidence in Virginia has 
recently shown a slight increase.  After exposure to tuberculosis, a person 
may, after a medical evaluation, take medicine to help prevent the disease.) 

 
F. Job performance 

 
1. Infected employees shall continue working as long as they maintain 

acceptable performance and do not pose a safety or health threat to 
themselves or others in the department. 

 
2. Where feasible, an employee who has medical complications from a 

communicable disease will either be reassigned to another job or have 
his/her job restructured so that he/she can remain employed.  As necessary, 
medical documentation shall support requests for job restructure or 
reassignment.  All personnel shall treat such employees in the same 
manner as employees who suffer from other serious diseases or handicaps:  
that is, fairly, courteously, and with dignity. 

 
The department may require an employee to be examined by the department 

physician to determine if he she is able to perform his/her duties without 
hazard to him/herself or others. 
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VIII. TRAINING 

 
A. The training officer shall ensure that all members of the agency receive a course 

of instruction on blood borne diseases before their initial assignment.. 
 
B. The training officer is responsible for dissemination of updated information to all 

personnel and for appropriate educational programs about communicable 
diseases.  These programs shall include at a minimum: 

 
a. Written information concerning AIDS/ARC/HIV, hepatitis B, and 

tuberculosis in the form of brochures, bulletins, memorandums, or 
fact sheets. 

b. Group and/or individual presentations and discussions provided by 
adequately trained personnel or experts from outside the department. 

c. Local resources for further medical and law-enforcement information. 
 

IX. AIDS-RELATED CONCERNS OF PERSONNEL 
 

ISSUE   INFORMATION 
 

Human Bites A person who bites is typically the one who gets the 
blood; viral transmission through saliva is highly 
unlikely.  If bitten by anyone, gently milk wound to 
make it bleed, wash the area, and seek medical attention. 

  
Spitting Viral transmission through saliva is highly unlikely. 
  
Urine/feces Virus isolated in only very low concentrations in urine; 

not at all in feces; no cases of AIDS or HIV infection 
associated with either urine or feces. 

  
CPR/first aid To eliminate the already minimal risk associated with 

CPR, use masks/airways; avoid blood-to-blood contact 
by keeping open wounds covered and wearing gloves 
when in contact with bleeding wounds. 

  
Body removal Observe crime scene rule:  do not touch anything; those 

who must come into contact with blood or other body 
fluids should wear gloves. 

  
Casual contact No cases of AIDS or HIV infection attributed to casual 

contact. 
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Any contact with blood or 
body fluids 

Wash thoroughly with soap and water; clean up spills 
with 1:10 solution of household bleach. 

 
*Source:  Adapted from:  AIDS and the Law Enforcement Officer: Concerns and Policy 
Responses by Theodore M. Hammett, Ph.D., National Institute of Justice, U.S. Department of 
Justice, June, 1987 
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BUDA POLICE DEPARTMENT 

Policy   7.13    Patrol Operations 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: TBP: 7.01 

 
  

I. POLICY 
 
Patrol is the primary activity of law enforcement that includes much more than driving through 
neighborhoods looking for evidence of lawbreaking.  The Buda Police Department expects 
officers to conduct patrol vigorously to enforce traffic and criminal laws, answer complaints, 
conduct investigations, promote community-relations activities, and prevent crime. 

 
II. PURPOSE 

 
To define and outline general procedures for patrol operations.  Procedures for handling specific 
calls for service are presented in the Patrol Standard Operating Procedures. 

 
III. ORGANIZATION AND ADMINISTRATION 

 
A. Organization 

 
The Patrol Division is commanded by a Police Captain and is comprised of several 
Sergeants assigned to Patrol.  

 
B. Hours of Operation 

 
The Patrol Division operates on a 24 hour, 7-day week schedule.  Currently the 
Department consists of four patrol shifts working 12 hour shifts (6am-6p, 6p-6a) 
with rotating days off.  (TBP: 7.01) 

 
C. Patrol Division Responsibilities 

 
1. Responsible for the preliminary investigation of calls for police services, 

accident investigation, traffic enforcement, crime prevention, those duties 
which by their very nature require the actions of a police officer, and 
assignments which may be given by a supervisor. 

 
2. Composed of designated shifts, each under the command of a police 

sergeant or other designated supervisor who reports to the Sergeant. 
 

D. Divisional Personnel Staffing 
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1. Patrol Staffing 
 

a. Personnel are distributed among the four patrol shifts. The Chief of 
Police or his designee assigns personnel to shifts based upon, 
individual officer performance, and departmental manpower needs.  

b. Minimum staffing for patrol functions is two sworn officers.  
c. Personnel work (12) twelve hour shifts, in a (84) eighty four-hour, 

two-week pay period.   
d. Personnel assigned to the Patrol division have rotating days off.  

 
IV. PROCEDURES - Conduct while on patrol 

 
A. Officers shall acquaint themselves with the geography of their patrol assignment, 

and particularly the location of highways and traffic hazards.  Officers shall also 
become familiar with the names and addresses of habitual criminals and law 
violators, first aid stations, hospitals, fire and rescue stations, magistrates, courts, 
medical examiners, public and private social service agencies, and any other 
public or private officials that prove helpful in the administration of their duties. 

 
B. Officers shall promptly respond to all calls dispatched to them.  Calls which 

appear to be a risk to the physical well being of a person take precedence over all 
other calls.  In all cases, when dispatched to a call, the officer will respond 
directly and without delay. 

 
C. Officers shall initiate investigations into suspicious activities to prevent criminal 

activity.  Patrol Officers are responsible for the Preliminary Investigations of 
criminal offenses occurring in the city. 

 
D. When an officer observes a violation of the law, subject to the authority and 

discretion discussed in Policy1.2, he or she shall either (1) warn and release, (2) 
arrest, or (3) issue a summons to the violator to appear before the court having 
jurisdiction.   

 
E. Officers transporting civilians shall notify the dispatcher of the transport.  The 

report shall include the point of origin, vehicle odometer reading, and the 
destination.  Officers shall activate their body worn cameras for the duration of 
the transport.  Upon arriving, the officer shall also notify the dispatcher and give 
the odometer reading.  The communications operator shall log the information 
and record the time of each notification.   

 
F. To the capabilities of their training and qualifications, officers shall provide 

general and emergency assistance to motorists.  Assistance includes providing 
information and directions, assisting stranded or disabled motorists, and 
obtaining medical and other emergency assistance.  Officers shall, within reason, 
ensure that the requested service is provided in a timely fashion.   

 
V. COMPLIANCE WITH PATROL STANDARD OPERATING PROCEDURE 
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A. The patrol Standard Operating Procedure is designed to provide direction to all 
officers in patrol operations and the handling of routine calls. 

 
B. All officers who respond to calls for service or assist patrol officers will become 

familiar with the operational procedures.  Officers are expected to follow the 
Patrol SOP unless specific other actions are approved or directed by a 
supervisor. 
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BUDA POLICE DEPARTMENT 

Policy   7.14   Traffic Enforcement 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: TBP: 7.22, 7.28 

 
 

I. POLICY 
 

Traffic law enforcement involves all activities or operations which relate to observing, 
detecting, and preventing traffic law violations and taking appropriate action under the 
circumstances.  It is the policy of this Department that motor vehicle stops shall be performed 
professionally and courteously, while recognizing and taking steps to minimize the dangers 
involved in this activity for the officer, the motorist and other users of the highway. 
 
II. PURPOSE 

 
It is the purpose of this policy to establish guidelines for stopping and approaching motorists 
in a manner that promotes the safety of the officer and the motorist. 

 
III. PROCEDURES   

 
A. Types of Enforcement Actions 
 

1. Warnings: 
 

Officers may, in the exercise of their discretion, issue a written warning to a 
violator whenever a minor traffic infraction is committed in areas where 
traffic accidents are minimal, or when the act may be due to ignorance of a 
local ordinance which may be a unique violation or a violation of which the 
driver may not be aware. A properly administered warning can at times, be 
more effective than any other type of enforcement. For minor traffic 
violations, the officer may determine, in the exercise of his discretion, that 
a warning will accomplish enforcement goals equally as well as a citation. 

   
2. Citations: 

 
A citation to appear (ticket) may be issued to a vehicle operator who has 
committed a violation of any ordinance, traffic law or statute regulating the 
operation and movement of vehicles on public streets and alleyways. 
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3. Physical arrest: 
 

Officers may make a physical arrest, in compliance with the Texas Code 
of Criminal Procedure in the following circumstances: 

 
a. Violations of traffic laws pertaining to driving under the influence 

of alcohol or other intoxicants. 
 

b. Whenever a felony has been committed involving a vehicle. 
 

c. When the operator refuses to sign the promise to appear on the 
traffic summons. 

 
d. Whenever the violator is licensed by a non-reciprocal state. 

 
e. In other circumstances in which arrest is allowed by the Texas 

Code of Criminal Procedure and Fourth Amendment 
jurisprudence. 

 
B. Handling Special Categories of Violators 

 
1. Juveniles: 

 
Officers issuing a traffic summons to a juvenile offender shall advise them 
a parent or guardian must accompany them when they appear before the 
court. 

 
2. Foreign/diplomats/families/servants, and other consular officials: 

a. Diplomatic immunity is granted by the United States Government 
under provisions of the Vienna Convention on Diplomatic 
Relations. Generally, these provisions apply to two classes of 
immunity: 

i. Diplomats and members of their families enjoy full 
immunity. 

ii. Employees of diplomatic missions and with respect to acts 
performed in the course of their official duties. 

b. The burden is on the diplomat to claim immunity and show valid 
credentials. 

 
3. The lieutenant governor and members of the Texas Legislature: 

a. During the session of the Texas Legislature, the lieutenant 
governor, a member of the Legislature shall be privileged from 
custodial arrest except for treason, a felony, or a breach of the 
peace. Officers may issue traffic summonses for a moving offense 
or for a DUI offense. 
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4. Members of Congress: 
 

a. Members of Congress may not be detained for the issuance of a 
summons while they are in transit to or from the Congress of the 
United States. 

b. If a member of Congress is stopped for a traffic infraction, he shall, 
upon presentation of valid credentials, be immediately released. 
The officer may then obtain a summons for the member of 
Congress covering the observed violation and make arrangements 
to serve the summons at a time when the member of Congress is 
not in transit to or from Congress, or on official business. 

 
C. Information Regarding Traffic Citations 
 
The citation shall be completed whenever a motorist is to be charged with a motor 
vehicle violation in accordance with Buda policy regarding “Electronic Ticket 
Writers.” 

 
D. Objectives of Traffic Stops 

 
There are two major objectives of a traffic stop. The attainment of these two 
objectives depends upon the officer's ability to evaluate the violator's mental and 
physical condition, and facts concerning the violation. This requires a thorough 
understanding of human relations and demands flexibility on the part of the 
officer. Enforcement procedures shall minimize conflict which may develop 
between the officer and violator and assist in achieving the two major objectives, 
which are: 

 
1. to take proper and appropriate enforcement action; and 

 
2. to favorably alter the violator's future driving behavior. 

 
E. Traffic Violator/Officer Relations 

 
1. Followed in all traffic stops: 

a. Be alert at all times for the unexpected; 
b. Be absolutely certain the observations of the traffic violation were 

accurate; 
c. Present a professional image in dress, grooming, language, 

bearing, and emotional stability; 
d. Be prepared for the contact by having the necessary equipment and 

forms, if they are to be used, immediately available; and 
 

2. Before making a vehicle stop: 
a. Maintain a reasonable distance between the vehicle and the police 

unit; 
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b. Locate a safe spot to stop the vehicle; 
c. Activate emergency lights and, when necessary, siren to signal the 

vehicle to stop; 
d. Advise the dispatcher of the intention to stop the particular vehicle, 

giving: 
i. location of the stop; and 
ii. vehicle's license tag number and/or other description when 

necessary. 
e. Officers shall position the police vehicle approximately one-half to 

one car length behind the violator's vehicle. The police vehicle 
shall be positioned so that it will offer the officer some protection 
from oncoming traffic.  

 
3. Additionally, when stopping a vehicle in which the occupant(s) is (are) 

deemed to present a hazard to the officer's safety: 
a. request a backup unit and calculate the stop so that the backup unit 

is in the immediate area before making the actual stop; 
b. train the unit's auxiliary lights (spotlight and alley lights) on the 

occupant(s) of the vehicle when applicable; and 
c. when necessary use the unit's public address system to give the 

occupant(s) of the vehicle instructions. 
 

4. Hazards: 
a. On multi-lane roadways, the officer shall insure the safety of the 

violator during the lane changes by gradually changing from lane 
to lane with the violator until the right side of the roadway is 
reached. 

b. Should the violator stop abruptly in the wrong lane or in another 
undesirable location, the officer may direct him to move to a safer 
location. Officers shall use the public address system to instruct 
violators to move to a safer location. If the officer's oral directions 
and gestures are misunderstood, the officer may quickly leave the 
patrol vehicle and instruct the violator. 

 
5. Communicating with the violator: 

    
In transacting business with the violator, the officer shall observe the 
following rules. 

a. Greet the violator courteously; 
b. Identify yourself with title, name, and agency; 
c. Inform the violator what traffic law he has violated and the 

intended enforcement action (the violator shall not be kept in 
suspense); 

d. Ask for the violator's driver license and proof of insurance, and 
accept only these forms. If the driver offers money, the officer 
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shall refuse the money and advise the driver of the illegality of the 
offer; 

e. If the driver has no driver's license, obtain another document of 
identification; 

f. Allow the driver to discuss the violation. Do not argue, berate, 
belittle, or otherwise orally abuse the violator; 

g. Complete the forms required for the enforcement action taken to 
include at a minimum at least one current and valid telephone 
number as well as the current and valid address for the violator.  

h. Explain to the violator exactly what he/she is supposed to do in 
response to the action taken. 

i. If the enforcement action requires a court appearance, make sure 
the violator knows where and when to appear as well as the 
consequences for violating their promise to appear. 

j. Be alert to any emotional stress exhibited by the driver. If stress is 
present, the instructions may have to be repeated or the violator 
may need to calm down before resuming driving. 

 
6. Concluding the transaction: 

a. Return the violator's driver's license, insurance and a copy of the 
warning. 

b. Release the defendant after he: 
i. signs the summons, and 
ii. receives a copy of the summons. 

c. Assist the violator in safely re-entering the traffic flow. 
 

F. Stopping a Known or Suspected Felon 
 

Special procedures shall be used in vehicle stops when the occupants are known 
to be armed and dangerous. When a vehicle driven by a known or suspected 
felon is located by an officer, he or she shall notify the appropriate dispatcher 
immediately of his location and give a thorough description of the vehicle and its 
occupants. The officer shall keep the suspect vehicle in view and request 
sufficient assistance in making the stop. 

 
The officer shall keep support units informed of the location and direction of 
travel to aid their approach with minimal use of emergency equipment. The 
suspect vehicle shall not be stopped unless absolutely necessary until adequate 
support is available and in position. Circumstances may, however, dictate a one-
officer felony vehicle stop. 

 
The following procedures may be used in effecting the stop: 

 
1. The officer shall plan to stop the suspect vehicle in a location that 

presents minimal danger to other citizens. (if applicable) 
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2. The officer shall signal the violator to stop, using all emergency 
equipment to warn other traffic. 

 
3. The violator shall be stopped on the extreme right side of the road. 

 
4. If the violator is known to be armed and dangerous, the officer shall have 

his weapon easily accessible and ready for immediate use. 
 

5. When the suspect vehicle begins to stop, the officer shall turn off the 
siren and turn on the public address system. 

 
6. The officer shall park the police vehicle so that it provides maximum 

protection and cover. 
 

7. At night, the officer shall focus all lights on the interior of the suspect 
vehicle. 

 
8. The officer shall leave the police vehicle quickly. 

 
9. The officer making the stop is in command and shall direct each 

occupant. First, once suspects are stopped, the officer shall order the 
driver to shut off the motor and drop the keys on the ground outside his 
door. Next, the officer shall order occupants to place their hands, palms 
up, on the ceiling of the vehicle. Officer shall then order occupants to 
exit the vehicle, one at a time. Occupants shall then be ordered to lie 
face down on the ground. 

 
10. To reduce confusion, the lead officer shall instruct support officers, as 

appropriate, and shall be the only officer to direct the suspects. 
 

11. The support officers shall cover the arresting officer until all occupants 
are in the search position. 

 
12. Officers shall exercise extreme caution to avoid one another's line of fire. 

 
13. Arrestees shall be searched and handcuffed before transportation. 

 
14. Occupants who are not to be arrested may be detained for a reasonable 

time under applicable Fourth Amendment Jurisprudence. 
 

G. Speed Enforcement 
 

Excessive speed is the second greatest cause of death and injury on the American 
highways. An officer shall uniformly enforce speed laws within the City Limits 
of Buda. Procedures for the enforcement of laws applying to speed will vary in 
accordance with the type of equipment used. 
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1. Pacing: 

 
The officer may follow the vehicle being paced at a constant interval for a 
distance adequate, normally two or more city blocks, to obtain a 
speedometer reading. This method should only be used when enforcing 
serious violations and no other method to record the violator’s speed is 
available. 

 
2. Radar/Laser: 

 
The following guidelines govern the use of radar/laser, which shall always 
be operated in compliance with manufacturer's instructions. 

 
a. Operators must thoroughly understand the effective range of the 

radar/laser unit so observations can support the speed meter 
readings. 

b. The radar/laser unit shall be properly calibrated to insure accuracy 
in checking speed. The operator must follow the manufacturer's 
recommended specific methods of checking calibration without 
exception. Any problems with the operation of radar/laser units or 
apparent malfunction shall be promptly reported to the Patrol 
Captain. When possible, the radar/laser unit should be tested for 
calibration before and after the issuance of each speeding citation. 

c. In court, officers must establish the following elements of 
radar/laser speed: 

i. the time, place, and location of the vehicle, the identity of 
the operator, the speed of the vehicle, and the visual and 
radar/laser speed check; 

ii. officer training in use of radar/laser; 
iii. proper operating of radar/laser unit; 
iv. that the unit was tested for accuracy before use and after 

use by an approved method; 
v. identification of the vehicle and operator; and 
vi. speed limit in the zone in which officer was operating and 

where the signs were posted. 
d. The Chief of Police or his designee is responsible for the proper 

care and upkeep, maintenance of radar/laser units, maintenance of 
records, and that appropriate certificates are retained. 

e. When working stop sign enforcement, the officer should have their 
camera system turned on and record the violation.  This does not 
prohibit the officer from writing a citation when circumstances do 
not allow the officer the ability to capture the violation on video. 

 
IV. D.W.I. ENFORCEMENT PROCEDURES 
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A. General 
 
Various courts have interpreted driving under the influence to mean that the 
ability to operate a motor vehicle is reduced or impaired by the consumption of 
alcoholic beverages or other drugs. It does imply that the operator of a motor 
vehicle be in a state of alcoholic or drug-induced stupor or be entirely incapable 
of exercising physical control of his vehicle. Driving under the influence of 
intoxicants is an offense generally associated with leisure-time activity. 
Consequently, most arrests are made during the evening hours or in the early 
morning hours after taverns close or social gatherings end. Although the 
intoxicated driver may be observed any day of the week, weekends and holidays 
reflect an increase of offenses and arrests. 

 
B. Laws 

 
It is unlawful for any person to drive or operate any motor vehicle, engine, or 
train while under the influence of alcohol, or while under the influence of any 
narcotic drug of any nature. The term motor vehicle shall include pedal bicycles 
with helper motors (Mopeds), while operated on the public highways of this 
State. 

 
C. Responsibilities 

 
Each officer shall be alert for suspected DWI offenders, both on patrol and in 
selective enforcement areas. He/she shall use standardized roadside sobriety 
tests. In addition, standard blood-alcohol measuring procedures, if available, 
shall be offered to each suspected driver. 

 
D. Breathalyzer 

 
1. The breathalyzer is located at the Hays County Sheriff’s Office 

Booking. 
 
2. Officers shall summon a certified breathalyzer operator to administer 

any test to which the violator has consented. 
  

E. Sobriety Tests 
 

1. Officers shall administer a minimum of three field sobriety tests from 
the following list. The list names the most administered tests. 
 
a.  Horizontal Gaze Nystagmus (only if properly certified). 
b. Walk and turn. 
c. One-leg stand. 
d. Reciting of alphabet. 
e. 10 count. 
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f. Nose find/finger touch. 
 

2. Officers may employ additional tests, but they must be performed in the 
same order and manner every time. 

 
3. If the operator fails the roadside tests, he/she may be arrested for 

driving under the influence and taken before the magistrate. 
 
4. If an officer suspects that the vehicle operator was driving under the 

influence of both alcohol and drugs, or drugs alone, he may ask the 
operator to consent to a blood draw. 

 
5. The officer shall make a full written report of the circumstances of a 

DWI arrest, formation of probable cause, and witnesses' observations. 
This will include all required DPS forms in addition to those required 
of this agency and the appropriate prosecuting authority. 

 
F. Arrest 

 
  The arresting officer shall: 
 

1. Advise the arrestee that any person, who operates a motor vehicle in 
this state who refuses to have a sample of his blood or breath taken for 
a chemical test to determine the alcoholic content of his blood or for 
the presence of drugs may be subject to a petition for suspension of his 
Driver’s License. 

 
G. Blood Test Procedure 

 
1.Take the arrested person to a physician or registered professional nurse 

who shall withdraw blood for the purpose of determining its alcoholic 
content and drugs. 

 
2.The arresting officer shall also witness the doctor or nurse taking the 

blood sample and ensure that an alcohol solvent is not used to cleanse 
the withdrawal location. The officer shall initial the vial labels (on two 
vials) before the doctor or technician seals the vials in their containers. 
The initial shall be placed on the label where it shall not interfere with 
the date written by the doctor or technician who took the blood sample. 

 
a. The medical person taking the sample shall place the name of the 

medical person taking the sample and the name of the accused on 
the label of each vial with the date and time the blood was taken. 

b. The arresting officer shall take possession of the two vials and seal 
them in two containers designed to hold them. The officer shall, 
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before the end of the tour of duty, transmit the vials in accordance 
with current directions from the Department of Public Safety. 

 
H. Breath Analysis 

 
1. Chemical analysis of a person's breath shall be performed by anyone 

possessing a valid license, issued by the Texas Department of Public 
Safety. This may include the arresting officer or anyone participating in 
the arrest. In the event the breathalyzer machine is inoperable or a 
licensed operator is not available, this test is deemed not available. 

 
2. The type of equipment and the methods used to perform breath analysis 

shall be in accordance with the regulations of the Texas Department of 
Public Safety. 

 
3. The arresting officer is responsible for ensuring that all appropriate 

paperwork is obtained from the testing officer and transmitted to the 
appropriate court or prosecuting authority. 

 
V. SPECIAL TRAFFIC PROBLEMS 

 
A. Identification and Referral of Driver Recommended for Reexamination 

 
During routine traffic law enforcement activities, officers frequently encounter 
persons whom they suspect of being incompetent, physically or mentally 
disabled, or having other conditions that might prevent the person from 
exercising reasonable and ordinary care over a motor vehicle. In all such cases, 
in addition to whatever enforcement he or she may take, the officer shall notify, 
in writing, the investigator of these findings or suspicions, giving the violator's 
full name, date of birth, operator license number, and a brief description for the 
disability noted. A driver deficiency report may be used for this purpose. 

 
VI. CITATION ACCOUNTABILITY 

 
The Buda Police Department uses Electronic Ticket Writers (ETW) in the issuance of written 
warnings, citations, and/or field interviews. Officers may have to use “paper” citations when 
there are technical or mechanical issues that prevent the use of the ETW. The following policy 
and procedure captures that of the manual or “paper” citation(s). 
 

A. Citation Book Security (TBP: 7.22) 
 

1. Citation books will be stored/secured in the Sergeant’s office. The office is 
to be secured when not occupied by a Sergeant.   

 
2. When citation books are issued, the issuing sergeant will issue and record 

the citation numbers and officer’s name and ID.  
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3. The assigned supervisor will perform a quarterly inspection of citation 

books not yet issued to ensure they are accounted for and that the inventory 
log is being maintained properly. Discrepancies will be reported to the 
Patrol Captain by email notification. This inspection will be annotated on 
the Inventory Log.   

 
B. Citation Accountability 

 
1. Officers are directly accountable for each citation issued to them. Audit will 

now be performed annually and all missing citations must be accounted for. 
Failure to be able to account for each citation issue may result in 
disciplinary action as appropriate. 

 
2. Officers who make errors on citations and chose not to use a citation form 

will write “VOID” on the citation. The supervisor will place the voided 
tickets into the log book for retention purposes. 

 
3. Officers who discover errors after citations have been sent to Municipal 

Court must prepare a memorandum for Request for Dismissal, or a request 
that the violations be amended including any pertinent information 
regarding said changes, and send the request through their supervisor for 
approval and forwarding to Court. 
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BUDA POLICE DEPARTMENT 

Policy   7.15    Accident Investigations 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: TBP: 7.16 

 
 

I. POLICY 
 
The goal of the Buda Police Department is the reduction of motor vehicle accidents.  To 
accomplish this, the department performs a variety of functions such as providing 
emergency service to the injured, protecting the accident scene, conducting accident 
investigations and follow-ups, preparing reports, and taking proper enforcement action.  
The purpose of accident investigation is to determine the cause of an automobile crash 
and use the information to develop enforcement that will reduce accidents.  Accident 
reports are used by the Texas Department of Public Safety (DPS) and the Texas 
Department of Transportation and by the city locally to study the frequency of crashes at 
a given location and time, the causes, and the road conditions that existed at the time.   

 
II. PURPOSE 

 
The purpose of this policy is to establish guidelines for the proper handling of traffic 
accidents and for the collection and use of data that will reduce automobile accidents 
resulting in property damage, injury, or death. 

 
III. PROCEDURES – General (TBP: 7.16) 

 
A. Accident report and investigation, general 

 
1. Texas Transportation Code requirements concerning the reporting 

of traffic accidents include: 
 

a. TRC 550.026 - The driver of any vehicle involved in an 
accident resulting in death or injury shall immediately notify 
the law-enforcement officials. 

b. TRC 550.062 - A law-enforcement officer investigating an 
accident resulting in injury or death or total property damage 
to an apparent amount of $1000 or more shall make a written 
report of it to DPS. 

c. TRC 550.062 - Officers who investigate an accident for 
which a report must be made, either at the time of and at the 
scene of the accident, or thereafter and elsewhere, by 
interviewing participants or witnesses, shall within 10 days 
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after completing the investigation, forward a written report of 
the accident to the Texas Department of Transportation. 

 
2. An officer shall respond to and prepare a report of accident 

involving any of the following: 
 

a. Death or injury; 
b. Property damage in excess of $1000; 
c. Hit and run; 
d. Impairment due to alcohol and drugs; 
e. Hazardous materials; 
f. Any accident involving City of Buda property, vehicles, 

equipment, or facilities; 
g. Any accident where either driver cannot produce a driver’s 

license or proof of liability insurance. 
 

3. Officers shall also be assigned to respond to any accident involving 
disturbances between drivers/passengers or which create major 
traffic congestion as a result of the accident or where vehicles are 
damaged to the extent that towing is required.  Patrol vehicles may 
be assigned to any other accident, not listed above, to assist persons 
involved with information exchange.  Time permitting, officers 
may investigate and report these accidents as supervisors direct. 

 
B. Responding to the Accident Scene 
 

1. Officers should/may respond to minor accident scene Code one, 
unless circumstances directs otherwise. 

 
2. Officers should/may respond Code three to major accidents where 

there exist injuries or major road or highway blockages, or where 
information provided indicates the immediate need for an officer 
on scene. 

 
3. The officers responding should park their vehicles as necessary to 

protect victims and the accident scene, while still leaving room for 
the egress of emergency services. 

 
C. Accident scene responsibilities 

 
1. The first officer to arrive at an accident scene shall perform the 

following: 
 

a. Administer emergency medical care (basic life support 
measures) pending arrival of rescue personnel; 

b. Summon additional help as required (officers, rescue, 
wreckers), as well as “slowing” officers down if prudent; 

c. Protect the accident scene; 
d. Preserve short-lived evidence (broken parts, skid marks); 
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e. Establish a safe traffic pattern around the scene; 
f. Locate witnesses and recording (photographing) key accident 

information; 
g. Expedite removal of vehicles, persons, and debris from the 

roadway except for fatal accidents; 
 

2. The officer assigned to an accident shall become the primary 
investigating officer in charge at the scene unless the supervisor 
deems it more appropriate to assign another officer these 
responsibilities. 

 
3. In case of accidents that occur on private property, accident reports 

need not be filled out if property damage does not exceed $1000, 
unless the supervisor directs.   

 
4. In case of extremely inclement weather where an accident involves 

only property damage, the officer may, with the supervisor's 
approval, perform the following: 

 
a. Obtain information over the phone to complete the accident 

report and request that the involved drivers come to the 
department and file a report in person within 48 hours of the 
incident. 

b. Complete a report showing the name, address, operator 
license number, and telephone number of each driver. 

 
IV. PROCEDURES - Accident scene 

 
A. Collecting information 

 
1. At the scene of the accident, the investigating officer shall gather 

appropriate information for a report.  Information to be collected at 
the scene may include, but is not limited to, the following: 

 
a. Interview involved parties and witnesses and secure 

necessary identity/address information; 
b. Examine and record vehicle damage; 
c. Examine and record the effects of the accident on the 

roadway or off the roadway on private or public property; 
d. Take measurements as appropriate; 
e. Take photographs as appropriate; 
f. Collect and process evidence; 
g. Exchange information among involved parties. 

 
B. Follow-up activities 

 
1. Follow-up activities which may be necessary include the following: 

 
a. Obtain and record formal statements from witnesses; 
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b. Reconstruct the accident; 
c. Submit evidentiary materials for laboratory examination; 
d. Prepare accident or offense reports to support charges arising 

from the accident. 
 

2. In a particularly serious accident involving severe injuries, fatalities, 
or multiple vehicles, it may be necessary to summon expert or 
technical assistance from photographers, surveyors, mechanics, 
physicians, accident crash team specialists, or other specialists.  
Expert assistance shall be requested through a supervisor. 

 
3. At the accident scene, the officer may take immediate enforcement 

action and issue a citation for observed violations.  In death cases, 
the district attorney may be consulted to determine the appropriate 
charge(s). 

 
4. If the investigating officer concludes that the accident was caused 

by a person driving under the influence of intoxicants (DWI) and 
the defendant is still at the scene, the DWI arrest may be made 
before transport. 

 
5. If the driver is transported to the hospital before the officer arrives 

and if the officer later concludes DWI, an arrest warrant shall be 
obtained.  If the driver is hospitalized, then the warrant will be 
served when the driver is released. Additionally, a blood search 
warrant may need to be drafted to collect blood evidence. 

 
6. In other traffic-related investigations, when the officer leaves the 

scene of the offense and later identifies an offender or offense, 
arrest warrants may be obtained.  The citation can be issued at the 
hospital after the accident scene has been processed or a summons 
can be issued by the municipal court to direct the individual to the 
court. 

 
C. Accident scene procedures 

 
1. Upon notification of an accident, the officer assigned shall proceed 

promptly.  The patrol vehicle shall not be parked at the scene in a 
manner that will endanger other pedestrians or motorists.  The 
officer shall consider using the vehicle as a shield to protect the 
scene as well as him or herself.  The officer shall leave the vehicle 
emergency lights on. 

 
2. At all times when investigating an accident on the streets or 

highways, the officer shall wear a reflector safety vest.  Officers 
may use flares and/or traffic cones to create an illuminated warning 
pattern to alert other drivers.  Note that flares may be dangerous at 
accidents where hazardous materials are present. 
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3. In case of fire danger from leaking or ruptured gas tanks or where 
the accident may involve hazardous materials, the on-scene officer 
shall summon the fire department.   

 
a. All patrol vehicles are equipped with a copy of the current 

emergency response guidebook to aid in identifying vehicles 
carrying hazardous materials.  The guidebook illustrates 
hazardous materials placards and identifies and describes the 
relevant hazard, appropriate emergency procedures, and 
evacuation procedures.   

b. Any officer arriving at the scene of such an accident who 
sees hazardous materials placards shall immediately summon 
the fire department.  The fire department supervisor may 
assume control of any scene involving hazardous materials 
and all officers shall provide support as required.  

 
4. Any property belonging to accident victims shall be protected from 

theft or pilferage and, if owners are not present, it shall be 
inventoried, tagged, and held for safekeeping until the victims 
claim it. 

 
5. Wreckers are responsible for clearing a wrecked or damaged vehicle 

from a highway and to remove any glass or other injurious 
substance dropped upon the highway.  The fire department may be 
requested to assist in washing down combustible substances. 

 
6. If either driver is not present at the accident scene, do not assume 

that it is a hit/run unless further inquiry indicates the possibility.  
Perform the following actions if the incident appears to be a 
hit/run. 

 
a. As soon as practicable, transmit the description of the vehicle 

and driver to dispatch, along with the direction of travel and 
time elapsed since the incident. 

b. Process the accident scene as a crime scene. 
 

D. Accident report 
 

1. A report shall be filed on all accidents that occur on public property, 
or publicly accessed private property within the city if it meets any 
of the normal reporting criteria (death, personal injury, property 
damage in excess of $1000, or involves government-operated 
vehicles). Public property is any highway, roadway, street, or 
public parking lot maintained by the state, county, or city. 

 
a. Publicly accessed private property is a private access way or 

parking area provided for a client of a business, but not 
residential property or private parking where a fee is charged 
for parking. 
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2. Accidents that do not meet reporting requirements may still be 

reported by the vehicle operators using the CR-2 Form (Blue 
Form) 

 
E. Disabled vehicles 

 
1. Officers shall not push or tow any vehicle with a patrol vehicle 

unless the patrol vehicle is equipped with a department-approved 
push bar.  

 
2. Due to the risk of damage to the police radio and emergency 

equipment, officers shall not connect jumper cables to a patrol 
vehicle to start a person’s vehicle. If available officers shall use the 
department owned “Jump-Start System” if a jump start is needed. 

 
3. Officers may direct motorists who are low on gas to the nearest 

station.  If completely out of gas officers may transport the motorist 
to the nearest fuel station.  
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BUDA POLICE DEPARTMENT 
Policy   7.16  Body Worn Camera and Mobile Video/Audio  

Management Program    
Effective Date: Proposed 
11/25/2018  

Approved:            Bo Kidd          Kenneth Williams  
                                                  Chief of Police                 City Manager 

Reference: Best Practices  

 
 

I. PURPOSE 
 

The purpose of this directive is to establish procedures for the management of all video/audio 
media created and or obtained by this Agency. In addition, this policy is intended to provide 
personnel with instructions on when and how to use body-worn cameras (BWCs) so that 
officers may reliably record their contacts with the public in accordance with the law while 
improving transparency and accountability.  

 
II. POLICY  

 
It is the policy of the Buda Police Department to carefully secure and maintain all items of 
evidence and/or other property entrusted to our care. To maintain the security and integrity of 
the media used for video/audio recordings, officers will follow the procedures as set forth in 
this policy. This policy dictates that officers shall activate the BWC when such use is 
appropriate to the proper performance of his or her official duties and where the recordings 
are consistent with this policy and law. This policy does not govern the use of surreptitious 
recording devices used in undercover operations. Supervisors will conduct random audits of 
BWC footage to ensure compliance with departmental policy and training. 

 
III. DEFINITIONS 

 
Mobile video and audio recording devices – Means ANY device that is capable of recording 
and or creating digital video and or audio files in ANY format.  These would include the 
following: 

  
A. MDC or Mobile Digital Computers (herein referred to as MDT)– In-vehicle 

computers, whether laptop or tablet including the Apple iPad, a similar agency 
owned tablet, and or electronic ticket writing device which in some manner is 
capable of recording and creating digital and or audio recording in any format.  

 
B. On Body Cameras or Body Worn Cameras (herein referred to as BWC) – A 

device that is specifically designed to be worn on the Officers body that is 
intended to capture video and or audio from the Officer Point of View (POV) 
and that are capable of recording and creating digital and or audio recording in 
any format.  
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C. Mobile Phones – Either department owned or personally owned cell phones or 
smart phones which are capable of recording and creating digital and or audio 
recording in any format.  

 
D. Mobile Video Recording (herein referred to as MVR)– Any type of in-vehicle 

mounted or Fleet camera system which is intended to be permanently or 
temporarily mounted in department vehicles that are capable of recording and 
creating digital and or audio recording in any format.  

 
E. Digital Camera – a single purpose handheld camera designed to take digital 

photographs and is capable of recording and creating digital and or audio 
recording in any format.  

 
IV. PROGRAM ADMINISTRATION 

 
A. The Chief of Police has ultimate responsibility for the BWC and digital evidence 

program.  He or she will designate or appoint a person to administer the BWC 
Program.  (This person is normally the Executive Assistant to the Chief of Police 
or the Terminal Area Coordinator - TAC).   

 
B. Whomever is designated as the BWC Program Administrator will be directly 

responsible for the following: 
 

1. Become a subject matter expert in the BWC program and its 
administration; 

 
2. Maintain the ability to report to the Chain of Command on the ongoing 

status of the BWC program to include storage usage and number of 
BWCs assigned;  

 
3. Maintain a current obligatory contract with Axon or another BWC 

Vendor; 
 
4. Maintain a current inventory of all BWC to include who they have been 

assigned;  
 
5. Order new BWCs; 
 
6. Maintain and or replace BWCs according to the vendor’s RMA process. 

 
V. GENERAL REGULATIONS AND PROCEDURES REGARDING BWC VIDEO 

 
A. The Chief of Police will be designate an Agency Administrator of all digital 

video systems. 
 
B. The Buda Police Department utilizes Axon’s Evidence.com for all mobile 

video storage.  This program is web based and is CJIS compliant in all aspects 
of its operation and storage.  
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C. For all BWC devices, the Buda Police Department utilizes the Axon body 
camera and the Axon flex camera.  All patrol officers or officers who make 
routine contact(s) with the public are required to wear one of these types of 
camera systems on their body while on duty and or engaged in citizen contacts 
and calls for service.  

 
D. When safe to do so, officers shall activate the BWC during all calls for service 

and law enforcement-related activities to include but not limited to: 
 Any enforcement stop, pedestrian or vehicle 
 Investigations and interviews of criminal acts 
 Arrest 
 Searches 
 Use of force 
 Critical Incidents 
 Pursuits 
 Any encounter with the public that becomes confrontational after initial 

contact. 
 
E. The BWC must be activated and recording both video and audio of the contact 

until its conclusion.  The BWC shall remain activated until the event is 
completed in order to ensure the integrity of the recording unless deactivation 
is authorized by this policy or a supervisor. 

 
F. Officers should inform individuals that they are being recorded, when it is safe 

to do so. In locations where individuals have a reasonable expectation of 
privacy, such as a residence, recording should not be made unless the 
recording is being made as part of an ongoing investigation or police action 
resulting from a call for service, offense observed by the officer, or during the 
execution of an arrest or search warrant. 

 
G. Should Officers wish to discuss information between themselves on a call, they 

are permitted to pause or stop video and audio recording process.  As soon as 
the citizen contact resumes, the BWC must be reactivated.     

 
H. If a written report is made and the officer failed to activate the BWC, failed to 

record the entire contact, or interrupts the recording, the officer shall 
document on camera before the recording ceases why a recording was not 
made, was interrupted, or was terminated.  If a written report is required for 
the call, the officer should document the circumstances for stopping or failing 
to record the interaction. 

If a supervisor requested or approved the termination of the recording, it is 
appropriate to record the name of the supervisor in the report.   This 
meticulous documentation assists with departmental transparency and shows 
good faith service and or enforcement in our community. 

 
I. The public shall not be allowed to review the recordings at the scene. Once the 

video and audio is captured, it is subject to open records requirements and 
must be uploaded to the Evidence.com so it may be processed accordingly for 
such requests.   
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J. Police personnel who are assigned BWCs or who may come into contact with 

video or audio from BWCs must complete an agency approved training 
program on proper use and operation, and/or the Department’s policy with 
respect to its use. Additional training may be required at periodic intervals to 
ensure the continued effective use and operation of the equipment, proper 
calibration and performance, and to incorporate changes, updates, or other 
revisions in policy and equipment. 

 
K. The Buda Police Department utilizes Tyler Technologies – Brazos Solution for 

all mobile citation and video storage relating to digital traffic or criminal 
citations.  This program is web based and is CJIS compliant in all aspects of 
its operation and storage. These devices are capable of recording both video 
and audio and fall within the discretion of this policy. 

 
L. The Agency’s Terminal Area Coordinator (TAC) or any person designated by 

the Chief of Police, will be responsible for the creating, activating, disabling 
and removing accounts with access to Evidence.com and the Brazos eCitation 
site. 

 
M. All Officers and or any persons having authorized access to evidence.com that 

creates and or stores files on this system will be required to “Tag” or title all 
digital media that is uploaded.   

 
N. Digital video files will be stored for at least ninety (90) days within the 

evidence.com database. There are longer retention periods based on the type 
of call and category that was assigned to a particular recorded video and or 
audio file.  

 
O. When a Video DVDs is used, it may be erased and recycled after the retention 

period or court case is disposed. Only evidentiary videos, where criminal 
proceedings are ongoing, will be maintained by the agency longer than 90 
days. 

 
P. At no point should officers store any type of digital or audio media on ANY 

personally owned devices or mobile phones.  If these devices are used to 
capture this information, the data must be transferred to the Agency’s Records 
Management System (RMS) or Evidence.com.  After the transfer is complete, 
this media must be deleted from the device.   

 
Q. Inspection and general maintenance of all agency owned digital media 

equipment shall be the responsibility of the officer assigned to the equipment. 
 
R. Officers shall not edit, alter, erase, duplicate, copy, share, or otherwise 

distribute in any manner BWC recordings without prior approval of the Police 
Chief or his or her designee. 

 
S. Officers are encouraged to inform their supervisors of any recordings that may 

be of value for training purposes. 
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T. Requests for deletion of portions of the recordings (e.g., in the event of a 

personal recording) must be submitted in writing via email and approved by 
the Police Chief or his or her designee in accordance with state record 
retention laws. All requests and final decisions shall be kept on file in the 
Records Division. 

 
U. Officers shall note in an offense, arrest, and related reports when recordings 

were made during the incident in question. However, BWC recordings are not 
a replacement for written reports. 

 
V. According to the Texas Occupations Code Section 1701.66, the officer has the 

right to view any and all body worn camera video before they may asked or 
required to make any statement regarding any incident.    

 
VI. RESTRICTIONS ON USING THE BWC  

 
A. BWCs shall be used only in conjunction with official law enforcement duties. 

The BWC shall not be used to record: 
 

1. Private communications with other police personnel without the 
permission of the Police Chief or his or her designee; 

 
2. Encounters with undercover officers or confidential informants; 
 
3. When discussing administrative, investigative, tactical or law 

enforcement sensitive information, including unit meetings and police 
briefings, away from the public; 

 
4. When on break or otherwise engaged in personal activities; 

 
B. Accessing, copying, editing or releasing recordings or depictions of recordings 

without proper approval is prohibited. This restriction does not apply to 
recordings that are released as a requirement through the Public Information 
Act request process or as required through the evidentiary sharing process for 
criminal investigation or prosecution. 

 
C. Any uploading or converting recordings for use on any type of social media is 

prohibited, unless approved by the Police Chief. 
 

VII. VIDEO DATA STORAGE and ACCESS 
 

A. Public Information Act requests for video will be handled in accordance with 
Chapter 552 of the Texas Government Code and departmental procedures. 

 
B. Each officer shall securely download all files periodically and no later than the 

end of each shift. Each file shall contain information related to the date, BWC 
identifier, and assigned officer. In the event of a serious incident such as 
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deadly force encounters or in-custody death all recorded files will be 
downloaded by a supervisor or assigned investigator as soon as practical. 

 
C. Files should be securely stored in accordance with state records retention laws 

and no longer than useful for purposes of training or for use in an 
administrative or criminal investigation or prosecution. Non-evidentiary video 
and audio recordings will be maintained in Evidence.com for a period not to 
exceed 90 days. All video and audio recordings marked in an evidence 
category shall be maintained through the conclusion of court proceedings and 
in compliance with the evidence retention policy of this agency. In capital 
punishment prosecutions, recordings shall be kept until the offender is no 
longer under control of a criminal justice agency. 

 
VIII. EVIDENCE PROCEDURES 

 
A. BWC recordings must be identified and retained as evidence if the video file 

documents: 
 

1. an arrest 
 
2. a use of force 
 
3. a pursuit 
 
4. a fleet crash 
 
5. Any other incident in which the recording may be needed as evidence. 

 
B. BWC files containing information that may be valuable for case prosecution or 

civil proceedings shall be safeguarded as other forms of evidence. These 
digital recordings: 
 

1. Will be subject to the same security restrictions and chain of evidence 
safeguards as detailed in the evidence control policy. 

 
2. Will not be released to any non-criminal justice agency without prior 

approval of the legal advisor. 
 
3. Will not be released without approval from the Chief of Police or his or 

her designee if it is related to a police department internal 
investigation, unless such release is legally required in writing by 
request. 

 
C.  Processing Digital Video File Evidence Requests: Video files may be recorded 

onto a digital media such as a CD-R or DVD disk. 
 

1. The Executive Assistant shall assign personnel to process all video file 
evidence requests. The media must be marked as “Evidence” and 
labeled with: 
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a. Officer Name and ID; 
b. Buda Police Department; 
c. Nature of call of the Incident; 
d. Date recording was captured; 
e. Case number;  
f. Name of arrested person 
 

2. Multiple discs are to be numbered in sequential order. 
 

3. The media evidence shall be documented on a supplement to any 
related police reports. 

 
4. The media shall be placed into custody of the BPD Property Room. 

 
5. Digital media containing video evidence related to a DWI offense will 

be forwarded to the Hays County District Attorneys via evidence.com 
or any other conveyance deemed appropriate by the Records Division.  

   
D. Processing Training Video Requests: Video files may be recorded onto a 

digital media such as a CD-R, DVD disk or a Flash Memory Drive.  
 

1. An officer may submit a request for a video file they believe would be 
useful for training purposes. 

 
2. The request will be submitted through the Officer’s immediate 

supervisor to the Chain of Command.  The request should include the 
following: 

 
a. Nature of the call 
b. District or part of the City 
c. Officer’s name and ID 
d. Date and time the recording was captured 
e. Case number  
f. A brief description why the officer believes the video has training 

value. 
 

3. The Chief of Police or his or her designee must review the video.  If it 
is determined the video has training value, it will then be copied to a 
CD-R, DVD disk or a Flash Memory Drive as appropriate.  
 

4. If an involved officer objects to showing a recording, their objection 
will be submitted to the Chain of Command for consideration, but does 
not automatically preclude the video from being used for training 
purposes. At no time shall any recording be used or shown to ridicule 
or embarrass any officer or other employee of the city. 

 
5. An officer or any other employee of the Police Department will not use 

their position to obtain, attempt to obtain, or convert for their personal 
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use or for the unauthorized use of another person/entity, any BWC 
video or information from Department video files. 

 
IX. SUPERVISORY RESPONSIBILITIES 

 
A. Supervisory personnel shall ensure that officers equipped with BWC devices 

utilize them in accordance with policy and procedures defined herein. 
 
B. At least on a monthly basis, supervisors shall randomly review two (2) hours of 

BWC recordings for each officer under their supervision.  This is done to 
ensure that the equipment is operating properly and that officers are using the 
devices in accordance with policy.  This is also done to identify any areas in 
which additional training or guidance is required. Each review shall be 
documented and saved for five years by the supervisor requesting the 
review(s). 

 
C. Supervisors may have the ability to resolve citizen complaints by reviewing 

video captured by an officer’s BWC. In those circumstances where a 
complaint is resolved with no further action needed, the supervisor shall 
document that they reviewed the video for an investigation in the notes section 
of the video in evidence.com.  This note is automatically recorded into that 
videos’ online audit record.  

 
D. Supervisors shall use their discretion to address minor infractions of policy 

and/or procedure and will use the opportunity to counsel and train employees 
to prevent future violations. 

 
X. EQUIPMENT MAINTENANCE AND INSPECTION PROCEDURES 

 
A. Maintaining a clean and operable BWC is the responsibility of the officer 

assigned to wear the camera. 
 

B. BWC equipment is the responsibility of individual officers and will be used 
with reasonable care to ensure proper functioning. Officers shall inspect and 
test the BWC prior to each shift in order to verify proper functioning. 

 
C. Officer should ensure the picture angle captured from their camera’s mounting 

solution will be optimal in reviewing the video. Officers should make 
adjustments as necessary and report problems with mounting equipment to 
their immediately supervisor.   

 
D. Equipment malfunctions shall be brought to the attention of the officer’s 

supervisor as soon as possible to ensure that the unit is repaired or replaced as 
needed. The Executive Assistant will maintain a running log of all problems 
and malfunctions experienced with BWCs. The Executive Assistant or their 
designee will maintain an up to date copy of the Body worn camera inventory.  

 
E. The Executive Assistant is responsible for ensuring Axon is notified about 

damaged BWCs and or replacements needed. 
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F. The Executive Assistant will monitor and notify the Chain of Command of any 

storage related issued involving Axon/Evidence.com. They should also plan 
accordingly for additional storage space that may be needed for additional 
cameras that are needed and ordered. 
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BUDA POLICE DEPARTMENT 

Policy   7.17   Criminal Investigations 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: TBP: 7.04, 7.05, 7.09 and 7.10 

 
 

I. POLICY 
 
The primary purpose of an investigation is to collect facts leading to the identification, arrest, 
and conviction of an offender and to organize and present the facts for a successful prosecution.  
The single most important criterion which determines a successful investigation is correctly 
obtaining and handling information supplied by a victim or witness immediately after the crime.  
The department expects officers to treat investigations as a skill developed through training and 
experience, a skill that demands intelligence, logic, and discipline. 
 
Not every preliminary investigation will result in the identification of a suspect, an arrest, or the 
recovery of property.  The solution of crimes often is a function of the physical evidence left at 
the scene or information provided by victims and witnesses.  Follow up investigations are 
therefore necessary.  Because our resources are limited, prioritization of investigative resources 
is an unfortunate necessity.  The department will therefore strive to investigate those crimes that 
are the most serious in nature and those that have the highest likelihood of solution. 

 
II. PURPOSE 

 
To establish guidelines for the general conduct of preliminary and follow-up investigations. 

 
III. PROCEDURES - PRELIMINARY INVESTIGATIONS 

 
A. General 

 
The preliminary investigation begins when the first officer arrives at the scene of a 
crime (or a citizen requests help).  Patrol officers are responsible for the preliminary 
offense report in all cases unless specifically directed by a supervisor. 

 
B. Caution 

 
Officers who first arrive at a possible crime scene must take care not to enter hastily.  
The crime scene may pose a threat to the officer:  an armed suspect may still be at 
the scene; toxic chemicals or infectious materials may be present; or evidence may 
be destroyed if the officer enters.  When practicable, officers shall first note the 
total environment of the scene including, for example, whether doors and windows 
are open or closed, lights on or off, presence of odors, and the condition and 
circumstances of the victim. 
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C. After forming an impression of the entire scene and ensuring that no threat exists, 

the primary officer shall proceed with the preliminary investigation which 
consists of, but is not limited to, the following activities: 

 
1. Providing aid to the injured. 

 
2. Defining the boundaries of and protecting the crime scene to ensure that 

evidence is not lost or contaminated.  Erect barricade tape, rope, or cordon 
off the immediate crime scene and from that point on record anyone 
regardless of rank who enters the crime scene.  Record any alterations to 
the crime scene because of emergency assistance, the immediate necessity 
to handle evidence, or the actions of witnesses, victims, or suspects at the 
scene. 

 
3. Determine if an offense has actually been committed and, if so, the exact 

nature of the offense. 
 

4. Determining the identity of all witnesses and keeping them separate if 
possible. 

 
5. Determine the identity of the suspect or suspects and make an arrest if it can 

be accomplished either at the scene or through immediate pursuit. 
 

6. Furnish other officers with descriptions, method, and direction of flight of 
suspects, and other relevant information concerning wanted suspects or 
vehicles. 

 
7. Collecting evidence.  Patrol officers who have been trained in collecting 

evidence will collect physical evidence to the limit of their ability and 
training.  When additional evidence requires collection, is beyond the 
capabilities or training of the officer, or is evidence in a serious crime, 
patrol officer shall notify the on-duty supervisor and the supervisor will 
contact the Detective to request his/her presence at the scene.   

 
8. Obtain written statements from victims, witnesses, and suspects. 

 
9. Arranging for follow-up surveillance of the crime scene, (if appropriate). 

 
10. Accurately and completely record all pertinent information in an offense 

report.  Once completed and signed by the shift supervisor, the report will 
be forwarded to CID for follow up investigation.  

 
11. Ensuring all evidence collected, statements recorded either in written form 

or electronically, and any field notes created by the officer are preserved 
and provided to the investigating officer. (Ref Michael Mortan Act 2013) 

 
D. Supervisory responsibilities 
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1. The supervisor may enlarge the preliminary crime scene if necessary, by 
assigning officers to canvass the area for possible witnesses or suspects. 

 
2. Supervisors shall limit access to crime scenes to those persons immediately 

and directly connected with the investigation, until an investigator arrives. 
The supervisor may assign an officer to start and maintain a crime scene 
log; that documents all persons who enter the crime scene during the initial 
investigation. This rule applies to other officers of the department, other 
agencies, or members of the community, regardless of rank or position.  

 
3. Once an investigator has arrived at a crime scene, the investigator will take 

control of that scene for the duration of the investigation, or until relieved 
by a supervisor. The investigator will work with the on-duty supervisor for 
officer support.    

 
4. The on-duty supervisor shall ensure that an adequate and complete 

preliminary investigation has been made and shall review, screen, and 
approve the officer's offense report.  Screening shall include a review of 
facts to ensure that all essential information is included, along with 
legibility, clarity, and completeness.  Supervisors shall review, approve, 
and sign all reports. 

 
IV. PROCEDURES - FOLLOW-UP INVESTIGATIONS 
 

A. Once the preliminary investigation has been completed and an initial report 
written, the patrol Sergeant will review and approve the report.  After approval 
by Patrol Sergeant the report will be sent to the Criminal Investigation Division.  

 
B. The Criminal Investigation Division will review the case and it will be assigned 

to an investigator for follow up or cleared. 
 
C. A supplemental report will be prepared by each officer who works on the case.   
 
D. Investigators conducting follow-up investigations shall continue the investigation 

of criminal offenses until conclusion or until there are no additional workable 
leads that would likely result in the identification of a suspect or recovery of 
property.  If the investigators time is limited, follow-up of cases will prioritized 
by seriousness of the crime and likelihood of identifying a suspect.  Officers and 
Investigators shall consult with their supervisors for additional assistance if cases 
with workable leads are unable to be completed. 

 
E. Victims will be kept informed of the status of the case periodically and when the 

case is closed or suspended. 
 
F. Supervisors, both patrol and investigative, shall maintain a log of cases in RMS 

being worked by officers under their command.  This log will be updated 
regularly when supplements are received or when the case is closed or 
suspended.  Supervisors will keep the Chief of Police informed of the status of 
significant criminal cases. 
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G. A follow-up investigation consists of, but is not limited to, the following 

activities: 
 

1. For most non-criminal cases: 
 

a. Interviewing complainants and witnesses. 
b. Locating missing persons. 
c. Determining if information or suspicious activity relates to criminal 

activity. 
d. Distributing information to the proper persons or agencies. 
e. Locating lost property and returning same to the owner. 
f. Investigating deaths, overdoses, suicides, and injuries to determine if 

a crime was committed. 
g. Making necessary notifications or conducting necessary inspections. 
h. Recording information. 

 
2. For most Criminal Cases 

 
a. Reviewing and analyzing reports of preliminary investigations. 
b. Recording information. 
c. Reviewing departmental records for investigative leads. 
d. Seeking additional information (from other officers, informants, 

contacts in community, and other investigators/agencies). 
e. Interviewing victims and witnesses. 
f. Interrogating suspects. 
g. Arranging for the dissemination of information as appropriate. 
h. Planning, organizing, and conducting searches. 
i. Collecting physical evidence. 
j. Recovering stolen property. 
k. Arranging for the analysis and evaluation of evidence. 
l. Reviewing results from laboratory examinations. 
m. Identifying and apprehending the offender. 
n. Checking the suspect's criminal history. 
o. Consulting with the District attorney in preparing cases for court 

presentation and assisting in the prosecution. 
p. Notifying victims and witnesses when their presence is required in 

court. 
q. Testifying in court. 
r. Arranging for polygraph examinations, if necessary. 
s. Writing and issuing warrants of arrest. 

 
V. REPORT WRITING 

 
A. Formal reports shall include the following information: 

 
1. Date, time of arrival at the scene. 
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2. Relevant weather or situational conditions at the scene upon arrival (e.g., a 
fire, crowd). 

 
3. Circumstances of how the crime was discovered and reported. 

 
4. Identity of other officers or emergency personnel at the scene. 

 
5. Physical evidence present at the scene and the officers responsible for its 

collection. 
 

6. Names, addresses, telephone numbers of victims or witnesses. 
 

7. Results of interviews with the complainant, victim, or witnesses to include 
the identity or description of suspects. 

 
8. Diagrams, sketches, photographs, or videotape taken at the scene, and the 

identity of the photographer or artist. 
 

9. Whether the victim would like to “file charges” or not 
 

10. Recommendations for further investigation. 
 

VI. SOURCES OF INFORMATION 
 

A. Informants 
 

Information is available from many sources, e.g., members of the community who 
wish to remain anonymous, criminals who have firsthand knowledge of illegal 
activity, and relatives or friends of those involved in crime.  These sources shall be 
kept in mind when conducting investigations and interviews.  Officers are 
cautioned to determine the motivation of people who provide information in order 
to evaluate it. Officers must notify their supervisor or the CID Detective before 
dealing with or speaking to an informant. 

 
B. Interviews and Interrogation 

 
1. Field interviews 

 
Field interviews are a productive tool and source of information for the 
department.  They shall be used only in the pursuit of legitimate enforcement 
goals.  When used properly they can discourage criminal activity, identify 
suspects, and add intelligence information to the files of known criminals.   

 
2. Victim/witness interviews 

 
a. Officers must recognize the trauma/stress to which the victim or 

witness has been subjected and should conduct the interview in such 
a manner as to reduce stress. 
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b. The age, physical limitations, and credibility of witnesses shall also 
be considered when evaluating their information. 

 
C. Interrogation of Suspects 
 

1. Custodial Statements and Confessions 
 

a. Miranda warnings are required and shall be administered prior to 
“custodial interrogation.” (TBP 7.04) 

b. The following represent examples of situations that are not 
“custodial” and do not require issuance of Miranda warnings. 

i. Investigatory stop and frisk. 
ii. Questioning during a routine traffic stop or for a minor 

violation; to include driving while intoxicated (DWI) stops 
until a custodial interrogation begins. During routine 
questioning at the scene of an incident or crime when the 
questions are not intended to elicit incriminating responses. 

iii. During voluntary appearances at the police facility. 
iv. When information or statements are made spontaneously, 

voluntarily and without prompting by police. (Note: 
Follow-up questions that exceed simple requests for 
clarification of initial statements may require Miranda 
warnings.) 
 

2. Administering Miranda 
 

a. Miranda warnings should be read by officers from the card 
containing this information to all persons subjected to custodial 
interrogation.   

b. Officers shall ensure that suspects understand their right to remain 
silent and their right to an attorney. Suspects may be interrogated 
only when they have knowingly and intelligently waived their 
rights. Threats, false promises or coercion to induce suspect 
statements is prohibited. 

c. Waivers of one or both of the Miranda rights must be performed 
affirmatively.  Oral waivers are often sufficient but written 
waivers, particularly in felony charges, are preferred and should be 
obtained whenever possible on the appropriate agency form. 

d. Officers arresting deaf suspects shall notify their immediate 
supervisor and make arrangements to procure the assistance of an 
interpreter in accordance with this agency’s policy and state and 
federal law. 

 
3. Invoking the Right to Silence 
 

a. When a suspect invokes his right to remain silent, all interrogation 
shall terminate immediately. 

b. Officers may interrogate a suspect who has previously invoked his 
right to silence, if, after the passage of time, the suspect initiates 
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communication with officers. However, prior to questioning 
Miranda warnings shall be re-administered and a waiver obtained. 

c. Under new U.S. Supreme Court guidelines, a suspect’s “silence” is 
not an affirmation of their right to remain silent. 
 

4. Invoking the Right to Counsel 
 

a. If a suspect waives his right to counsel, a written waiver shall be 
obtained prior to questioning. When a suspect makes reference to 
counsel but his intentions are unclear, officers may question the 
suspect further to clarify his intentions. When a suspect invokes his 
right to counsel, all interrogation shall cease immediately.   

b. The suspect may not again be interrogated about the crime for 
which he is charged, other crimes, or by other officers (from this or 
other agencies) unless the suspect’s attorney is present at the 
questioning; or 

c. The suspect initiates new contact with the police. In this later case, 
Miranda rights must again be administered and a waiver obtained 
before any questioning may take place. Officers shall also 
document and, if possible, obtain written verification that the 
suspect initiated the communication. 

d. Officers shall cooperate in any reasonable way with efforts by 
counsel to contact or meet with suspects in custody. 

 
5. Other Interrogation Requirements 

 
a. Parents or guardians shall be notified whenever a juvenile is 

interrogated, taken into custody, or charged. Officers will take care 
when advising juveniles of their rights to ensure that the rights are 
understood before obtaining a waiver.  Officers should honor a 
child's request to speak to a parent or guardian before waiving his or 
her rights.  Whenever possible, the child's parents should be present 
while the child's rights are explained and the waiver obtained 

b. The juvenile shall be taken before a magistrate of Hays County prior 
to interrogation for criminal offenses.  

c. The number of officers engaged in the interrogation shall be kept to a 
minimum.  The interrogation shall be as short as possible. 

 
6. Duty to Report Exculpatory Evidence 

 
a. Both field officers conducting Preliminary Investigations and 

Detectives conducting Follow-up Investigations are required to 
report to the Prosecutor in any criminal case, any exculpatory 
information or evidence gained during an investigation.  Officers and 
Detectives must ensure this information is properly recorded in 
departmental reports and made part of the Prosecution file. 

b. This obligation to report includes that which comes to the attention 
of the officer after prosecution has begun or is completed. 
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c. Detectives will investigate exculpatory information to determine its 
validity to the extent required by the District Attorney 
 

D. Recording of Statements and Confessions 
 

1. The circumstances surrounding the conduct of interrogations and 
recording of confessions shall be fully documented. This includes but is 
not necessarily limited to: 

 
a. location, date, time of day and duration of interrogation. 
b. the identities of officers or others present. 
c. Miranda warnings given, suspect responses and waivers provided, 

if any; and 
d. The nature and duration of breaks in questioning provided the 

suspect for food, drink, and use of lavatories or for other purposes. 
 

2. Officers shall electronically record custodial interrogations conducted in 
a place of detention involving major crimes as defined by this 
department. Officers are required to record noncustodial interviews with 
suspects, witnesses, or victims during an investigation in accordance 
with law and departmental policy.  

 
3. Transporting officers need not refrain from questioning a suspect who has 

indicated a willingness to talk either at the scene or en route to the place 
of detention. However, officers shall not purposefully engage in 
custodial interrogations involving major crimes. 

 
4. Recording Protocol 

 
a. Suspects do not have to be informed that they are being recorded 

unless required by law.  
b. Interrogations and confessions shall be recorded in their entirety.  
c. When commencing the recording, the primary interrogator shall 

ensure that voice identification is made of officers, suspect, and 
any others present, and that the date, time, and location of the 
interrogation is verbally recorded.  

d. When beginning a new recording, the interviewer shall announce 
the date and time that the interrogation is being resumed. 

e. An authorized member of the department may be assigned to 
monitor recording. 

f. Each recording shall include the following: 
i. Declaration of the date and time of the recording. 
ii. Administration of Miranda warnings, even if the recording 

is a follow up to a prior interview or the suspect has been 
previously Mirandized. 

iii. Any lapse in the recording for comfort breaks or other 
reasons shall be accounted for on the recording. As an 
alternative, during a short recess, the recording may 
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continue without interruption. Recording attorney-client 
conversations is prohibited. 

iv. At the conclusion of the interrogation, the interrogator shall 
state that the interrogation is concluded and note the date 
and time of termination. The recording shall continue until 
all parties have left the interrogation room. 

g. Recordings of interviews are considered evidence and shall be 
handled as such. In addition, the following shall apply: 

i. All recordings shall be governed by this department’s 
policy and procedures for the handling and preservation of 
evidence. 

 
VII. RELATIONSHIP WITH DISTRICT ATTORNEY or COUNTY ATTORNEY 

 
A. All personnel shall respond to requests for appointments from the District or 

County Attorney, be on time, and have the subject for discussion ready. 
 
B. In every contested case, misdemeanor or felony, the officer involved should make 

contact with the County or District attorney or his or her assistant to discuss the 
case before trial.   

 
C. During any investigation (or during planning for arrest or pretrial stages), any 

questions of law or criminal procedure shall be addressed to the County or 
District attorney.  Questions on law-enforcement procedures shall be addressed 
to the Chief of Police, or his designee 

 
D. Sworn personnel shall notify prosecutors as soon as they know they are unable to 

honor a subpoena.  
 

VIII. DISPOSITION OF CASES 
 

A. The officer or investigator shall maintain records of all cases assigned to him or 
her. The records shall contain the original incident report, any supplementary 
reports, statements, photographs, lab reports, reports of disposition of any property 
stolen, confiscated, recovered, or otherwise pertinent to the case, arrest reports, and 
anything else the investigator deems pertinent. 

 
B. When the investigation is complete, the investigator shall close the case under one 
of the following labels: 

 
1. Cleared by Arrest - An arrest has been made. 

 
2. Cleared by Exception - Victim not cooperating with investigation or victim 

not wanting to pursue criminal case. District Attorney will not prosecute 
case. Suspect is deceased. 

 
3. Cleared as Unfounded – (No offense) the investigation failed to reveal 

elements to a criminal offense. (Occurred in other jurisdiction) 
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investigation reveals the offense occurred in another jurisdiction; In this 
case the report shall be forwarded to the appropriate jurisdiction.  

 
4. Inactive - All leads have been exhausted.  No further investigation is 

possible or practical until new leads develop. 
 

5. Warrant Issued – A warrant for arrest has been issued for the suspect/s. 
 

C. The officer’s or investigator’s supervisor shall approve the case closure. 
 
D. Upon closing the case, the case file is forwarded to the records custodian for 

filing. 
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BUDA POLICE DEPARTMENT 

Policy 7.18   Crime Scene Processing 
Effective Date:   

Approved:            Bo Kidd          Kenneth Williams  
                                                  Chief of Police                 City Manager 

Reference: TBP:  12.02 

 
 

I. POLICY 
 

Proper documentation, collection, preservation, and submission of physical evidence to 
forensic laboratories may provide the key to a successful investigation and prosecution.  
Through evidence located at the scene, suspects are developed or eliminated, investigative 
leads are established, and theories concerning the crime are substantiated or disproved.  It is 
imperative, therefore, that each officer carefully processes a crime scene not to overlook or 
contaminate or destroy evidence.  Physical evidence appears in many shapes, sizes and 
forms, thereby necessitating various recovery, preservation, and submission techniques.  The 
officer or investigator shall be prepared to collect, identify, and package the evidence so that 
it will not be changed in form and value when it reaches the laboratory.  The officer 
collecting the evidence shall maintain a chain of custody of that evidence in order to ensure 
that it is presented to the court professionally and in compliance with the law. 

 
II. PURPOSE 

 
To establish responsibilities for officers/investigators in processing crime scenes and to 
establish guidelines for the proper documentation, collection, packaging, and submission of 
physical evidence to the forensic laboratory. 

 
III. DEFINITIONS 

 
A. Chain of custody - The chain of custody is the series of documented links 

between the time the evidence was obtained until presented in court.  The 
links are officers who handled the evidence, and where and when they did so. 

 
B. Exclusionary rule - The exclusionary rule requires that evidence seized or 

discovered in violation of the suspect's Fourth, Fifth, and Sixth Amendment 
rights cannot be admitted in court. 

 
C. Evidence - Any substance or material found or recovered in connection with a 

criminal investigation. 
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D. Evidence custodian - The evidence custodian is the employee designated by the 
Chief to have administrative oversight over all found or confiscated property 
which comes into departmental possession. 

 
IV. PROCEDURES - General Crime Scene Processing 

 
A. Depending on the nature of the crime and the type of evidence present, patrol 

officers will normally collect and submit physical evidence to the extent they 
have been trained and have the equipment to do so.  Normally patrol officers 
will collect and submit evidence on misdemeanor offenses and some felony 
offenses where a document and or video evidence is the only physical 
evidence present. 

 
B. The department has officers/investigators trained and equipped to collect 

physical evidence.  Patrol officers will contact the on-duty supervisor who 
will then call the detective to the scene where a felony, any sex crime, and 
child abuse, where photographs are needed, or where the evidence present, is 
beyond the capabilities of the officers training or equipment. 

 
C. The property and evidence coming into custody of the department will be 

documented. 
 
D. Officers and investigators shall use the following general order of processing 

crime scene unless reason dictates otherwise. 
 

1. Before moving objects or collecting evidence at major crime scenes 
(except where necessary to help a victim, apply first aid, or handle a 
suspect), officers will photograph the scene.  Photographs should start at 
the edge of the property and progress into the scene as needed to show 
the scene and relationship of the evidence present.  Close up 
photographs of each piece of evidence will be taken with and without a 
measuring device in the picture. 

 
2. At major crime scenes, officers may also prepare a sketch of the scene.  

Sketches of any crime scene will be done if it will show relationships or 
locations of where evidence is collected.  

 
3. Before collecting any item of evidence, take measurements using 

triangulation or the coordinate method and record. 
 

4. Collect perishable evidence first using a paper evidence bag.  Perishable 
evidence such as fresh blood, blood-stained objects, physiological stains 
and tissue, or biological material shall be collected by trained personnel 
who shall arrange to submit the material to a lab.   
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5. If the immediate destruction of evidence is not a concern, work through 
the scene systematically, collecting in a logical sequence, trying to avoid 
disrupting other items of evidence. 

 
6. Collect comparison samples:  The forensic laboratory can only compare 

known items with those showing similar characteristics.  Sufficient 
specimens or controls must be submitted for comparisons of such items 
of hairs, fibers, paint, glass, soil, and tool marks.  

 
7. Once perishable and other evidence has been collected, fingerprints shall 

be identified and lifted where possible.  If transporting evidence may 
damage or destroy the latent prints on it, then the evidence shall be 
processed for prints at the scene.  

 
8. Take overall measurements, obtaining wall, room, and building 

measurements is one of the last operations to be performed in processing 
the crime scene.  The overall measurements are vital in the production of 
the final crime scene sketch but must be obtained last so as not to 
damage or destroy items of evidence.  

 
9. Conduct a final organized search.  Conduct a final, thorough search of the 

crime scene in case evidence may have been overlooked.  Wherever 
possible, on a final search use an officer who has not participated in 
processing the scene to ensure a fresh perspective.  

 
10. The officer processing the crime scene shall list each item collected on 

the evidence recovery log.  Note the following information for each 
item. 

 
a. A complete description of the item (including make, model, and 

serial numbers, if any); 
b. The source (from whom or location from which the item was 

obtained); and 
c. The name of the person collecting the item. 

 
11. The officer/investigator processing a crime/incident scene shall prepare a 

report giving an accurate account of events.  This information shall be 
placed in a supplement to the offense/incident report.  

 
12. All evidence shall be properly and prominently tagged or identified.  In 

addition to the property and evidence form, the recovering officer shall 
complete a chain of custody form for the property custodian. 

 
13. Officers shall observe principles regarding the legal use of physical 

evidence.  Officers shall rigorously maintain the chain of custody of all 
evidence and shall always remain mindful of constitutional safeguards.  
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If officers are not scrupulous in observing these safeguards, then the 
exclusionary rule may prohibit key evidence from being introduced at 
trial and the case may be lost or dismissed. 

 
V. PROCEDURES - Evidence and Property Control 

 
A. Collection of Evidence   
 

1. When collecting evidence, the officer shall use tongs or tweezers where 
possible.  The officer shall avoid touching the evidence with his or her 
bare hands or anything that might contaminate the item. 

 
2. Officers shall wear latex gloves while processing any crime scene.  When 

collecting tissue or bodily fluid evidence, officers shall discard the 
gloves and put on a new set after collecting each separate evidentiary 
item. 

 
3. In collecting evidence, officers shall remain mindful about the possibility 

of contagion if the crime scene contains body fluids.  Further, some 
evidence may consist of hazardous chemicals or waste products, 
explosives, or highly combustible materials.  The evidence custodian / 
investigator shall decide the best disposition of such items. 

 
4. In dealing with firearms, preservation is the key.  If a firearm is present at 

a crime scene, do not unload it.  The weapon must be processed 
completely before it can be collected.  Once the weapon has been 
processed and is ready for submission into evidence, then it may be 
“made safe” and unloaded.  The investigator/officer must examine the 
weapon in its exact condition as when it was discovered. 

 
B. Marking Evidence 
 

1. In many instances, marking and labeling evidence may represent a single 
process.  In instances where the evidence is large, complete identifying 
data may be recorded directly on the evidence to include the officer's 
name, date, time, and location of recovery, item number, and case 
number. 

 
2. In other instances, the small size or nature of the item collected will not 

permit complete information to be noted directly on the item.  In these 
instances, the container or attached tag shall be marked with appropriate 
information. 

 
3. The officer searching the crime scene shall mark similar items in the 

same place to save time and embarrassment in looking for the 
identifying marks when asked to identify the evidence in court. 
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4. Instruments which may be used for marking physical evidence include 

permanent markers (felt tip pens), scribes (diamond tip or awl), or where 
labels are used, ballpoint pens. 

 
5. The officer or investigator who collects the evidence shall mark it. 

 
6. Each officer or investigator shall develop his own identifying mark, 

normally his or her initials. 
 

C. Packaging Items of Evidence 
 

1. The officer who collects the evidence shall choose a container suitable to 
the type of evidence for packaging.  Considerations in choosing the 
proper container include: 

 
a. The size and weight of the item. 
b. Whether the item is moist or wet (which could rot or deteriorate if 

packaged in plastic or an airtight container for an extended time). 
c. Avoid any contamination of evidence by packaging all items 

separately. 
d. Pack the item to minimize interior movement within the package. 
e. Seal the package with evidence tape and initial or sign across the 

seal. 
f. Label the exterior of the package before placing the evidence 

within it. 
 

2. Special Circumstances 
a. Weapons 

i. No officer shall, under any circumstances, personally retain 
custody of any found or confiscated weapon. 

ii. Officers bringing weapons into custody shall inspect them 
to ensure their safe storage.  All firearms shall be unloaded 
before storage.  

iii. The recovering officer or investigator shall check all 
confiscated or found weapons against NCIC/TCIC files. 

b. Drugs/Narcotics and Paraphernalia 
i. Drugs/Paraphernalia will be photographed, tested, counted 

and weighed prior to submitting into evidence.   
ii. When submitting an unknown type of drug, the officer may 

perform a presumptive test.  The result of that test shall be 
noted in the report. 

iii. Items will be packaged separately to avoid cross 
contamination unless they are like substances. 

iv. Syringes and sharp objects should be packaged in the 
plastic tubes for such objects located in the evidence room.  
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These items as with all evidence should be marked with an 
integrity seal. 

v. Marihuana may be packaged in paper bag(s) to prevent it 
from developing mold. 

c. Alcohol 
i. With few exceptions (such as keg confiscation) alcohol 

should not be submitted to the property room.  
ii. If alcohol is stolen property, the items will be immediately 

returned to the rightful owner once a photograph is taken as 
allowed by Articles 38.34 and 47 of the CCP.    

iii. The only alcoholic beverages that are considered 
contraband are those seized from underage persons whose 
possession is in itself illegal. Take a photograph in the field 
of the alcohol and ask the suspect to destroy it in the field 
in view of the video camera.  If not destroyed at the scene 
on video, the contraband alcoholic beverages shall be 
turned over to the Texas Alcohol Beverage Commission 
(TABC) upon conclusion of legal proceedings. 

iv. Alcoholic beverages seized or recovered which are not 
contraband or evidence shall be returned to the owner. 

 
D. Preservation and submission of evidence to the forensic laboratory 
 

1. Under normal circumstances, the evidence custodian is responsible for 
submitting evidence to the forensic laboratory. 

 
2. Where more than one officer processed the scene, the on-duty supervisor 

shall choose an officer to take custody of all collected evidence and 
submit it to the evidence locker. 

 
E. Preservation of perishable or deteriorating items: 

 
1. Air dry (no more than one week) and the evidence custodian will 

transport the item to the lab. 
 

2. Where appropriate, submit known specimens of evidence so that 
comparisons can be made.  The investigating officer shall be responsible 
for obtaining any required known specimens and submitting them, along 
with the items of evidence, to the evidence locker.  The evidence 
custodian will take all evidence to the forensic lab for analysis and 
comparison.  
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BUDA POLICE DEPARTMENT 

Policy 7.19   Eyewitness Identifications 
Effective Date:   

Approved:            Bo Kidd          Kenneth Williams  
                                                  Chief of Police                 City Manager 

Reference: TBP: 7.32 

 
 

I. POLICY 
 

Eyewitness identification is a frequently used investigative tool in the solving of crimes.  
They also have the potential to be unreliable if not properly administered.  Officers shall 
strictly adhere to the procedures set forth in this Policy in order to maximize the reliability of 
identifications, minimize unjust accusations of innocent persons, and to establish evidence 
that is reliable and which conforms to established legal procedure. 

 
II. PURPOSE 

 
It is the purpose of this policy to establish guidelines for photographic line-up identification 
and field identification procedures. 

 
III.  DEFINITIONS 

 
A. Sequential Photographic Line-up: Presentation of photographs one at a time in 

random order before an eyewitness for the purpose of identifying and 
eliminating suspects. 

 
B. Independent Administrator:  A person who is not aware which member of the 

line-up is the suspect, eliminating the possibility of influencing the witness’ 
selection.   

 
C. Blind Testing Procedure: A photographic line-up procedure wherein the person 

administering the test, acting as an Independent Administrator, does not know 
the identity of the suspect. 

 
D. Fillers: Photos of persons who are not the suspect that are used in the photo 

line-up. 
 

E. Confidence Statement: A declaration provided by an eyewitness immediately 
upon identification of a suspect in a photo line-up, before any feedback is 
provided, in which the witness articulates in his or her own words the level of 
confidence in identifying the suspect. 

 
F. Limited English Proficiency: The inability to clearly understand the 

instructions of officers  
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G. Field Identification: The presentation of a suspect to an eyewitness in a short 
time frame following the commission of a crime. 

 
IV.   PROCEDURES  (TBP: 7.32) 

 
A. An eyewitness identification is not necessary when; 

 
1. The witness did not see the offender sufficiently to make a positive 

identification. 
 

2. The witness knew the identity of the suspect prior to the offense, or 
subsequently learned their identity without police assistance after the 
offense. 

 
3. The suspect is arrested while committing the crime 
 

B. Physical line-ups will not normally be used due to the difficulty of 
administration and the difficulty in obtaining sufficient number of individuals 
with similar physical characteristics.  Should an investigator determine a need 
for a physical line-up, the investigator should contact the District Attorney for 
procedural and technical assistance. 

 
C. Preparing Photographic Line-up Identifications 

 
1. Photographic identifications must use a minimum of six photographs. 

 
2. When reasonably possible an investigator or officer who is unaware of 

the identity of the suspect should be used as an independent 
administrator to present the photos. 

 
D. Officers shall employ the following guidelines. 

 
1. Use photographs of individuals who are reasonably similar in age, height, 

weight and general appearance and of the same sex and race. 
 

2. Avoid use of fillers that so closely resemble the suspect that a person 
familiar with the suspect might find it difficult to distinguish the suspect 
from the fillers. 

 
3. Do not mix color and black and white photos. 

 
4. Use photos of the same size and basic composition. 

 
5. Mug shots should not be mixed with other photos. 

 
6. Cover any portions of mug shots or other photographs that provide 

identifying information about the subject. 
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7. All individuals in the photographic line-up and/or the origin of the photos 
should be known to the investigator, if possible. 

 
8. Photos should be reasonably contemporary. 

 
9. Do not use more than one photo of the same suspect. 

 
10. If there is more than one suspect, include only one suspect in each line-

up. 
 

V. PRESENTING PHOTOGRAPHIC LINE-UPS 
 

A. Document all persons present during the line-up. Video record all presentations 
of photographic line-ups when possible or document the reasons why it could 
not be done.  

 
B. Show the photographic line-up to only one witness at a time so that they will 

not be aware of the response of other witnesses. 
 
C. Police personnel administering or present during a lineup should be 

independent administrators unaware of which member of the line-up is the 
suspect, when reasonably possible, in order to avoid actions or statements that 
could contaminate witness perception or judgment when possible.  

 
D. Police personnel should not make suggestive statements or take any other 

actions that may influence the judgment or perception of the witness. 
 
E. Instructions given the witness prior to viewing a photographic line-up can 

facilitate an identification or non-identification based on his or her memory. 
Inform the witness without other persons present of the following, using the 
Witness Identification of Suspect Disclaimer form: 

 
1. You will be asked to view a collection of photographs. 

 
2. The person who committed the crime may or may not be present in the 

group of individuals. 
 

3. You do not have to identify anyone. 
 

4. Regardless of whether you make identification we will continue to 
investigate the incident. 

 
F. It is the primary investigating officer’s responsibility to: 
 

1. Prepare the photographic line-up and place it in a folder for the 
independent administrator.  
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2. Preserve the photo line-up, together with full information about the 
identification process for future reference by entering the photographs, 
forms, and a narrative of administration procedure into evidence.  

 
3. Determine before any presentation if the witness is deaf, illiterate, or has 

limited English proficiency. If the witness is deaf, illiterate, is non-
English speaking, or has limited English proficiency, the investigator 
will arrange for assistance to translate the Witness Identification 
Disclaimer/Photo Line-up Administration form in the language of the 
witness or otherwise assist the witness in understanding the instructions 
before proceeding.  The identification of this individual will be 
documented as well as the assistance provided. 

 
G. It is the independent administrator’s responsibility to: 
 

1. Provide the witness with a Witness Identification Disclaimer/Photo Line-
up Administration form and explain the instructions for the line-up. 

 
2. Provide the witness a folder containing the photographs and instructing 

them to shuffle them in random order.  Instruct the witness to number 
the pictures in ascending order beginning with number one.  If more than 
one folder is used, each folder should be numbered by the witness as 
well. 

 
3. Show the witness the photographs in a random sequential order and 

document the order shown. 
 

4. Complete the Photo Line-up Administration portion of the form, 
including documenting the witness’ confidence statement in their own 
words, regarding how certain they are of any identification. 

 
5. Return all files, photographs and forms to the primary investigating 

officer.  
 

VI.   FIELD IDENTIFICATION PROCEDURES 
 

Many courts have suppressed identification evidence based on the use of field identification 
because of the inherent suggestiveness of the practice.  The use of field identification should 
be avoided whenever possible in preference for the use of a photographic lineup.  If there is a 
question regarding whether the individual stopped in the field may be the right suspect, an 
attempt at field identification may prevent the arrest of an innocent person.  Therefore, when 
exigent circumstances require the use of field identification the following guidelines should 
be followed. 

 
A. Supervisory approval should be notified prior to any Field Identification.  The 

supervisor is responsible for ensuring the witness is able to understand the 
instructions given by officers.  If the witness is deaf, illiterate, or has limited 
English proficiency, the supervisor will provide for an interpreter or other 
assistance, or not continue with the field identification. 
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B. Single suspect field identification shall not be used if there is adequate 

probable cause to arrest the suspect. 
 

C. A complete description of the suspect should be obtained from the witness 
prior to conducting field identification. 

 
D. Whenever possible, the witness should be transported to the location of the 

suspect rather than bringing the suspect to the witness. 
 

E. Field identification should not be conducted when the suspect is in a cell, 
handcuffed or otherwise restrained, or dressed in jail clothing. 

 
F. Field identification should only be conducted with one witness present at a 

time.  If the field identification is conducted for more than one witness it 
should be done separately. The witnesses should be separated and should not 
be permitted to communicate before or after the field identification until the 
results are documented. 

 
G. The same suspect should not be presented to the same witness more than once. 

 
H. Field identification suspects should not be required to put on clothing worn by 

the perpetrator, to speak words uttered by the perpetrator or to perform other 
actions of the perpetrator. 

 
I. Words or conduct of any type by officers that may suggest to the witness that 

the individual is or may be the perpetrator should be avoided. 
 

VII. DOCUMENTATION 
 

Any instance of the utilization of a photographic lineup, physical line up, and/or field 
identification shall be included as supplement to the original offense report. Additionally the 
appropriate form, Lineup Viewing Form or Field Identification Form shall be completed and 
submitted as part of the original offense report maintained in the case file. The methods, 
which should expressly comply with this directive and the results of the identification, shall 
be noted in detail. 
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BUDA POLICE DEPARTMENT 

Policy   8.1    Unusual Occurrences and Special Events 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: TBP: 2.22, 8.07, 8.08, 8.09, and 8.11 

 
 

I. POLICY 
 
Unusual occurrences include emergencies resulting from natural or man-made disasters or civil 
disturbances such as riots, disorders, spontaneous violence, or labor disputes.  While these 
occurrences are uncommon, the department must not only deploy personnel in the field but must 
coordinate the responses of other law-enforcement agencies as well as other agencies.  Buda 
Police Department personnel must act quickly, decisively, and knowledgeably to mitigate 
disorder or disaster by restoring order and control, and by protecting lives and property.   

 
II. PURPOSE 

 
To establish general guidelines for planning and deploying police department personnel for 
unusual occurrences within the City of Buda or surrounding area.  

 
III. DEFINITIONS 

 
A. Unusual Occurrences: Includes natural and man-made disasters as well as civil 

disturbances, unusual police events such as hostage or barricaded persons and 
even planned special events.  

 
B. After Action Reports: A report outlining the department’s planning and response 

to an unusual occurrence, providing a critical look at operations and developing 
suggestions for future planning and policy issues. 

 
C. Emergency Response Plan: Hays County of Regional Emergency Response Plan 

that outlines the responsibilities of all public agencies in time of natural or man-
made disasters.  

 
IV. PROCEDURES 

 
A. Administration 

 
1. The Chief of Police or his designee is responsible for the overall planning of 

the law-enforcement response to unusual occurrences and for department 
participation in the regional emergency operation plan.   
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2. The Chief of Police or his designee is responsible for coordinating all law 
enforcement plans with the municipal, county, or state official charged 
with emergency activities. A copy of the Emergency Operations Plan will 
be maintained in the Office of the Chief, the Communications Division, 
and the Sergeant’s Office and in the Patrol Briefing Room. (TBP: 8.07) 

 
3. Each year on or around October 1st, the Chief of Police is responsible for 

ensuring the internal review of the Law Enforcement Appendix to the 
Emergency Response Plan and the other departmental procedures for 
unusual occurrences. (TBP: 8.09) 

 
B. Special events 

 
1. The Chief of Police or his designee is responsible for the proper planning of 

the law enforcement operations for any Special Event held within the city.   
 

2. Special event plans shall include, at a minimum: 
 

a. Anticipated personnel needs and assignments 
b. Special qualification requirements, if any. 
c. Coordination with other departments and/or outside agencies 

 
C. Unusual Police Incidents 
 

1. Unusual Police Incidents include: 
 

a. Bomb threats or incidents where an evacuation is performed, or a 
device is located. 

b. Hostage taking where the victim is held after police arrival 
c. Barricaded Persons with SWAT callout 
d. Hazardous Warrant Service 
e. Other major incidents where more than three units and a supervisor 

are utilized. 
 

2. The Chief of Police is notified immediately if any unusual police events 
occur. 

 
3. The Patrol Standard Operating Procedure provides officers direction in 

handling many unusual police incidents.  Handling of Civil Disturbances is 
covered in Policy 8.2. 

 
D. Use of National Incident Management System 
 

1. The department shall train all personnel in their appropriate level of NIMS 
courses for the understanding of their role in the management of an 
incident. (TBP: 8.11) 

 
2. The NIMS process of Incident Command will be utilized in handling all 

unusual occurrences where more than three units are needed. 
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E. Mobilization of additional resources 

 
1. In any emergency or special operation where additional law enforcement 

resources are required, the Chief of Police or his/her designee may: 
 

a. Hold over the shift due to go off so that personnel of two shifts are 
available. 

b. Call back additional personnel. 
c. Request assistance through mutual aid 
d. Request state assistance through the Governor’s Office (Mayor 

requests) 
 

2. Some special operations are planned weeks in advance and, where possible, 
additional personnel required will be given advance notification of time, 
place, uniform, duties, etc.  For other operations such as raids, security 
considerations may limit advance notification to minutes. 

 
3. All members of the Buda Police Department are subject to immediate recall 

in the event of an emergency.  Failure to respond to an order to report to 
work shall be grounds for termination.  (TBP: 2.22) 

 
4. The Chief of Police shall assign personnel called back as required, using the 

skills, knowledge, and abilities of recalled officers where appropriate. 
 

5. Call-back time is paid time and will be strictly controlled and accounted for, 
minimizing expenditure where feasible. 

 
F. After Action Reports  (TBP: 8.08) 
 

1. After Action Reports are required after any natural or man-made disaster or 
any unusual event listed in C. 1. 

 
2. After Action Reports are required at the conclusion of any unusual 

occurrence within 10 days of completion of the event.  Unless otherwise 
assigned, the preparation of the report is the responsibility of the supervisor 
in charge of the event. 

 
3. The After Action Report should include a discussion of: 

 
a. A detailed description of the event; 
b. The prior planning for the event, if any; 
c. The number and identity of personnel assigned; 
d. A chronological description of the event and problems encountered 

or successes accomplished; 
e. A critical review of operations and what policy, equipment or 

procedures need to be changed to better respond to a similar problem 
or event in the future. 
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4. The After Action Report should be prepared in memorandum format and 
forwarded to the Chief of Police through the chain of command for review. 
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BUDA POLICE DEPARTMENT 

Policy   8.2    Civil Disturbances and Mass Arrests     
Effective Date:   

Approved:           Bo Kidd           Kenneth Williams 
                                                  Chief of Police                 City Manager 

Reference: TBP: 8.07  

 
 

I. POLICY 
 

How law enforcement officers deal with crowds in civil actions, whether in demonstrations 
or civil disturbances, has direct bearing on their ability to prevent property damage, injury, or 
loss of life and minimize disruption to persons who are uninvolved. Officers confronting civil 
disturbances and those called upon to assist in these incidents shall follow the procedures as 
enumerated in this policy to protect life, property, and First Amendment rights.  

 
In rare circumstances resulting from manmade or natural emergencies, and in widespread 
highly volatile civil unrest with the potential for widespread violence, the incident 
commander shall temporarily suspend any policy, provision, or guideline contained herein 
when such action is determined to be the only reasonable alternative for the prevention of 
loss of life or major property damage.  

 
II. PURPOSE 

 
The purpose of this policy to establish guidelines for officers of the Buda Police Department 
in managing crowds and preserving the peace during demonstrations and civil disturbances. 

 
III. DEFINITIONS 

 
A. Civil Disturbance: An unlawful assembly, as defined by state statutes and local 

ordinances. Normally, a gathering that constitutes a breach of the peace or any 
assembly of persons where there is a threat of collective violence, destruction 
of property, or other unlawful acts. These are typically, but not always, 
spontaneous occurrences requiring the emergency mobilization of police 
forces and related emergency services. 

 
B. Demonstration: A legal assembly of persons organized primarily to express 

political or other doctrine or views. These are typically scheduled events that 
allow for police planning. They include but are not limited to marches, 
protests, and other assemblies that are largely designed to attract the attention 
of onlookers, media, and others. Demonstrations can evolve into civil 
disturbances that necessitate enforcement actions. Although crowd control 
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may be necessary at sporting events, festivals, concerts, celebratory 
gatherings, and related events, these are not defined as demonstrations.  

 
C. Crowd Control: Techniques used to address unlawful public assemblies, to 

include a show of force, crowd containment and dispersal equipment and 
strategies, and preparations for multiple arrests. 

 
D. Crowd Management: Techniques used to manage lawful assemblies before, 

during, and after the event for the purpose of maintaining their lawful status as 
accomplished through event planning, pre-event contact with group leaders, 
issuance of permits, intelligence gathering, personnel training, and other 
means. 

 
IV. PROCEDURES 

 
A. General Management and Organization Principles 
 

1. By law, the Buda Police Department may impose reasonable restrictions 
on the time, place, and manner of expressing First Amendment rights. 
This department shall place only those limitations and restrictions on 
demonstrations necessary to maintain public safety and order and, to the 
degree possible, allow uninhibited commerce and freedom of movement 
for uninvolved persons. 

 
2. The on duty supervisor will assume the role of Incident Commander (IC) 

at the scene of mass demonstrations and civil disturbances until relieved 
by a higher ranking supervisor or the Chief of Police. 

 
3. If at all possible, a member of the department should be detailed to 

conduct video recording of the incident and departmental response to 
include any interactions involving use of force. 

 
4. The incident command system shall be used in crowd management and 

civil disturbances to ensure control and unified command. The IC shall 
do the following: 

 
a. Assume responsibility for issuing and disseminating all orders to 

members of his or her command and for determining the resources 
that are necessary and the extent to which they will be used 

b. Direct the establishment and organization of an incident command 
post 

c. Authorize such use of force and engagement with the crowd as 
deemed necessary to resolve unlawful actions 

d. Authorize the use of arrest as a means of curtailing unlawful 
behavior 
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e. Designate a liaison officer to coordinate with other city or county 
emergency service providers, as well as government offices, 
agencies, and departments 

f. Officers shall be briefed at the staging area on the type of crowd 
being monitored and told what to expect from participants and 
what types of responses and force can be employed. They shall 
also be informed that the unit commander will order the response 
deemed appropriate and that the unit will act in concert with and 
follow the direction of the unit commander. 

g. It is the policy of this department to avoid making mass arrests of 
persons when arrest avoidance is reasonable in the interests of 
safety and security.  
 

V. USE OF FORCE 
 

A. The department’s use-of-force policy is equally applicable to enforcement 
actions in the context of both mass demonstrations and civil disturbances. 
That is, officers may use only such force as reasonably appears necessary to 
protect themselves or others from physical harm, to restrain or subdue a 
resistant individual, or to bring an unlawful situation safely and effectively 
under control. 

 
B. Unity of action and command and control are key to effective handling of 

demonstrations and civil disturbances. Thus, unless exigent circumstances 
require immediate action, officers shall not independently make arrests or 
employ force without command authorization. In exigent circumstances, 
supervisors shall independently authorize the use of force or such other tactics 
in accordance with the agency use of force policy and this policy. 

 
C. All officers providing assistance to this agency through mutual aid agreements, 

contracts, or related means shall be briefed on the mutually agreed upon 
provisions of those agreements relating to the use of force and protocols for 
crowd control prior to deployment.  

 
D. The following restrictions and limitations on the use of force shall be observed 

during mass demonstrations and civil disturbances:  
 

1. Local Area Law Enforcement Canine teams may be requested by the IC.  
Those teams may respond as backup as appropriate, and will follow their 
policies and procedures.  

 
2. Local Area Law Enforcement Horses may be used to surround and 

control groups in nonviolent demonstrations as appropriate. Those 
officers will follow their policies and procedures. Fire hoses shall not be 
used for crowd containment or dispersal. 
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3. Motor vehicles may be used to surround and move persons as appropriate 
but shall not be brought into contact with them for purposes of 
containment or dispersion. 

 
4. Less Lethal projectiles may be used only with the authorization from the 

Supervisor. Less Lethal projectiles shall not be fired indiscriminately 
into crowds. Direct-fired impact munitions, to include beanbag and 
related projectiles, shall not be used for crowd control or management 
during demonstrations. Direct-fire munitions may be used where 
reasonable during civil disorders against specific individuals who are 
engaged in conduct that poses a threat of death, great bodily harm, or 
serious property damage, when the individual can be properly targeted.  

 
5. When reasonably possible, a verbal warning shall be issued prior to the 

use of impact munitions. 
 

6. Officer-issued aerosol restraint spray (OC) may be used against specific 
individuals who are engaged in unlawful acts or conduct or actively 
resisting arrest, or as necessary in a defensive capacity when other 
alternatives would likely be inadequate or are unavailable. It shall not be 
used indiscriminately against groups of people, in demonstrations or 
crowds where bystanders would be unreasonably affected, or against 
passively resistant individuals.  

 
7. High-volume OC delivery systems (such as MK- 9 and MK- 46) are 

designed for and may be used in civil disturbances against groups of 
people engaged in unlawful acts or endangering public safety and 
security with approval of the incident commander. Whenever reasonably 
possible, a warning shall be issued prior to the use of these systems. 

 
8. The straight baton (or PR-24, a less desirable option) may be used 

primarily as a defensive weapon or as a means of overcoming active 
resistance, or as a means to contain or disperse a crowd. 

 
E. Use-of-Force Reporting and Investigation 
 
Established use-of-force reporting requirements of this department are equally 
applicable to policing mass demonstrations and civil disturbances. However, 
reporting, documenting, and recording uses of force in the context of civil 
disturbances and mass demonstrations can be hampered by logistical and safety 
concerns. Officers will complete use of force forms as soon as practical after the 
event. In a large scale event use of force forms may be difficult to identify all 
persons. It may be necessary to consolidate for the entire incident.  

 
VI. DEMONSTRATIONS 
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A. Preparation for responding to a demonstration shall be assigned by the Chief of 
Police or his designee. The IC shall ensure that a written incident action plan 
is developed for approval of the Chief or his or her designee.  

 
B. Every effort shall be made to identify and make advance contact with the 

leaders of the demonstration. A decision on personnel, resources, and related 
needs shall be based in part on information obtained from leaders, department 
intelligence, and other sources. Answers to the following additional questions 
shall be collected: 

 
1. What type of event is involved? 

 
2. When is it planned? 

 
3. Is outside opposition to the event expected? 

 
4. How many participants are expected? 

 
5. What are the assembly areas and movement routes? 

 
6. What actions, activities, or tactics are anticipated, to include use of 

demonstrator devices designed to thwart arrest.  
 

7. Have permits been issued? 
 

8. Have other agencies, such as fire and EMS, been notified? 
 

9. Is there a need to request mutual aid? 
 

10. Will off duty personnel be required? 
 

11. Have demonstration leaders been identified together with their past 
history of conduct at such events? Is it possible to meet with group 
leaders? 

 
C. Based on this and related information, the department will develop an action 

plan together with outside agencies where necessary. The plan shall address 
provisions for the following and be distributed to all affected command and 
supervisory officers. 

 
1. Command assignments and responsibilities 

 
2. Manpower, unit structure, and deployment 

 
3. Liaison with demonstration leaders 

 
4. Liaison with outside agencies 
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5. Release of information to the news media 

 
6. Transportation, feeding and relief of personnel 

 
7. Traffic management 

 
8. Demonstrator devices extrication teams and equipment 

 
9. First aid stations 

 
10. Transportation of prisoners 

 
11. Prisoner detention areas 

 
12. Any intelligence information 

 
D. Assigned officers shall monitor crowd activity. Sufficient resources to make 

multiple simultaneous arrests should be available, depending on the fluidity of 
the situation and degree of actual or likely disruption.  

 
E. Assigned officers shall wear their badges and nameplates or other personal 

identification on the outside of their uniforms or on their helmets (when 
appropriate) at all times. 

 
F. Officers shall be positioned in such a manner as to minimize contact with the 

assembly. 
 
G. Officers shall not engage in conversations related to the demonstration with or 

be prompted to act in response to comments from demonstrators. 
 
H. Officers shall maintain a courteous and neutral demeanor. 
 
I. Persons who reside, are employed, or have business of an emergency nature in 

the area marked off by a police line shall not normally be barred from entering 
the demonstration area unless circumstances suggest that their safety would be 
jeopardized or their entry would interfere with police operations. 

 
J. Unit commanders shall establish and maintain communication with 

demonstration leaders and relay information on crowd mood and intent to the 
incident commander. Supervisors shall maintain close contact with officers 
under their charge to ensure their compliance with orders, to monitor their 
behavior and disposition, and to ensure that they are aware of any changes in 
crowd attitude or intent. 
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K. Before ordering forced dispersal of demonstrators, the Incident Commander 
shall determine whether lesser alternatives may be effective. These 
alternatives include the use of containment and dialogue, as follows: 

 
1. Establish contact with crowd leaders to assess their intentions and 

motivations and develop a mutually acceptable plan for de-escalation 
and dispersal 

 
2. Communicate to the participants that their assembly is in violation of the 

law, that the department wishes to resolve the incident peacefully, but 
that acts of violence will be dealt with swiftly and decisively 

 
3. Negotiate with crowd leaders for voluntary dispersal, or target specific 

violent or disruptive individuals for arrest Prior to issuing dispersal 
orders, the incident commander shall ensure that all potentially 
necessary law enforcement, fire, and EMS equipment and personnel are 
on hand to successfully carry out tactical requirements and contingencies 
and that logistical requirements related to the potential for making mass 
arrests are in place. 

 
4. When the IC has made a determination that crowd dispersal is required, 

he or she shall direct unit commanders, where time and circumstances 
permit, to issue warnings prior to taking physical actions to disperse the 
crowd. 

 
5. The warnings shall be issued loudly enough and often enough to be heard 

by the crowd from stationary vantage points or with the use of public 
address devices of moving patrol vehicles. 

 
6. The warning shall consist of an announcement citing the offenses or 

violations being committed, an order to disperse, and designated 
dispersal routes. A second and a third warning shall be issued at 
reasonable time intervals before designated actions are taken to disperse 
the crowd. Where possible, the warnings shall be audio- or video-
recorded at a point to the rear of the crowd and the time and the names 
of the issuing officers recorded in the incident commander’s event log. 

 
7. Specific crowd dispersal tactics shall be ordered as necessary where the 

crowd does not heed warnings. These include any one or any 
combination of the following: 

 
a. Display of forceful presence to include police lines, combined with 

motorcycles, police vehicles and mobile field forces 
b. Use of aerosol crowd control chemical agents 
c. Police formations and use of batons for forcing crowd movement 

 
VII. SPONTANEOUS DEMONSTRATIONS AND CIVIL DISTURBANCES 
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A. Demonstrations or large gatherings of any kind that escalate into disturbances 

are governed by the policies and regulations concerning crowd management, 
control, and dispersal as identified here with respect to civil disturbances. The 
first officer to arrive on the scene of a spontaneous demonstration or civil 
disturbance shall do the following: 

 
1. Observe the situation from a safe distance to determine if the gathering is 

currently or potentially violent 
 

2. Notify the communications center of the nature and seriousness of the 
disturbance, particularly the availability of improvised or deadly 
weapons, its location and estimated number of participants, current 
activities (such as blocking traffic), direction of movement, and ingress 
and egress routes for emergency vehicles 

 
3. Request the assistance of a supervisor and any necessary backup and 

advise as to the present course of action 
 

4. If approaching the crowd would not present unnecessary risk, instruct the 
gathering to disperse 

 
5. Attempt to identify crowd leaders and agitators and anyone engaged in 

criminal acts 
 

B. The first field supervisor in charge at the scene shall assess the situation and 
request sufficient personnel and related resources to perform the following 
tasks: 

 
1. Deploy officers to the best vantage points to observe and report on crowd 

actions 
 

2. Establish an outer perimeter sufficient to contain the disturbance and 
prohibit entrance into the affected area 

 
3. Ensure that, to the degree possible, innocent civilians are evacuated from 

the immediate area of the disturbance 
 

4. Establish a temporary command post based on proximity to the scene, 
availability of communications, space, and security from crowd 
participants 

 
5. Continually assess the situation and advise communications of the status 

and additional needs 
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6. Ensure that surveillance points are established to identify agitators, 
leaders, and individuals committing crimes, and to document and report 
on events as they happen 

 
7. Where illegal gatherings engaged in civil disturbances cannot be 

controlled with available field personnel within a reasonable period of 
time, the agency head or his or her designee shall serve as or appoint an 
IC to direct operations. 

 
8. The primary objectives of the IC will be as follows: 

  
a. Protect persons, including nonparticipants and participants alike, 

and property at risk 
b. Disperse disorderly or threatening crowds in order to eliminate the 

immediate risks of continued escalation and further violence 
c. Effect the arrest of those individual law violators and the removal 

or isolation of those persons inciting violent behavior 
d. To achieve the foregoing objectives, the IC shall employ tactical 

operations that include but are not necessarily limited to 
approaches previously identified in this policy 

e. In the area outside the perimeter surrounding the disorder site, the 
IC shall ensure that the following actions are taken: 

f. Move and reroute pedestrian and vehicular traffic around the 
disorder 

g. Control unauthorized egress from the disorder by participants 
h. Repulse attempts to assist or reinforce the incident participants 

from outside the area 
 

9. The IC shall also ensure the following matters are addressed where 
indicated: 

 
a. Ensure that adequate security is provided to fire and EMS 

personnel in the performance of emergency tasks 
b. Ensure that feeding and relief requirements of personnel have been 

addressed 
c. Ensure the adequacy and security of the incident command post 

and designate a staging area for emergency responders and 
equipment 

d. Establish liaison and staging point for media representatives and, 
to the degree possible, provide them with available information 

e. Ensure that the IC’s event log is staffed for documenting activities 
and actions taken during the course of the incident  

f. Take photographs and make video-recordings of event proceedings 
g. Take photographs of any injuries sustained by police officers or the 

public 
h. Determine the need for full mobilization of sworn officers and the 

recall of off-duty officers. 
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VIII. MASS ARRESTS 

 
A. During the course of civil disturbances, it may be necessary to make arrests of 

numerous individuals over a relatively short period of time. In order for this 
process to be handled efficiently, safely, and legally, the following shall be 
observed: 

 
1. Except for felony offenses, officers shall not pursue demonstrators into 

buildings for the purpose of making arrests unless specifically instructed 
to do so by a supervisor. Supervisors shall accompany and exercise 
control over members under their command who go on private property 
or enter buildings to make arrests. 

 
2. Designated, supervised squads of officers shall perform mass arrests. 

 
3. If required, an adequate secure area shall be designated for holding 

prisoners after initial booking and while awaiting transportation. 
 

4. Arrest teams shall be advised of the basic charges to be recorded in all 
arrests. 

 
5. Arrestees who are sitting or lying down but agree to walk shall be 

escorted to the transportation vehicle for processing; two or more 
officers shall carry those who refuse to walk. 

 
6. At the transport vehicle, the arrestee shall be advised of the charges. The 

prisoner shall be searched for weapons, evidence, and contraband, and 
where possible, by an officer of the same sex. Such items shall be 
secured and identified prior to transportation. 

 
7. Transporting officers shall not accept prisoners without a properly 

prepared field arrest form and shall ensure that all property is placed in a 
container that is legibly marked with the arrest form number. 

 
8. Upon arrival at the detention facility, the transporting officer shall deliver 

the prisoner together with the arrest form and personal property. 
 

9. All injured prisoners and those who request medical attention shall be 
provided medical attention prior to transportation to the detention 
facility.  

 
10. Photographs shall be taken of all injuries.  

 
B. All arrested juveniles shall be handled in accordance with this department’s 

procedures for the arrest, transportation, and detention of juveniles. 
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IX. DEACTIVATION 
 

A. When the disturbance has been brought under control, the IC shall ensure that the 
following measures are taken: 
 

1. The IC will write an incident report detailing the any enforcement action, 
injuries and arrests;  

 
2. All law enforcement officers engaged in the incident shall be accounted 

for and an assessment and documentation made of personal injuries; 
 

3. Officers using force or making arrests shall write a supplement to the 
IC’s original report detailing any force used and arrests made; 

 
4. Witnesses, suspects, and others shall be interviewed or interrogated. All 

necessary personnel shall be debriefed as required; 
 

B. All written reports shall be completed as soon as possible after the incident to 
include a comprehensive documentation of the basis for the incident, the 
department’s response to the incident, with a statement of impact to include the 
costs of equipment, personnel, and related items. 
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BUDA POLICE DEPARTMENT 

Policy   8.3    Active Shooter Response 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: Texas Best Practices (TBP) Policies 6.01, 6.02, 6.07, 
7.34, and 8.07  

 
 

I. POLICY 
 

An active shooter is defined as one or more subjects who participate in a random or 
systematic homicidal spree by demonstrating their intent to continuously harm others.  The 
subject’s overriding objective appears to be mass murder rather than other criminal conduct, 
such as robbery or kidnapping.   
 
It is the policy of this agency to respond, contain, and stop the threats and to administer aid to 
the victims.  
 
II. PURPOSE 
 
To establish policy and procedures governing the response and activities associated with an 
active-shooter event that will mitigate any further risk of injury or death to civilian or law 
enforcement personnel.   
 
III. PROCEDURES 

 
A. Notifications  
 
The ranking supervisor or officer will notify the chain of command to include the 
Chief of Police or his/her designee of any active shooter event. Fire and EMS 
should be notified and requested to stand by in accordance with their protocols. 

 
B. Mutual Aid  
 
Upon arriving at the scene of an active shooter event and after assessing the crime 
scene, the agency should implement its mutual aid agreements with other police 
agencies if necessary, and with fire and rescue agencies. Additionally, it may be 
necessary after the incident to collaborate with recovery agencies to assist with 
the scene and any victims. 

 
IV. ACTIVE SHOOTER RESPONSE  
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The first two to five responding officers should form a single team and enter the structure. A 
single officer response may be appropriate if there is an immediate threat (gun fire or other 
indicators) however a single officer entering a structure must understand the inherent risk 
assumed in taking such an action. The first officers entering the structure should recognize 
that their primary objective is to stop further violence. Officers should identify and 
communicate locations of victims needing medical attention.  If practical, and absent 
continued shooting, officers should treat any massive hemorrhaging that may result in the 
immediate loss of life.   

 
A. Concepts and Principles  
 
Safe, effective responses to active shooters are designed around concepts and 
principles.  The first responding officers should: 

 
1.Stay together as much as possible and enter the involved structure 

quickly. 
 
2.Maximize communication by staying in close contact with other first 

responders. 
 
3.Maximize threat coverage by addressing all angles. 
 
4.Visually search involved areas using 540 degrees of coverage around 

and above the team. 
 
5.Evaluate rooms from the threshold (commonly referred to as slicing the 

pie). 
 
6.Differentiate between deliberate and direct-to-threat speeds and use the 

appropriate speed for the circumstances. 
 
7. Use cover-contact principles when taking suspects into custody. 

 
B. Follow-On Responders  
 
Follow-on responders should be directed to victim locations if there is no active 
threat.   

 
Follow-on responders should: 

 
1. Establish and maintain security in the area that follow-on responders 

occupy. 
 
2. Consider the involved structure as unsearched.  
 
3. Not enter a hallway unannounced if it is occupied by other officers. 
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4. Unless what other officers want accomplished is very clear, move to 

them after notifications and conduct a face-to-face meeting. 
 
5. Direct victims to safety by utilizing either shelter-in-place or 

evacuation.  If evacuating, establish a cordon of first responders to the 
desired exit point to ensure safety of victims. 

 
6. Establish a casualty collection point (CCP) for injured persons if 

necessary.  The CCP should be a room or open area (if outside of the 
structure) capable of holding all victims with injuries that require 
medical treatment. A series of rooms next to each other can be 
considered if casualties exceed available space. 

 
7. Communicate with all involved responders to ensure the area remains 

secure while facilitating victim treatment.   
 

C. Post-Event  
 
Responses to an active-shooter event must include the aftermath of the incident.  
Officers should apply the SIM model (Security / Immediate Action Plan / 
Medical). 

 
1. Security should take priority.  Responding officers must ensure that the 

immediate environment they are working in remains secure, 
particularly if the active shooter remains a threat. 

 
2. After officers address known threats, they should formulate an 

immediate action plan as quickly as possible.  This plan should be 
quick and simple and address: “if / then” – the fluid variables of the 
situation.   

 
3. Responding officers should address medical issues as soon as they 

establish security. 
 

D. OIS Investigations  
 

Should there be an exchange of gunfire the agency will implement its officer-
involved-shooting policy and respond accordingly.  

 
V. MEDIA INQUIRY 

 
All requests for information should be funneled through the public information officer (PIO) 
or the incident commander (IC) for vetting and coordination.  Consideration should be given 
to establishing a media staging location that is not within the immediate vicinity of the 
active-shooter event.  
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BUDA POLICE DEPARTMENT 

Policy   8.4    Dealing with the Mentally Ill 
Effective Date:   

Approved:            Bo Kidd          Kenneth Williams  
                                                  Chief of Police                 City Manager 

Reference:  

 
 

I. POLICY 
 
It is the policy of The Buda Police Department to protect emotionally or mentally unstable 
persons from harming themselves, others, or property and to provide for their safe, humane 
and considerate treatment as available resources best permit. The primary concern in these 
cases is the safety and welfare of that person, the community, the officer and the 
constitutional rights of all involved. 
 
II. PURPOSE   

 
To provide Buda Police Department officers with guidance on the handling of calls involving 
the mentally ill. 

 
III. DEFINITIONS 

 
A. Avail – Contracted by Hill Country MHDD as a crisis hotline for those 

experiencing a Mental Health Crisis and for Law Enforcement to have a MCOT 
worker respond to assist in an evaluation.  The Crisis Hotline number is 1-877-
466-0660. 

 
B. Mobile Crisis Outreach Team (MCOT) – A team employed by Hill Country 

MHDD, staffed by qualified clinicians that provides screening to individuals 
experiencing a Mental Health Crisis. 

 
C. Order of Protective Custody (OPC) – A civil warrant, signed by a probate or 

county judge, granting Texas Peace Officers the authority to detain an individual 
for an emergency psychiatric evaluation. 

 
D. Scheib Center/Hill Country MHDD – An out-patient clinic in providing mental 

health services. 
 

IV. PROCEDURES  
 

A. Recognizing Abnormal Behavior 
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1. Officers shall be diligent in recognizing abnormal behavior that is 
potentially destructive and/or dangerous to the person, others and/or any 
property. 

 
2. Officers shall be cognizant of other potential causes including reactions to 

narcotics, alcohol or temporary emotional disturbances that are 
situationally motivated. The following are generalized signs and symptoms 
of behavior that may suggest mental illness: 

 
a. Overreaction to common events that would not typically incite a 

sense of crisis.  
b. Inappropriate behavior for a given context, i.e.: destructive or violent 

behavior stemming from a minor disagreement or form of 
disciplinary action. 

c. Inability to compromise, negotiate or problem solve within a 
reasonable set of emotional boundaries and demonstrating 
inappropriate or aggressive behavior in absence of resolving the 
situation. 

d. Delusions, beliefs or ideas that are false, such as delusions of 
grandeur (“I am Christ.”) or paranoid delusions (“Everyone is out to 
get me.”). 

e. Hallucinations of any of the five senses (sight, hearing, taste, touch, 
smell) generated by stimulus not grounded in reality or fact. 

f. Disorganized, rambling thoughts and speech. 
g. Severe depression. 

 
3. Officers may use several indicators to determine whether a mentally ill 

person represents an immediate or potential danger to himself/herself, the 
officer, or others. These include the following: 

 
a. The availability of any weapons to the suspect. 
b. Statements by the person that suggest the individual is prepared to 

commit a violent or dangerous act.   
c. A personal history that reflects prior violence under similar or related 

circumstances.  
d. The amount of physical control the person demonstrates over 

emotions of rage, anger, fright, or agitation.  
e. The volatility of the environment is a relevant factor that officers 

must evaluate. The surroundings should be kept as calm as possible.   
f. Failure of the person to act prior to arrival of or in the presence of the 

officer does not ensure there is no danger and does not negate the 
possibility of an emergency detention. 

 
B. Excited Delirium and Drug-Induced Psychosis  
 

1. Excited delirium is usually drug related toxicity (drug-induced psychosis), 
but can occur with individuals diagnosed with bi-polar disorder or 
schizophrenia.  Excited delirium may follow four possible sequential 
stages: 
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a. Elevated temperature 
b. Agitated delirium 
c. Respiratory arrest 
d. Death 

 
V. AUTHORITY TO APPREHEND – PEACE OFFICER’S EMERGENCY 

DETENTION 
 

1. A peace officer, without a warrant, may take a person into custody if the 
officer: 

 
a. has reason to believe and does believe that: 
b. the person is a person with mental illness; and 
c. because of that mental illness there is a substantial risk of serious 

harm to the person or to others unless the person is immediately 
restrained; and 

d. Believes that there is not sufficient time to obtain a warrant before 
taking the person into custody. 

 
VI.  APPROACH, INTERACTION AND RESPONSIBILITY 

 
1. The following general guidelines detail how to approach and interact with a 

person who may have a mental illness and who may be a crime victim, 
witness, or suspect. Officers, while protecting their own safety, the safety 
of the person with mental illnesses, and others at the scene should do the 
following: 

 
a. Recognize that these events have the potential to be dangerous and 

officers must be   prepared to protect themselves and others.  The 
person may be suffering from mental instability, extreme emotions, 
paranoia, delusion, hallucinations, or intoxication.  

b. Remain calm and move slowly. Speak slowly, simply and briefly. 
Surprise may elicit a physical response. Approach the individual 
from the front when possible. 

c. Use the person’s name and your name when possible. 
d. Be helpful, friendly, patient and accepting but remain firm and 

professional. 
e. Indicate a willingness to understand. Use active listening and 

paraphrase responses. 
f. Be aware that their uniform, gun, and/or handcuffs may frighten the 

person with mental illness. 
 

VII. TAKING A PERSON INTO CUSTODY FOR EMERGENCY DETENTION 
 

1. If an officer determines that an emergency detention is necessary, officers 
shall utilize proper safety considerations consistent with department 
policy and training. Officer safety is paramount and the following 
procedures shall be utilized: 

351 403



 
  Restraints:  

a. Officers taking the person into custody may, at the officer’s 
discretion, apply handcuffs and additional restraints including The 
Wrap as needed for safety. Officers should attempt to explain 
restraints are necessary for everyone’s protection. 

b. An officer who feels that a person should be taken into custody will 
not force entry into the home of the mentally ill person unless a life is 
in immediate danger. If the only person present inside the home is 
the individual experiencing a mental health crisis then the officer(s) 
and their supervisor should weigh the merits of forcing entry. 

c. The officer should proceed to the mental health facility or emergency 
room and turn the subject over to the staff.  

d. At the officer’s discretion, if the officer does not believe the 
individual is under the influence of drugs or alcohol and a Medical 
Condition requiring immediate treatment is not apparent, the officer 
may elect to transport the individual to the police department and 
request MCOT respond to either location.  
For these calls and prior to transport, the officer shall call the Avail 
Crisis Hotline at (877) 466-0660; provide the consumer’s identifiers 
and crisis-related behaviors to the call taker and the officer’s ETA at 
the desired location. 
Upon arrival, the officer shall remain on scene during the screening, 
maintaining safety, custody of the person and situational awareness. 
Statements from a person indicating he/she wants to voluntarily 
submit to treatment shall not preclude officers from placing the 
person under an emergency detention if a substantial risk of serious 
harm to that person or others exists. 

e. An officer shall complete a Notification for Emergency Detention, 
detailing the actions of the subject that led the officer to believe 
imminent danger existed and shall inform the person that he/she is 
detained. 

g. The officer shall complete an incident report detailing the event and 
attach a copy of the emergency detention to the report. 

h. Physically Ill/Injured Mentally Disturbed Persons. When a detained 
mentally ill person also has a Medical Condition to a degree that 
transport by ambulance is necessary, an officer shall escort EMS to 
Seton Medical Center Hays and complete the Notification of 
Emergency Detention at the hospital. 

 
VII.  FIRARM CONFISCATION 

 
1. Police officers are authorized to confiscate firearms found to be in 

possession of a person detained under an Emergency Detention.  Officers 
who seize a firearm under this authority and no criminal charges are 
pending are required to log the firearm into evidence and properly 
document it in the report.  
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2. Officers may allow a detained person’s responsible family member to take 
possession of and secure the firearm.  

 
 

VIII.  CRIMINAL OFFENSES INVOLVING THE MENTALLY ILL 
 

1. Officers should use good, sound judgement in determining whether to arrest 
an individual who is suffering from a mental health crisis or to place them 
under an Emergency Detention. Consultation with their supervisor is 
recommended to determine the most reasonable course of action. 

 
IX.  TRANSPORTATION TO IN-PATIENT MENTAL HEALTH FACILITIES FROM   

AN EMERGENCY ROOM 
 

1. In order to meet the needs of the citizens of Buda, the Mental Health Officer 
makes every attempt to transport consumers, when appropriate, to in-
patient mental health facilities. The Buda Police Department recognizes 
these transports, conducted to locations outside of Hays County are lawful 
acts and official duties of Buda Police Officers. 

 
2. Transportations are not normally conducted between 2200-0600 hours. For 

hospital calls within these hours, advise that an officer will not be 
dispatched until 0600 hours. The officer being notified shall notify the 
MHO indicating a patient is ready for transport. 

 
3. Officers transporting may restrain the person at the officer’s discretion and 

to a level the officer believes is appropriate to ensure safe transport. 

353 405



 

BUDA POLICE DEPARTMENT 

Policy   8.5    Dealing with the Developmentally Disabled 
Effective Date:   

Approved:            Bo Kidd          Kenneth Williams  
                                                  Chief of Police                 City Manager 

Reference:  

 
 

I. POLICY 
 

Persons afflicted with developmental disabilities are limited in their ability to effectively 
communicate, interact with others, and make reasoned decisions on their own. While the 
symptoms may appear similar to individuals with mental illness, the reasons for their 
behavior is different.  Therefore, it is the policy of this agency that officers understand the 
symptomatic behavior of such persons and be prepared to deal with them in a manner that 
will best serve their needs and this department, the community and the individual. 

 
II. PURPOSE 

 
It is the purpose of this policy to provide officers with information on the symptoms and 
effects of developmental disabilities so that officers may better recognize and deal with such 
persons in enforcement and related capacities.  

 
III. DEFINITIONS 

 
A. Developmental Disability: A potentially severe, chronic disability attributable 

to a physical or mental impairment or combination of impairments, resulting 
in substantial functional limitations to major life activities such as 
understanding and expression of language, learning, mobility, self-direction, 
self-care, capacity for independent living, and economic self-sufficiency. 

 
Developmental disabilities, (such as those experienced by persons who have 

developmental delays, autism, or Tourette's syndrome) are not the same as and 
should not be confused with forms of mental illness such as schizophrenia or 
the more common mood disorders.   

 
IV. PROCEDURES 

 
A. Common Symptoms.  There are numerous forms of developmental disabilities.  

Many of the persons who have such disabilities have other related but distinct 
disorders as well (such as Asperger syndrome, Fragile X syndrome, and Rett 
syndrome). Although officers are not in a position to diagnose persons with 
such disabilities, officers shall be alert to the symptoms that are suggestive of 
such disorders. These include but are not limited to the following symptoms in 
various combinations and degrees of severity: 
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1. Difficulty communicating and expressing oneself 

 
2. Repetition of phrases or words 

 
3. Repetitive body movements—may be harmful to themselves (movements 

may include, but are not limited to, swaying, spinning, clapping hands) 
 

4. Little or no eye contact 
 

5. Tendency to show distress, laugh, or cry for no apparent reason 
 

6. Unresponsiveness to verbal commands; appearance of being deaf even 
though hearing is normal 

 
7. Aversion to touch, loud noise, bright lights, and commotion 

 
8. Oversensitivity or under sensitivity to pain 

 
9. Self-injurious behavior 

 
B. Common Encounters.  Officers may encounter persons who have 

developmental disabilities in a variety of situations commonly involving 
persons without such disabilities.  However, due to the nature of 
developmental disabilities, following are some of the most common situations 
in which such persons may be encountered: 

 
1. Wandering - Developmentally delayed, autistic, or other developmentally 

disabled persons sometimes evade their parents, supervisor, caregiver, or 
institutional setting and may be found wandering aimlessly or engaged 
in repetitive or bizarre behavior in public places or stores. 

 
2. Seizures - Some developmentally disabled persons, such as those 

suffering from autism, are more subject to seizures and may be 
encountered by police in response to a medical emergency. 

 
3. Strange and bizarre behavior - Strange or bizarre behavior may take 

innumerable forms prompting calls for service, such as picking up items 
in stores (e.g., perceived shoplifting), repetitive and seemingly 
nonsensical motions and actions in public places, inappropriate laughing 
or crying, and personal endangerment. 

 
4. Offensive or suspicious persons - Socially inappropriate or unacceptable 

acts, such as ignorance of personal space, annoyance of others, or 
inappropriate touching of others or oneself, are sometimes associated 
with the developmentally disabled who often are not conscious of 
acceptable social behavior. 

 

355 407



C. Handling and Deescalating Encounters.  Some persons with developmental 
disabilities can be easily upset and may engage in tantrums or self-destructive 
behavior or may become aggressive. Therefore, officers shall take measures to 
prevent such reactions and deescalate situations involving such persons in the 
course of taking enforcement and related actions. These include the following: 

 
1. Speak calmly; use nonthreatening body language.  Using a stern, loud, 

command tone to gain compliance will have either no effect or a 
negative effect on a developmentally disabled person.  

 
2. Keep the commotion down.  Eliminate, to the degree possible, loud 

sounds, bright lights, and other sources of overstimulation.  
  

3. Look for personal identification.  Look for medical ID tags on wrists, 
neck, shoes, belt, or other apparel.  

 
4. Call the contact person or caregiver.  

  
5. Prepare for a potentially long encounter.  Dealings with such a person 

cannot be rushed unless there is an emergency situation. 
 

6. Be attentive to sensory impairments. Many persons who have autism 
have sensory impairments that make it difficult for them to process 
incoming sensory information properly. For example, some may 
experience buzzing or humming in their ears that makes it difficult for 
them to hear. Should an officer identify a sensory impairment, he or she 
should take precautions to avoid exacerbating the situation: 

 
a. Don't touch the person. Unless the person is in an emergency 

situation (e.g., has been seriously injured or is in imminent peril). 
b. Don't interpret odd behavior as belligerent.  In a tense or even 

unfamiliar situation, these persons will tend to shut down and close 
off unwelcome stimuli (e.g., cover ears or eyes, lie down, shake or 
rock, repeat questions, sing, hum, make noises, or repeat 
information in a robotic way).  

c. Be aware of different forms of communication.  Some 
developmentally disabled persons carry a book of universal 
communication icons. Pointing to one or more of these icons will 
allow these persons to communicate where they live, their mother's 
or father's name, address, or what he or she may want.  

 
D. Taking Persons into Custody. Taking custody of a developmentally disabled 

person should be avoided whenever possible as it will invariably initiate a 
severe anxiety response and escalate the situation. Therefore, in minor offense 
situations, officers shall explain the circumstances to the complainant and 
request that alternative means be taken to remedy the situation. This normally 
will involve release of the person to an authorized caregiver. In more serious 
offense situations or where alternatives to arrest are not permissible, officers 
should consult with a supervisor.  
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1. Avoid the use of handcuffs and other restraints unless unavoidable. Use 

of restraints will invariably escalate panic and resistance. 
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BUDA POLICE DEPARTMENT 

Policy   9.1    Telecommunications 
Effective Date:   

Approved:            Bo Kidd          Kenneth Williams  
                                                  Chief of Police                 City Manager 

Reference: TBP: 9.01, 9.02, 9.03, 9.04, 9.05, 9.06, 9.07, and 9.08. 

 
 
I. POLICY 

 
Accurate communication is essential in the operation of any police department. The Hays 
County Sheriff’s Office (HCSO) Communications Center is a 24-hour operation designed to 
provide safety and security to police personnel and respond to the needs of the public and is the 
designated Dispatch service for the Buda Police Department. It is essential that every step in our 
communication process be conducted concisely, effectively and properly. 
 
II. PURPOSE.  
 
To establish guidelines for the proper response to calls received through the 911 System. 

 
III.  DEFINITIONS. 
 

A. 911: Enhanced 911 means when a 911 call is received, the address of the caller is 
displayed. The telephone number 911 is intended for emergency telephone 
communications to the department. (TBP: 9.05) 

 
B. Call-Taker: Any employee who answers an E9-1-1 telephone call. 
 
C. Unknown 911: That a call has been received on the E9-1-1 System and the caller 

will not or cannot communicate verbally with the call-taker. The address and 
telephone number of the caller will generally be available. 

 
D. Call-Taker Training Manual: The manual produced by the County 9-1-1 

Emergency District for the purpose of uniform training of call-takers within the 
district's jurisdiction and including this department. 

 
E. ANI: Automatic number identification and refers to the display on the call-takers 

screen of the callers telephone number when the E9-1-1 line is answered. 
 
F. ALI: Automatic location identification and refers to the display on the call-takers 

screen of the callers address when the E9-1-1 line is answered. 
 

IV.    GENERAL  
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A. The HCSO Communications Center operates 24 hours a day, seven days a week, 
and 365 days a year and has 24 hour two-way radio communication with all 
members of the department when operating in the field. (TBP: 9.01, 9.06) 

 
B. The Communications Center is a secure facility and no unauthorized personnel 

are allowed inside the facility without the express approval of the HSCO 
Communications Manager.  (TBP: 9.02)    

 
C. The Communications Center has an Emergency Back-up Generator for power 

and portable radios and cell phones for communications in the event of a power 
failure.  In the event of an extended power failure and in-coming 911 calls are at 
risk, the 911 calls shall be transferred to the San Marcos Police Emergency 
Operations Center and police and fire call response initiated by cell phone or 
portable radio systems.   

 
D. The HCSO back-up generator is maintained by a service contractor and receives a 

documented test monthly.  (TBP: 9.04.1)   
 
E. The dispatch consoles have a recording system that records all telephone and 

radio transmissions and allows for immediate playback if necessary. (TBP: 9.03.1) 
 

V.    COMPLIANCE WITH FCC RULES AND REGULATIONS 
 

A. Employees will comply with FCC regulations relating to the use of radio 
communications systems. 

 
B. Employees will follow established guidelines and procedures as outlined below: 

 
1. Communications involving the protection of life and property shall be 

afforded priority. 
 

2. False calls, false or fraudulent distress signals, unnecessary and unidentified 
communications, and the transmission of unassigned call signals are 
specifically prohibited.  

 
3. Employees shall monitor the frequency on which they intend to transmit for 

a sufficient period to ensure that their transmissions will not cause 
interference to others. 

 
4. Duration of radio transmissions must be restricted to the minimum practical 

transmission time. 
 

VI. RADIO COMMUNICATIONS 
 

A. Only English will be spoken. Clear, concise and controlled language will be used. 
Obscene, indecent, profane or slang language, horseplay and joking are not 
permitted. 
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B. Officers calling the station shall identify themselves by their assigned unit 
number. They should not continue the transmission until acknowledged by the 
dispatcher. 

 
C. Officers will give their unit number when responding to the dispatcher. 
 
D. Officers will advise the dispatcher of their arrival on the scene of a dispatched call 

using proper radio etiquette, or self-dispatch.  
 
E. Upon arrival and a quick evaluation of the scene, officers will notify the 

dispatcher if no other units are needed. 
 
F. If an incident is found to have occurred somewhere other than at the dispatched 

location, the officer will update their location by radio. 
 
G. Upon completion of a call, officers will clear the call in the proper manner via 

radio and immediately go back in service. 
 
H. Lengthy transmissions should not be made on the radio system's primary 

channels. Long transmissions should be done over a secondary channel when 
available, as a CAD message, or via a cell phone if available. Long 
transmissions should always be held to a minimum. 

 
I. Officers will not become engaged in an argument on the radio with dispatchers. 

Conflict between an officer and a dispatcher should be referred to the officers' or 
dispatchers’ immediate supervisors for resolution. 

 
J. Officers shall refrain from seeking advice from a dispatcher regarding a point of 

law, enforcement action, or department policy. Officers should consult their 
immediate supervisor on these matters.  

 
K. Communication with interacting agencies will be by telephone. Communication 

with Air Ambulances or Air One will be by radio or cell-phone as required.  
 

VII. EMERGENCY SITUATIONS  
 

A. Transmissions regarding emergencies (e.g., pursuits, serious crimes in progress, 
etc.) will be given priority over all other transmissions. Units not involved in the 
emergency will stay off the air until the situation has been resolved. 

 
B. When an "officer needs assistance" call is received, Communications will make a 

general broadcast to all units and if available assign another unit and a 
supervisor.   

 
C. Should the emergency continue, dispatchers may summon the aid of additional 

units from surrounding departments.    
 

VIII.    MONITORING RADIO CHANNELS 
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A. Field units will continuously monitor their primary channel.   
 
B. Investigative, support and special unit personnel will monitor the patrol channel 

when they are in the field. 
 
C. Supervisors and officers may monitor additional frequencies; however, they will 

remain available to their primary channel. 
 

IX.     RESPONSIBILITY OF SUPERVISORS 
 

A. Supervisors will carefully monitor and supervise the use of the radio to assist their 
officers as needed. 

 
B. Supervisors are responsible for the radio conduct of their subordinates and should 

immediately correct improper radio procedures. 
 
C. Supervisors may be assigned calls when other units are not available. 

 
1. When called upon by subordinates, supervisors will respond to any scene 

when requested.  
 

X.        MDT/MDC COMPUTER USAGE 
 

A. The Mobil Data Terminal/Computer (MDT/MDC) and Surface Pros are a part of 
the radio systems using frequencies licensed by the FCC. Rules concerning 
proper radio procedures also apply to use of the MDT and/or like computer 
programs such as Mobile CAD and Surface Pros. 

 
B. MDT/MDC/Surface Pros TLETS usage will only be conducted in patrol vehicles 

or work stations at the Buda Police Department. 
 
C. MDT/MDC /Surface Pros computers shall be locked while mounted in the patrol 

vehicle.   
 

XI. CALL HISTORY 
 
The following information will be created and maintained regarding each request for police 
services (call for service) and officer self-initiated activity and will include: 
 

A. Case or service number; 
 

B. Date and time of request; 
 

C. Name and address of complainant, if possible; 
 

D. Type of incident reported; 
 

E. Location of incident reported; 
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F. Identification of officer(s) assigned as primary and backup; 
 

G. Time of dispatch; 
 

H. Time of officer arrival; 
 

I. Time of officer return to service; and 
 

J. Disposition or status of reported incident. 
 

XII. ASSIGNMENTS OF CALLS FOR SERVICE 
 

A. Assignment of Calls for Service 
 

1. Units Available/Units Not Available 
 

a. Calls for service shall be assigned to the in-service officer 
responsible for the area in which the call is located. When area 
officers are not available, the nearest area officer will be selected. 
Officer safety and call priority will be the first consideration when 
selecting alternate area officers. 

b. Supervisors will monitor dispatching of calls and ensure that officers 
are, or quickly become, available to respond. 

 
2. Backup Units  
 

a. Backup units are assigned as necessary, to assist the responding 
officers, to ensure officer safety, to help secure crime scenes, and to 
check the area for suspects.  
 

3. General broadcasts can be used for DWI's, reckless drivers, auto theft 
information, warrant information, missing persons, serious weather, amber 
alerts and to alert officers of a pending call. 

  
XIII. WARRANT MAINTENANCE (TBP: 9.08) 

 
A. The Buda Municipal Court maintains the originals of all Class C warrants. Hays 

County Sheriff’s Office maintains the original of all criminal warrants 
originating from our department. 

 
B. New Warrant Entry 

 
1. Hays County Sheriff’s Office Staff will enter the warrant into the 

TCIC/NCIC as provided by the officer.   
 

2. Only authorized personnel are allowed access to the warrant files. 
 

C. Confirmation of Warrants 
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1. When an officer of this agency or any other agency requests a warrant 
confirmation, the supervisor on duty will attempt to locate the original 
warrant in the warrant file. 

 
2. If the original Warrant is located, the supervisor on duty shall confirm the 

presence of the Warrant and provide any identifying information such as 
description, driver’s license or other identifying numbers, to ensure the 
proper person has been stopped. 

 
3. Communications Officers will not confirm a warrant without physically 

locating the original of the warrant. 
 

D. Removal of Warrants 
 

1. It is the responsibility of the Communications Officer of the HCSO 
Communications Center to remove warrants from TCIC/NCIC when an 
arrest is made. For City of Buda warrants, the warrant return need simply 
to be filled out and returned to the Buda Municipal Court for removal from 
RMS. 

 
2. It is the responsibility of the on duty supervisor to make sure that all 

original, served, warrants are returned to the Buda Municipal Court. 
 

3. Original warrants that have been served by other jurisdictions shall be 
forwarded back to the originating officer for delivery to the appropriate 
court. 

 
4. Traffic and Class C warrants that have not been served within five years 

will be returned to the court for further disposition. 
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BUDA POLICE DEPARTMENT 

Policy   10.1    Prisoner Processing 
Effective Date: 10/1/2014  

Approved:           Bo Kidd          Kenneth Williams     
                                                  Chief of Police                City Manager 

Reference: TBP: 10.10, 10.12, 10.14, 10.15, and 10.22 

 
 
I. POLICY 
 
The Buda Police Department (BPD) does not maintain or operate a holding facility.  All 
persons taken into custody are taken directly to the Hays County Jail.  The policy of this 
department is to process prisoners without delay and safely transport them to the County Jail 
as soon as possible. 
 
II. PURPOSE   

 
To provide operational procedures for transport of prisoners to the Hays County Sheriff’s 
Office (HCSO) County Jail.  

 
III. GENERAL ISSUES 

 
A. Supervision 
 
The operational policies and supervision of the Hays County Jail is the 
responsibility of the Sheriff.  Members of the Buda Police Department will 
conform to the requirements the HCSO when processing prisoners for holding in 
their facility.  Any difficulties encountered by members of this department 
should be brought to the attention of a department supervisor as soon as possible. 

 
B. Processing Juveniles  
 
Juveniles taken into custody may be taken to the Buda Police Department for 

processing or may be transported to the Hays County Juvenile Detention 
Center.   

 
IV. FACILITY SECURITY  

 
A. Firearms and Weapons  

 
1. Weapons may be secured in an appropriate lock box or secured in the 

officer’s vehicle trunk prior to entering the facility. No firearms or 
other weapons are allowed in the jail area. 
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2. Weapons (that are not contraband) that are not part of an investigation 
but are part of prisoner’s property (with the exception of knives) will 
not be placed in prisoner’s property in the holding facility, but will be 
placed in the property room for safekeeping. 

 
V. PRISONER PROCESSING 

 
A. Prisoner Control and Security 
 

1. All arrested persons shall be thoroughly searched for weapons and 
contraband at the scene of the arrest prior to being placed in any 
police vehicle. Any contraband located on the arrested person is 
considered evidence, is seized, and properly secured as evidence. Any 
property removed from a suspect shall be securely maintained by the 
arresting officer and released to the custody of HCSO jail staff when 
the individual is booked into the Jail. (TBP 10.10) 

 
2. Officers will take extra precautions to ensure that all items taken from 

a prisoner in the field are turned over to the County for safekeeping 
and release to the individual when they are released from Jail.  

 
3. Persons arrested by this agency may be transported to the BPD for 

paperwork processing prior to transport to the HCSO Booking.  At no 
time will any person arrested or detained be left alone while in 
custody in the police vehicle or while in the department facility. 

 
4. Persons to be detained at the BPD should be escorted into the facility 

through the side door unless a circumstance exists that would 
necessitate entry through the front door. 

 
5. Once paperwork is completed and signed, officers will then transport 

the arrested person to the HCSO Booking facility without delay.     
 

B. Juvenile Detentions  
 

1. If a child is detained and transported to the BPD they are only detained 
in the area designated as Juvenile Processing Office. Under no 
circumstances will a child who is in custody be left unsupervised. All 
children held at the police facility shall remain out of sight and sound 
of adult prisoners. 

 
2. A child who is being held for a status offense (a crime only committed 

by a juvenile) shall not be detained in a secured area or any locked 
room. Status offenders are held in non-secured areas, out of sight and 
sound of adult prisoners.  

 
C. Strip Searches (TBP: 10.14) 
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1. Strip searches are never performed in the field and are only performed 
with the assistance of HCSO personnel in the County Jail after 
approval of a department supervisor and County Supervisor. Strip 
searches may be requested when officers have reasonable cause to 
believe the prisoner(s) may be concealing a weapon, drug, or other 
contraband.   

 
2. Strip searches are conducted in the manner prescribed by the HCSO 

procedures. 
 

3. Strip searches are documented in the arrest report along with the 
officer’s justification for such search.  

 
D. Body Cavity Searches (TBP: 10.15) 

 
1. Body cavity searches are never performed in the field and if requested 

and approved, are only conducted by competent medical personnel in 
compliance with County procedures. If an officer has reasonable cause 
to believe a body cavity search is needed to detect weapons, drugs, or 
other contraband, the following procedures apply: 

 
a. The on duty or on-call police supervisor is notified 
b. A search warrant is secured 
c. The detainee is transported to an appropriate Medical facility 
d. The search is conducted by the on-duty emergency room 

physician, while officers stand by to take control of any evidence 
and provide security to the physician conducting the search. 

 
E. Medical Attention (TBP: 10.12) 
 

1. Should an arrested person have obvious injuries, complaint of injuries, 
or illness, the arresting officer will ensure the individual is examined 
by either EMS personnel or medical personnel once they arrive at the 
HCSO Booking facility 

 
2. If the severity of medical conditions is unclear or if a prisoner requests 

medical attention, he shall be transported as soon as possible to a 
medical facility for evaluation.  If available, the arresting officer shall be 
responsible for transporting the prisoner to the medical care facility and 
security of the prisoner while at a designated medical care facility. 

 
F. Arrest Reports 

 
1. All arrested individuals will have an Arrest Report and Affidavit 

completed using the computerized offense and arrest report system.   
 

2. Arrest reports, and affidavits contain information about the offense and 
the probable cause to believe the person committed the offense or a 
reference to an offense report where such information is provided. 
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3. All arrest reports and related offense reports will be completed by the 

arresting officer prior to end of shift and copies turned into the 
departmental supervisors.  

 
G. Receiving Prisoners from Other Agencies 

 
1. Prior to accepting prisoners from other agencies, the receiving officer 

ensures the following: 
 

a. Positive identification of the detainee 
b. Positive identification of the officer delivering the prisoner 
c. Requesting officer required to provide telephonic or written 

confirmation of the reason for the incarceration. (Copy of 
Offense report, arrest report, warrant and bond information if 
any)                  

d. Ensuring an offense has occurred and authority for arrest exists. 
 

H. Transportation of Prisoner to other Agencies 
 

1. Officers transporting prisoners to other agencies will ensure they: 
 

a. Comply with the other agencies’ rules including locking up all 
weapons prior to entering the facility. 

b. Ensuring the prisoner remains handcuffed until released to their 
custody. 

c. Provide the receiving agency with all necessary paperwork and 
prisoner’s property. 
 

2. Officers picking up prisoners from the county will inquire about any 
physical or mental problems the prisoner may have. All of the 
prisoner’s property will be signed for by the prisoner and provided to 
the transporting officer for safekeeping. (TBP: 10.10) 

 
VI.  PRISONER RIGHTS 
 

A. Access to Consul (TBP: 10.22) 
 

1. Detainees are asked their Citizenship. Should a detainee be other than a 
U.S Citizen, the detainee will be asked by the arresting officer if they 
wish their Consul to be notified. If so, the Consul is notified by 
Communications using the list of Consuls maintained. Notification or 
refusal is noted in the arrest report.  

 
B. DWI Blood Tests 

 
1. Suspects arrested for DWI have the right to request a Blood Test by a 

physician within two hours after their arrest per TRC 724.019.  
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BUDA POLICE DEPARTMENT 

Policy   11.1   Municipal Court Operations     
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams  
                                                  Chief of Police                City Manager 

Reference: TBP: 11.01, 11.02, 11.03, 9.08 

 
 

I. POLICY 
 

Proper security and decorum in the City of Buda Municipal Court is necessary for the proper 
administration of justice and for the protection of court personnel and the public.  Regardless of 
the level of offense, court hearings can be emotionally charged and proper restraint must be 
maintained.  The Buda Police Department provides officers to serve as Bailiffs for the 
Municipal Court and to ensure the proper security and protection of court personnel. 

 
II. PURPOSE 

 
The purpose of this order is to establish guidelines and procedures for security of The Buda 
Municipal Court. 

 
III. ORGANIZATION AND STAFFING 

 
A. The Buda Police Department is responsible for municipal court security when 

the court is in session. The department is also responsible for the emergency 
operation plans for incidents occurring in the court. 

 
B. Only officers that have been trained in Bailiff Operations and this policy 

should serve as the Bailiff. Officers will wear uniform issued to them by the 
Buda Police Department unless otherwise directed by the presiding Judge.  

 
IV. OPERATIONS  (TBP: 11.01) 

 
A. The assigned Bailiff shall arrive and be ready for duty prior to the court going 

into session.   
 
B. The assigned Bailiff will attend all sessions of the court (unless dismissed by 

the Judge) to ensure the following: 
 

1. See that all defendants, witnesses and observers are seated prior to the 
entrance of the officers. 
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2. Place a copy of “not guilty” court procedures to defendants on the 
defendants’ table.  

 
3. Enforce the rules of the court (posted at the entrance of each courtroom). 

Preserve order and decorum while the court is in session. 
 

4. Maintain proper procedures during jury trials, maintaining security of the 
jury room, and seeing to the needs of jurors and witnesses. 

 
C. During judiciary proceedings, the assigned Bailiff may be directed by the 

Presiding Judge to place an individual under arrest. The use of physical 
restraints to affect such custodial detentions is at the discretion and direction 
of the presiding Judge. 

 
D. Any officer of the Buda Police Department may arrest and handcuff any person 

inside the courtroom while court is in session if: The Municipal Judge directs 
the Court Bailiff to arrest, The Court Bailiff witnesses a crime in his presence 
or recognizes the person to be a known fugitive from justice; in the courtroom 
while court is in session, or when necessary to restrain the person for officer 
safety/public safety. 

 
E. In cases where high-risk persons are brought to the courtroom for any reason, 

such persons may be restrained as necessary.  The Bailiff shall carry 
handcuffs during court sessions.  Waist chains and leg irons are available to 
the assigned Bailiff. 

 
F. The Bailiff also ensures the security of the Court operations by: 

 
1. Conducting a physical inspection of the courtrooms prior to each session 

and after the last session of each day. 
 

2. Make a walk-through of the building, assisting with the security of the 
Court Clerk’s office areas. 

 
V. COURT SECURITY PLAN 

 
A. Facilities and Equipment (TBP: 11.02) 
 

1. The Municipal Court Judge and Court Clerk have access to a telephone, 
via personal cellular phone, located on their person in the courtroom. 

  
2. The Bailiff shall be equipped with a portable police radio.  

 
3. The Bailiff has access to a flashlight in case of a power failure.  

  
4. Fire extinguishers and flashlights are maintained in each courtroom, the 

Court Clerks area and the building lobby. 
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B. Pre-Session Inspection 
 

1. The Bailiff arrives at least ten minutes prior to the court convening. 
 

2. The Bailiff conducts a physical inspection of the courtroom prior to and 
after court and ensures the following: 

 
3. The courtroom is free of weapons and contraband; 

 
4. Restraining devices are present and concealed; 

 
5. Emergency doors in the courtroom are free of obstructions; 

 
6. Lighting is adequate (emergency lights are activated in the event of a 

power failure); 
 

7. All public entrances are open and free of obstructions; and 
 

8. All communications equipment is checked. 
 

C. Courtroom Operations 
 

1. Judges enter and exit the courtroom through the back doors of the 
courtroom. 

 
2. The public enters and exits the courtrooms only through the main doors 

leading into the gallery. 
 

3. The Bailiff remains in the courtroom at all times unless otherwise 
directed by the Judge. 

 
4. Bailiffs and peace officers are the only persons authorized to carry 

weapons in the courtroom.  If the Bailiff believes a person may be 
carrying a weapon, the Bailiff may conduct a pat down search for officer 
and public safety.  If a person refuses a search in this manner, they must 
leave the courtroom.  During particular trials, or during periods of 
security concerns, the Judge may request all persons entering the 
courtroom be scanned for weapons. 

 
5. Contraband taken into the courtroom for evidence purposes remains in 

the possession of the testifying officer unless otherwise directed by the 
Judge. 

 
6. At the discretion of the Presiding Judge, or at the discretion of the Bailiff, 

briefcases and purses may be searched. 
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D. Unusual Occurrences 
 

1. In the event of an unusual occurrence, the Bailiff assumes control and 
requests additional police, fire, or medical assistance as the 
circumstances require. 

 
2. Medical Emergencies in the Courtroom 

 
a. First Aid Kits are located in the office areas to the right and left of 

the courtroom (break room). 
b. All requests for medical assistance or additional security call in to 

9-1-1 or to the dispatch center. 
c. In the event of a medical emergency, the Judge orders all 

proceedings stopped. 
d. If the medical emergency involves a person who is in custody, the 

Bailiff maintains security and requests medical assistance and may 
request additional police officers. 

e. If the medical emergency involves a court participant or spectator, 
the Bailiff maintains security of any prisoners that are present and 
provides any assistance possible.  The Bailiff will contact the 
dispatch center via radio and requests the proper assistance. 

f. If a supervisor is present, they shall assume control and direct the 
actions of the Bailiff, responding officers, and other personnel. 

g. The Buda fire department and ambulance service or first 
responders provide emergency medical service. 

h. The Bailiff shall be responsible for all police reports necessitated 
by a medical emergency and may direct other officers present to 
write a supplement if necessary.   
 

3. Fire Evacuation Plan 
 

a. Prior to court convening, the Bailiff conducts a physical inspection 
to ensure that all doors are functioning and free of obstructions. 

b. In the event of a fire in the courtroom or city hall complex, the 
Bailiff assumes control of the courtroom evacuation. 

c. Those persons present in the courtroom are instructed to exit 
through the nearest exit door and out the building through the 
nearest public entrance. 

d. All calls for fire emergencies are made to 9-1-1 or directly to the 
Hays County Sheriff’s Office dispatch center. 

e. A Fire Evacuation Chart is posted at the rear of the Courtroom near 
the exit. (TBP: 11.03) 
 

4. Bomb Threats 
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a. In the event of a bomb threat, the Bailiff notifies dispatch 
immediately and evacuates the court. It will be the discretion of the 
on-duty supervisor to evacuate the rest of the building.   

 
5. Hostage Situations 

 
a. The Bailiff will notify dispatch and make every attempt to isolate 

the actor(s) and, if possible, evacuate and secure The Court Room. 
b. Field personnel will be dispatched to the City of Buda City Hall 

and establish and secure a perimeter. 
c. It will be the discretion of the on-duty supervisor to evacuate the 

rest of the building.  Once completed the on-duty supervisor will 
contact the Chief of Police or designee and discuss the situation 
and if needed contact additional Law Enforcement agencies for 
assistance.    
 

6. High-Risk Trials 
 

a. The Municipal Court has jurisdiction only over Class “C” 
misdemeanor offenses.  The majority of business conducted relates 
to traffic offenses. 

b. Persons in custody are not normally brought to the Court Room, 
and trial defendants are not in police custody. If a trial or 
arraignment should pose a possible threat to the Judge, Jury, or 
Participants in a proceeding, the Judge or Prosecutor notifies the 
Bailiff to take additional precautions. If the Judge deems a trial to 
be high risk, the Bailiff will consult with the Chief of Police and 
assess the need for further staffing. 
 

VI. ANNUAL REVIEW OF COURT OPERATIONS 
 

A. An assigned Bailiff, and or his designee and the Court Administrator conduct 
an annual security inspection of the Municipal Court facilities. If a structural 
change in the building occurs, an additional inspection is required. The 
inspection includes, but is not limited to, the existence, adequacy, and 
working condition of:  Alarms; Communications equipment; Fire 
extinguishers; Medical emergency items; Emergency light sources; Exterior 
lighting; Emergency exits, and Emergency Evacuation Plan. 

 
B. The assigned Bailiff and Court Administrator also review the Fire Evacuation 

and other emergency operations plans with all court employees. (TBP: 11.03.1) 
 
C. A copy of the inspection and training is forwarded to the Municipal Court 

Judge and the Chief of Police. 
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VII. WARRANT MAINTENANCE: CLASS C MISDEMEANOR   
 

A. The Warrant Officer, Court Administrator has the duty of entering and 
removing all original Class C Misdemeanor warrants of arrest.  

 
B. During normal business hours, all Buda Municipal Court warrant of arrest can 

be confirmed by contacting the court administrator.  
 
C. No Class C Misdemeanor warrant of arrest shall be entered into TCIC/NCIC 

unless directed by the Chief of Police or his/her designee.  
 
D. All Class B and above warrants of arrest shall be physically taken to the Hays 

County Sheriff’s Office Warrant Division to be entered by HCSO staff into 
TCIC/NCIC. The Hays County Sheriff’s Office shall maintain the original 
warrant of arrest until it is executed by arrest or recalled by the issuing court. 

 
E. During normal business hours any local Buda warrants will be confirmed by 

contacting the Buda Municipal Court.  
 
F. The Class C municipal warrants may be audited by the Court Administrator 

yearly or as directed by the Chief of Police or the presiding municipal court 
judge. (TBP 9.08) 
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BUDA POLICE DEPARTMENT 

Policy   12.1    Property  and Evidence Management 
Effective Date:   

Approved:            Bo Kidd          Kenneth Williams  
                                                  Chief of Police                 City Manager 

Reference: TBP: 12.01, 12.03, 12.04, 12.05, 12.06, 12.07 and 12.08 

 
 

I. POLICY 
 
Proper documentation, collection, preservation, and submission of physical evidence to forensic 
laboratories may provide the key to a successful investigation and prosecution.  Through 
evidence located at the scene, suspects are developed or eliminated, investigative leads are 
established, and theories concerning the crime are substantiated or disproved.  The purpose of 
Property and Evidence Management is to maintain those property items coming into the 
possession of the department in such a manner as to secure them from theft, loss, or 
contamination, and to maintain then for easy retrieval as needed. 

 
II. PURPOSE 
 
The purpose of this order is to establish property room procedures for Buda Police Department 
personnel and protect the integrity of the Property and Management system. 

 
III. ORGANIZATION AND ACCOUNTABILITY 
 

A. The Chief of Police, or his designee will appoint a primary and alternate property 
custodian. The property custodian is responsible for maintaining security and 
control of property and evidence that the department acquires through normal 
duties and responsibilities. The alternate serves as backup property custodian and 
establishing two-person integrity when the situation allows. 

 
B. Throughout the remainder of this document the term “property custodian” refers 

to both the primary and alternate.   
 
C. The property custodian reports to the Chief of Police, or his designee 
 
D. The Property custodian shall satisfactory complete a TCOLE approved basic 

course on the management of the property function, on the job training, and 
other related training courses, seminars and/or conferences as appropriate. The 
primary Property custodian shall be certified by the Texas Association of 
Property and Evidence Inventory Technicians; the certifying agency for the 
state. 

 
E. Duties Responsibilities 
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1. The primary duty of the property custodian is to log, classify, store, 
dispense, destroy, and release property and evidence to its rightful owner, 
for court presentation and/or for destruction or auction. Additional duties 
include, but are not limited to the following: 

 
a. Maintain evidence or property in such a manner that the individual 

items are secure from theft, loss, or contamination, and can be 
located in a timely manner.  

b. Maintain property reports and other documentation associated with 
the “chain of custody” for all property. 

c. Ensure the timely and legally correct notification of owners and 
release/disposal of property recovered, found, or seized by the Police 
Services. 

d. Operate computer terminals to access information regarding case 
dispositions and other related information involving the classification 
and proper disposition of property /evidence. 

e. Coordinate the disposal of unclaimed and/or surplus property and the 
special disposal of narcotics, weapons, explosives, and hazardous 
materials pursuant to law. 

f. Release of property for court, auction, disposal, or person legally 
entitled to the item. 

g. Provide training to department personnel regarding the appropriate 
logging, packaging, documenting, and storage of property and 
evidence. 

h. Provide effective liaison between the department and local, county, 
state and federal law enforcement agencies. 

i. Represent the department while attending state and local associations 
involved with the management of property and evidence. 

j. Stay abreast of local, state, and federal law involving property and 
evidence handling. Recommend and facilitate appropriate changes. 

k. Maintain a clean and orderly property storage facility 
. 

IV. FACILITIES SECURITY (TBP: 12.04) 
 

A. Access  
 

1. Access to the property room and all other temporary or long-term property 
storage areas is restricted to the Property custodian and those authorized by 
the Chief of Police.  All other entry into the property room will be escorted 
by an authorized person and noted in the property room entry log by 
signing in and out of the property entry log in the space provided. 

 
2. Property or evidence is only removed from its storage location by the 

property custodian or the authorized designee.  
 

3. The doors, gates, or other closure devices to any storage area are secured 
whenever the property custodian or other authorized personnel leaves or 
are not present. 
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B. Key Control 
 

1. Property room personnel may not relinquish property room keys, 
combinations, or alarm codes to anyone other than authorized personnel. 

 
2. When property custodians leave their assignment, the Chief of Police or his 

designee ensures that all locks, combinations, and codes are changed. 
 

3. New locks are installed in the event that a key is lost or security is otherwise 
compromised. 

 
C. Alarms and Other Security Systems 

 
1. Firearms storage is separate from other property in the property room, 

secured in the safe or long gun storage area. The room remains locked at 
all times unless property is being stored, removed, or inventoried. 

 
2. Controlled substances storage is separate from other property in the 

property room and secured in the Controlled Substance area. This area 
remains locked at all times unless property is being stored, removed, or 
inventoried. 

 
3. Money is separate from other property in the property room and secured in 

a locked area. The area remains locked at all times unless property is being 
stored, removed, or inventoried. 

 
V. CATEGORIES OF PROPERTY   
 

A. For the purpose of these procedures, property in police custody falls into these 
categories: 

 
1. Evidence - Any item, substance or material related to a charge that has been 

filed, or to a matter that is being investigated for the filing of charges. 
 

2. Safe Keeping - Non-evidentiary property in custody for temporary 
protection on behalf of the owner. 

 
3. Abandoned Property - Property, including property initially submitted as 

evidence but is no longer evidentiary, whose owner is known. The owner is 
no longer at the last known address or phone number, or the owner refuses 
to claim the property after sufficient notification. 

 
4. Found Property - Non-evidentiary property, including property initially 

submitted as evidence but is no longer evidentiary, whose owner is 
unknown or has not made them known.   
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VI. DOCUMENTATION & RECEIPT OF PROPERTY  (TBP: 12.01) 
 

A. Documentation of Property   
 

1. Officers shall inspect property to determine its evidentiary value before 
deciding to seize it.  Items with no apparent evidentiary value should not 
be seized.   

 
2. Personal items belonging to an individual taken into custody will be 

turned over to the Hays County Booking Officer. Items left in a 
vehicle will be inventoried on the Impound sheet in accordance with 
applicable Policy and Procedures for vehicle impounds.  Personnel 
items should never be logged into the evidence room. Exception would 
be a firearm taken from a vehicle for safekeeping, owner shall be 
notified as well as documented on impound sheet.  

 
3. Officers taking property into evidence shall document the property in an 

incident report.  Using the property section of RMS that report will 
contain a description of the item, along with all other pertinent details of 
how the item came into possession. The report must also include 
complete information on the person who found the property, or from 
whom it was seized or recovered. 

 
B. Receipt of Property  

 
1. The Property custodian provides a receipt and or release form to any person 

when taking property regardless of the classification of that property. 
 

C. Computer Inquiry & Entry 
 

1. Officers will make the appropriate inquiries to the TCIC on all serialized or 
identifiable items collected or seized prior to placing the item into 
evidence. This determines if the property is reported stolen or otherwise 
entered into the statewide system. 

 
2. Dispatch will verify all "hits" prior to confiscating the item. After 

verification, a dispatcher sends the "locate" information. 
 

3. The offense and property report reflects the status of the property items. The 
report also indicates that a "locate" was sent to the originating agency. It is 
the originating agency’s responsibility to update the TCIC information 
from stolen to recovered status. 

 
D. Property  Forms 

 
The property and evidence function requires the use of the following forms:  

 
1. Evidence Bags and Boxes 
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a. Evidence Bags and boxes serve as the primary method for submitting 
property into evidence.  A listing of the case number, date, location, 
applicable names, description of property and officer's name and ID 
number properly identify the property and its origin. 

b. Property Tag.  Officers will affix a property tag securely to items that do 
not fit into evidence bags or boxes. This tag designates the case number, 
date of submission, and name and ID number of the submitting officer. 

c. Cash or Jewelry Inventory.  This form serves as the sole method for 
logging cash or jewelry into the property room. Checks, credit cards or 
other negotiable items do not require the use of a money envelope. The 
Property custodian does not accept money not packaged or logged 
appropriately, according to the following procedures: 

i. Itemize money by denomination, listing subtotals and total 
amounts. 

ii. All money logged into the property room requires at least two 
officers or employees to verify the count. 

iii. All money envelopes must contain at least two signatures 
verifying the amount listed and enclosed. The entering officer 
and verifying officer sign their names and numbers to the front of 
the envelope, seal the envelope with tamper-proof security tape. 
Both then initial the back of the envelope prior to entering it into 
the property locker. For accuracy, conduct two separate counts 
on large amounts of cash. 

iv. Extremely large amounts of coin and/or currency seized which, 
because of the container or quantity of money, make it 
impractical to package in a money envelope (e.g., coins stored in 
a large piggy bank or bottle, large amount of bills in a briefcase 
or satchel, etc.).  In those rare cases, it is acceptable to log the 
container as is. However, the need for a money count and money 
form still applies. Officers submitting the money secure the 
container with evidence tape to prevent tampering and tape the 
money form to the container. 

v. Suspected counterfeit bills require a money form, but have no 
cash value. Make a notation on the outside of the money 
envelope reflecting that the contents contain suspected 
counterfeit bills.  Counterfeit currency will be turned over to the 
United States Secret Service as soon as practicable.   

vi. The money form is not for foreign currency. If used, the outside 
of the envelope reflects that the envelope contains foreign 
currency. 

d. Property Receipt Form.  The Property Receipt Form serves as a receipt 
for property taken into custody and documents the release of property to 
other entities. The Property Release Form also authorizes the release of 
property. No property is released without a completed Release Form. 
 

VII. LOGGING PROPERTY  & EVIDENCE 
 

A. Found or recovered property being held by an officer may be released to the 
rightful owner at any time without it passing through the property room.  If an 
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officer conducts a field release of property it shall be done on video / body 
worn camera, to protect the officer and owner of the property.  Property 
releases will be documented in a report, or supplement.  Original documents 
should be submitted to records and may be scanned into the related files as 
needed.  

 
B. Officers who seize property and are able to determine ownership in the field may 

release the property immediately to the owner if the property is not needed for 
prosecution in a criminal case.  Officers should make contact with the 
investigating officer to determine prosecutorial need.  If the property can be 
released in the field, the officer will complete a Property Release Form and have 
the owner sign for receipt of the property.  The form will be turned in to the 
property room where the property custodian will enter the property into the 
system and show it released in the field.  The Property Release Form will be 
forwarded to CID for inclusion in the case file.  (TBP: 12.06) 

 
C. Property that is seized by officers and not immediately released to the owner will 

be entered into the computer system and secured in the property room as soon 
after seizure as possible. Personal lockers, files, or desks are not approved 
storage for property or evidence items. Officers will log all property and 
evidence into the evidence locker before the end of their shift.  (TBP: 12.03) 

 
D. Maintaining property /evidence in a case file may be acceptable when it is 

necessary for the proper investigation of the case by the assigned detective; 
however, the property /evidence must first be logged into the property system 
and then signed out. The detective signing out the property/evidence is 
responsible for the evidence until returning it to the property room. The detective 
is also responsible for the integrity of the evidence while checked out. 

 
E. Marking and Packaging  

 
1. Firearms. Firearms will be packaged in boxes securing the weapon using 

the holes in the box. The submitting officer will ensure the weapon is 
safe and unloaded.  As appropriate, magazines will be removed, 
cylinders will be opened, and the safety engaged.  A nylon tie should be 
placed through the chamber/cylinder to prevent accidental closure. 
Relevant data will be put on an evidence tag and affixed to the weapon 
by string/ties.  

 
a. Firearms that are found property will be entered into the NCIC 

database as a recovered gun (ERG) by Dispatch and a copy of the 
NCIC return will be placed in the locker with the item. 

 
2. Sharp Instruments. Razors, scissors, knives, broken glass, needles, or 

anything else that could reasonably cut or puncture an individual must 
be encased before being submitted. Cardboard wrapping or a knife box 
will be used. Boxes will be reused so the only time markings or a seal 
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will be made is if the item is needed for further investigation or analysis 
or in the case of a felony. Relevant data will be put on an evidence tag 
and affixed to the weapon by string/ties or taped inside the box if the tag 
cannot be affixed to the item.  Pocket/folding knifes will have tape 
placed around the knife as to prevent the knife from opening accidently.    
 

3. Biohazards. Officers will utilize appropriate personal protection measures 
when handling biohazard materials. 

 
a. Blood stained items require caution due to the possibility of 

disease and contamination. Blood stained items should be air dried 
before being packaged in paper. In the event that and item is 
dripping fluids, paper will be placed under the item to absorb the 
fluids and that paper will be included with the item after it has 
dried as evidence. All biological evidence will be packaged 
separately to avoid cross contamination. If evidence is left in a 
secure environment to dry and is not able to be packaged before 
the end of shift, the supervisor and property custodian will be 
notified in writing.  

b. Items received from a lab or medical facility that contains 
biological evidence will be requested to provide instruction on the 
proper storage and if refrigeration/freezing is warranted. 
Officers/employees taking custody of the evidence will be 
responsible for obtaining that information. 

c. Items that are air dried should be protected from direct 
sunlight/UV exposure.  Forced heat will not be applied to any 
evidence in an attempt to speed up the drying process of any items 
that will be submitted for DNA testing.  

 
4. Currency: 
 

a. All bills will be sorted by denomination. 
b. Currency will be counted by the collecting officer and recounted 

by a second officer before being packaged in a currency envelope. 
Both officers will mark the integrity seal on the package before 
submitting to the property room. If the currency is of a value 
greater than the denominations, such as collectable or rare, the 
package will reflect the face value of the currency and the officer 
will note in their report the circumstances that lead them to believe 
the value differs from the face value. 

c. Incident reports will list the amount and denominations of currency 
seized.   
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d. The property room may have currency deposited into a bank 
account. The property room will maintain a log showing the 
amount, the case number, date of deposit, and signature of persons 
taking the currency for deposit. Cash seizures from narcotic related 
cases are deposited using a deposit slip from the Hays County 
District attorney per agency agreement. 

 
5. Fireworks/Flammable/Explosives/chemicals 

 
a. Photograph all fireworks seized as evidence and include and index 

card in the photo that clearly indicates the case number that they 
are associated with. 

b. Destroy the fireworks by soaking them in water for 24 hours, then 
place the soaked fireworks into a Ziploc or other plastic bag before 
disposing of them.  

c. Flammable chemicals, explosives, compressed gas/aerosol, 
corrosives and similar hazardous materials will not be accepted 
into the property room. In the event that such items come into the 
possession of the department, the Property Room will be consulted 
by the recovering officer(s), the investigative section and other 
department staff to come up with a viable solution.  

 
6. Food/Perishables 
 

a. Photograph items recovered and enter the photo into evidence. 
b. Return the item(s) back to the owner or destroy if the owner is 

unknown. 
c. Do not attempt to store perishable items. Food items that attract 

insects, mice or ant should never be submitted into the property 
room. 

 
7. Found Property 
 

a. Items that have been intentionally abandoned by their owners are 
not found property under this section.  

b. Found property will be packaged in an acceptable manner for the 
item and submitted to the property room for storage. All available 
information that could identify the owner of the property will be 
documented in the report. 

c. Any drugs, currency or jewelry that is found property will be 
handled and packaged in the same manner as if it was evidence. 

d. Property will be checked for “stolen” if the necessary identification 
information is available before submitting it to the property room. 
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A print out of the transaction from Dispatch must be included with 
the property. 

 
 
 

9. Bicycles 
 

This section refers to bicycles that are evidence to a crime, such as a stolen 
bicycle or bicycle used in a crime. 

 
a. Will be securely stored in the police garage behind the Police 

Department and tagged with a paper evidence tag. 
b. Notification will be made to the property room that a bike has been 

entered and the property room will take steps to provide a more 
permanent method of identification that will withstand the outdoor 
elements. 

c. In the event that a bicycle need further processing, the bike may be 
temporarily placed in the property room to protect it from the 
elements. 

 
10. Jewelry/Precious Metals 

 
a. Photograph all jewelry before packaging the item. 
b. Place all items in a separate container/bag. 
c. Do Not list jewelry as gold, silver, diamond, ext. Jewelry should 

be stated as being gold in color, silver in color, clear stone ext. or 
as appropriate. “Miscellaneous Jewelry” will not be accepted into 
the property room.    

 
11. Large Items. 
 

a. Large items that cannot fit into a locker or be packaged can be left 
in the locker area providing that this would not jeopardize the case 
by violating the integrity of the evidence.  

b. Items that are not packaged may have an evidence tag affixed to 
the item itself. (example, Keg shell) 

c. In the event that the item needs its integrity intact, Section 3 of 
“Availability of 24 Hour Secure Facility” shall apply. 

d. Extremely large items and vehicles may be placed in the garage in 
the rear of the department. Upon doing so, the officer will seal all 
doors to the garage with tamperproof evidence tape and an 
integrity seal. A notice should also be posted on the doors advising 
all persons that the area is off limits due to evidence storage.  
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VIII. TEMPORARY STORAGE FACILITIES  
 

A. After property is marked for identification and packaged, officers deposit the 
property  into one of the following temporary storage areas: 

 
1. Storage Lockers: Individual property lockers are located in the wall of the 

property room.  
 

2. Bicycles: All bicycles may be stored in the secure police garage, located 
behind the police department.  Bicycles shall be marked as evidence in a 
crime. 

 
3. Large Items: All large items may be stored in the police garage, the secured 

parking area of the Police Dept. or public works.  
 

IX. PROPERTY  ROOM COLLECTION, INVENTORY & STORAGE 
 

A. Property  Collection 
 
1. On a daily basis the Property custodian will inspect all storage lockers to 

remove and process all property items. 
 

2. The Property custodian will also complete the following:  
 

a. Stores each item in the approved locations. 
b. Arrange for transportation to the laboratory for examination as 

required, and 
c. Arrange for destruction, release to owner, auction or other authorized 

disposition as appropriate. 
 

B. Property  Inventory 
 

1. The Property custodian accounts for every item submitted into the property 
system.  This process begins at intake. 

 
a. The property custodian compares items listed on the property forms 

with those actually found in temporary storage. If any item is 
missing, the Property custodian immediately notifies the on-duty 
supervisor. The submitting officer and/or supervisor then correct the 
discrepancy. 

b. If the property custodian cannot find a missing item(s), he enters the 
item into the “Unable to Locate” (UTL) file and notifies the Chief of 
Police via email, explaining the circumstances surrounding the 
missing property. The supervisor forwards a copy of the email to the 
employee’s supervisor. Property connected to the case will not be 
processed until the missing item(s) are found or the discrepancy has 
been corrected. 

 
C. Improperly Submitted Property – “Right of Refusal” 
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1. Officers submit every item into property in a safe and thorough manner 

consistent with these guidelines and policy. 
 

a. The property custodian has the authority to refuse acceptance of any 
property item submitted in an unsafe, incomplete, or otherwise 
improper manner as defined in this manual. 

b. The property custodian SHALL NOT accept any money or 
controlled substances in which the seal, envelope, packaging or 
container has been opened, tampered with, or otherwise improperly 
submitted. 

c. The property custodian will immediately notify the on-duty 
supervisor, who will follow up with the submitting officer's 
supervisor.  

 
2. Property Management.  Nothing in this manual prevents the property 

custodian from organizing property as deemed necessary for the efficient 
operation of the property function. 

 
D. Disposition of Property  

 
1.The property custodian updates the status of all property retained in 

inventory as necessary. 
 

2.The property custodian retains a complete “hard copy” file on each piece of 
property as a back up to this computer system. The backup files facilitate 
regular inspections, audits and inventories. 

 
3.TCIC / NCIC 

 
a. Upon request, dispatch personnel check property items with serial 

numbers in the TCIC/NCIC system. 
b. In all cases when a releasing a firearm, detectives conduct a criminal 

history check of the person receiving the weapon. This establishes 
whether restrictions exist that prevent the release of the firearm to 
that individual. Additionally, detectives request a stolen check 
through TCIC/NCIC to confirm that the status of the firearm. 

 
X. PROPERTY  & EVIDENCE RELEASE GUIDELINES 
 

A. Persons Authorized to Release Property   
 

1. The following persons may authorize the release of property under the 
provisions of this manual: 
 

a. The investigating officer, assigned investigator, or the investigator’s 
supervisor, 

b. The Chief of Police, 
c. A magistrate, 
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d. The District Attorney’s Office, and 
e. In cases of found property and property impounded for safekeeping, 

the impounding officer. 
 
 
 

B. Release Authority  
 

1. A court order is required for the release or disposal of property seized 
pursuant to a search warrant. 

 
2. Court action involving all suspects must be final and the District Attorney’s 

Office must approve the release. 
 

3. All evidence or property collected in homicide cases is stored until the 
death of the defendant(s) or 99 years from the date of incident. 

 
4. Upon the Chief of Police’s approval, the property custodian may dispose of 

property on no-lead cases after the statute of limitations is past. The Statute 
of Limitations for felonies is as follows: 

 
a. No Limit Murder, Manslaughter, FSRA with Death 
b. 10 Years Theft of Estate by Administrator, Theft by Public Servant, 

Forgery, 
c. Indecency with a Child, Injury to a Child , Sexual Assault 
d. 7 Years Misapplication of Fiduciary Property  
e. 5 Years Burglary, Theft, Robbery, Arson, Kidnapping, Abandoning a 

Child 
f. 3 Years All other felonies. 

 
5. The District Attorney approves of property disposed or released purely in 

the interest of justice when the statute of limitations has not expired. This 
applies to any felony or misdemeanor case. 

 
6. The Property custodian retains any property requested for civil litigation 

until approved by the Chief of Police. The Chief of Police or his designee 
contacts the City Attorney prior to disposal of property cases where the 
City is party to civil litigation. 

 
C. Disposition Classifications  

 
The following are disposition descriptions for determining the retention, release, or 
disposal of property: 

 
1. Convicted 

 
a. The Property custodian sends the investigator a Request for Disposal 

on cases with no appeal, all charges disposed, and no other parties 
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remain. The investigator determines if the property is ready for 
release or disposal. 

b. If there are still outstanding charges against a defendant (and the 
individual is within the court system) the property remains in 
inventory pending a disposition of the charge. 

2. Dismissed for Insufficient Evidence 
 

a. On cases dismissed for insufficient evidence, the Property custodian 
requests the investigator provide instructions on the final case 
disposition. If charges are not refilled, the investigator signs off on a 
Request for Disposal form. 

 
3. Diversion 
 

a. If the defendant has been enrolled in a Diversion Program, the 
property is held until the completion of the program plus the 
statutory 90-day follow up. 

 
4. Detention Only – No Charges Filed 
 

a. The Property custodian contacts the investigating officer for 
authorization to release/dispose of property. 

b. Disposition Instructions (Non-evidence)  
 

5. Found Property   
 

a. The investigating officer attempts to determine and contact the 
owner(s) of found property. Officers call that person instructing them 
to contact the Property custodian to schedule an appointment and 
claim their property. 

b. The owner has 90 days to establish ownership and claim the 
property. 

c. Exception: If sufficient evidence exists to file an asset forfeiture case, 
funds likely coming from illegal activity are retained. In addition, if 
the owner claiming a firearm is not legally entitled to a weapon 
under the provisions of the law, or prohibited from possessing a 
weapon, the Chief of Police determines the type of release or 
destruction of the firearm. 

d. Pursuant to Code of Criminal Procedure Art. 18.17, any found 
property having a value of $500 or more and the owner are unknown, 
will be advertised as found in a newspaper of general circulation 
prior to forfeiture to the city or destruction. 

e. The Property custodian processes all unclaimed property for auction, 
disposal, or transfer for departmental use. 

 
6. Safekeeping 
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a. The Property custodian returns property held for safekeeping upon 
the request of the legal owner or by legal mandate. The Property 
custodian disposes of unclaimed property after 90 days. 

b. Prior to release of firearms, the Property custodian requests a 
criminal history check on the owner or person who intends to pick up 
the weapon. 

c. The Chief of Police determines the disposition on firearms if the 
owner is not legally entitled to the weapon or is prohibited from 
possessing a weapon. 

d. The Property custodian requests a TCIC/NCIC stolen check on the 
firearm prior to release. 

i. If stolen, an attempt is made to return the firearm to the 
rightful owner. 

ii. If the owner cannot be found, the weapon can be destroyed 
per court order. 

e. When releasing a weapon to the owner, the owner presents a photo 
ID and provides proof of ownership, if requested. The owner must 
sign the property release form. 

f. All other types of property held for safekeeping are returned to the 
owner as soon as possible. 

 
D. Non-Essential Property /Evidence:  

 
1. With the concurrence of the County/District Attorney, property that is not 

essential to a prosecution or future prosecution is released to the owner as 
follows: 

 
a. Property that has no market value or investigative value as 

determined by the County/District Attorney is destroyed upon 
completion of the investigation; e.g., glass fragments, mutilated 
bullet not suitable for comparison purposes. 

b. Property held as evidence but not introduced during the trial is 
released to the owner upon receipt of a court disposition, provided 
the prescribed time for appeal has elapsed. In misdemeanor and 
felony cases, 90 days is allowed for an appeal. 

c. In all cases, the person who receives the property must present a 
photo ID and sign the property receipt. 

 
E. Court Releases 

 
Officers needing evidence or property for court presentation shall complete a 
Property Release Form and have the form signed by a supervisor. The form 
indicates "temporary release" for court. The officer gives the form to the property 
custodian, who then completes the chain of custody form and releases the item to 
the officer.   

 
 

XI. INTERIM RELEASE OF PROPERTY GUIDELINES  
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A. To facilitate the need for officers to remove evidence temporarily from the 
property room for further investigation, examination, court, etc, the following 
procedures are established: 

 
1. The officer contacts the Property custodian (at least 24 hours - weekends 

and holidays excluded - in advance when possible). 
 

2. If exigent circumstances exist, property may be released to the officer with 
less prior notification. 

 
3. Officers checking out evidence for court sign and date the chain of custody 

form for all evidence released. 
 

4. Officers immediately return all evidence to the evidence locker or personal 
delivery to the property custodian, unless that evidence is held by the court. 

 
5. Officers repackage or reseal evidence as necessary to ensure the integrity of 

the item. Whenever evidence is placed in a new evidence bag, the old 
evidence bag is placed in the new bag with the evidence with the chain of 
custody on the old bag visible. 

 
B. The Property custodian tracks evidence checked out for court and its return. After 

72 hours, notification is given to the officer who has not returned the property. 
 

XII. DISPOSAL GUIDELINES  (TBP: 12.05) 
 

A. Disposal of items held in the property room is made in a manner authorized by 
Texas statute and as provided in policy. 

 
B. The property custodian will dispose of no property item until receiving a release 

authorization from the assigned detective, Chief of Police, a court order, or 
written instruction from the District Attorney’s Office. 

 
C. Upon receipt of a Court Order, the property custodian disposes of property in the 

manner indicated in that order. 
 
D. Disposition of Property to be Destroyed 

 
1. Property of little or no auction value is disposed of in an appropriate trash 

receptacle except as otherwise directed below: 
 

a. Papers of a sensitive nature will be shredded. 
b. The contents of alcoholic beverage containers are poured out at a 

appropriate location before disposing of the container in the trash. 
c. Property of value (except firearms, money, ammunition, controlled 

substances, and hazardous materials) is sold at auction, destroyed, or 
designated for department use. 

d. Ammunition is disposed of through pre-approved, designated 
agencies or designated for department use. 
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e. Controlled substances will be burned or otherwise disposed of by a 
licensed destruction facility.   

f. Hazardous materials are disposed through an authorized, pre-
approved hazardous waste disposal firm. 

g. Knives, clubs, BB or pellet guns, or other dangerous weapons are 
destroyed in the same manner as firearms. 

h. All unclaimed money is deposited in the City of Buda General Fund, 
except rare coins or paper money that will be sold at public auction. 

 
2. Disposition of Firearms 
 
All firearms may be destroyed unless released to their rightful owner with 
exception.  Firearms that are scheduled for disposal that could be used by the 
department may be converted to departmental use upon written approval of 
the Chief of Police., or they may be sold.  These weapons will become the 
property of the department and not individual officers and will be tracked and 
accounted for on inventories and audits. Destruction process will proceed as 
follows: 

 
a. The Property custodian ensures the recording of the make; model, 

serial number, and involved case report number in the property 
management computer system. 

b. The Property custodian destroys firearms authorized for disposal as 
necessary to conserve space and security of the weapon(s). 

c. All firearms are inventoried prior to destruction. 
d. The Property custodian updates the new status on all related 

documents and computer files. 
e. The Property custodian retains all written documentation of 

destruction tractions. 
 

3. Destruction of Ammunition 
 

a. Department Use 
i. Surplus small arms and rifle ammunition may be retained by 

the department for official use. 
ii. Ammunition retained for department use is transferred to the 

range master, who signs receipt for the items and maintains 
records of the inventory and use of such ammunition. 

iii. No ammunition of this nature is used for duty purposes. 
b. Disposal 

i. The range master has final discretion on the means of 
ammunition destruction. That officer decides if the 
ammunition lends itself well to training or other range use. 

ii. The department employee receiving the ammunition signs 
the property report. The property report is then forwarded to 
the Property custodian. 

 
4. Destruction of Narcotics/Controlled Substances 
 

389 441



a. The Property custodian destroys controlled substances and narcotic 
paraphernalia after receiving authorization for such disposal. 

b. If a controlled substance is evidence in a criminal case filed with the 
District Attorney, destruction may not take place until the case is 
disposed and authority for disposal is given by the prosecutor 
assigned to the court. This authorization may be verbal and noted on 
the Request for Disposal form. Other controlled substances may be 
disposed of summarily by the department. 

c. Items to be destroyed are pulled from their storage locations and 
placed in boxes labeled “Narcotics Destruction.” Each box is sealed, 
labeled and numbered. 

d. The Property custodian prepares a list of applicable case numbers for 
each box, and attaches a copy of the related property reports. 

e. The Property custodian sets an appointment for disposal (crush or 
burn). 

f. The Property custodian and a witness may transport the controlled 
substances to a disposal facility. Each attendee witnesses the 
destruction of the controlled substances and signs a statement to that 
effect. The contents of the statement comply with the Texas 
Administrative Code, Title 37, and Rule 13.163. 

 
5. Disposal of Hazardous Materials 
 

The disposal of hazardous materials falls under a number of State and 
Federal statutes. In practice, most disposals are regulated by law. Whenever 
questions arise regarding the proper procedures for waste disposal, the 
Property custodian consults with the Buda Fire Department for direction 
and possible assistance with disposal efforts. 

 
XIII. INSPECTIONS (TBP: 12.07) 
 
For purposes of this manual, an inspection is defined as a brief, informal, usually unannounced, 
review of procedures, records, or facilities to ensure adherence to policy and established 
protocol. 

 
A. The Property Room Manager conducts an inspection of the Property Room at 

least biannually, January and June of each year, and forwards a report of the 
inspection to the Chief of Police. 

 
B. The Chief of Police may conduct frequent unscheduled, unannounced inspections 

of the property room and property function as deemed appropriate. 
Documentation of these inspections reflects the date and results of that 
inspection. 

 
XIV. PROPERTY  INVENTORIES (TBP: 12.08) 
 

A. It is the policy of the Buda Police Department to receive and safely store 
evidence, found property and property for safekeeping; and to restore the 
property to the rightful owner, or otherwise lawfully dispose of the property in a 
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timely fashion. The property custodian uses the inspection and inventory process 
as a means to ensure the integrity of this policy. 

 
B. For purposes of this manual, an inventory is defined as a physical inspection and 

verification of the presence of a property item maintained by the division against 
the agency’s records. 

 
1. The property custodian conducts a complete inventory of money, narcotics, 

jewelry, drugs, and fifty items of property at random; at least once a year, 
or anytime a personnel change is made in the property room, or when 
requested by the Chief of Police. 

 
a. Every item stored in the property system must be accounted for. All 

property storage areas, rooms and sites are included in the inventory 
process. 

b. All packages, containers, or property tags are inventoried and 
reconciled with the computer. 

c. A copy of the inventory report is completed after each inventory and 
forwarded to the Chief of Police, or designee. 

i. This report includes any discrepancies and lists any missing 
items. The Chief of Police makes a determination if an 
investigation into the loss is warranted. 

 
C. Whenever any firearm, money or controlled substances are discovered missing, 

the Chief of Police is notified immediately and an internal investigation 
initiated. 
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BUDA POLICE DEPARTMENT 

Policy   13.1 Department Chaplain 
Effective Date:   

Approved:           Bo Kidd          Kenneth Williams            
                                                  Chief of Police                City Manager 

Reference:  

 
 

I. PURPOSE 
 

The purpose of the Buda Police Department Volunteer Chaplain Program (“the Chaplaincy 
Program”) is to deliver religious ministry when requested and provide counseling and support 
services to employees of the Buda Police Department and their family members.   

 
The goal of the Chaplaincy Program is to provide a trusted individual in whom department 
personnel and their family members may confide or seek assistance concerning problem areas.  
The Chaplaincy Program is intended to provide guidance, counseling, and comfort in times of 
crisis and to put department personnel and their family members in contact with appropriate 
agencies to help meet those needs.  The Chaplaincy Program is designed to enhance and support 
the services available through the City’s personnel department. 

 
II. QUALIFICATIONS 

 
Chaplains are not law enforcement officers and possess no law enforcement authority other than 
that of any other private person, unless acting at the discretion of a sworn police officer or under 
the authority of the Chief of Police. 

 
A chaplain shall be ecclesiastically certified and be endorsed in writing by a recognized 
religious group. A chaplain shall have at least three years of practical pastoral experience, 
although the Chief of Police retains the authority to waive this requirement. 

 
A chaplain must possess a valid Texas driver’s license. 

 
III. APPOINTMENT 

 
A chaplain is appointed by the Chief of Police and serves at the pleasure of the Chief of Police. 
  
A chaplain is a volunteer, is not eligible for compensation, and is not an employee of the City of 
Buda or the City of Buda Police Department. 
 
Interested persons must submit a written letter of interest and qualifications to the Chief of 
Police. Anyone interested in entering the Chaplaincy Program shall be subject to a criminal 
background check that consists of: 

 
A. Verification of ecclesiastical certification 
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B. Criminal history check 

 
C. Driver history check 

 
D. Contact with references 

 
IV. RESPONSIBILITIES 

 
A chaplain’s duties shall include: 
 Deliver religious ministry when requested. 
 Providing pastoral counseling to department personnel. 
 Providing pastoral counseling to the families of department personnel. 
 Visiting sick or injured department personnel in the hospital. 
 Accompanying police officers, as requested, with notifications of suicide, death, 
 or serious injury. 
 Advising the Chief of Police, as requested, on matters concerning the spiritual or moral 

welfare of the department.        
 Participating in ceremonial activities as requested by the Chief of Police. 
 Assisting with crisis response as requested by the Chief of Police. 
 Keeping a list of services performed as a part of the Chaplaincy Program. 

 
V. TRAINING 

 
A chaplain shall comply with ongoing training requirements as directed by the Chief of Police. 

 
VI. LIMITATIONS ON SERVICE PROVIDED 

 
In providing pastoral counseling to department personnel, a chaplain shall refrain from 
rendering advice or an opinion regarding the employee’s work status, fitness for duty, or any 
other matter that is properly within the purview of the City of Buda Personnel Policy or the 
Buda Police Department Policy Manual.   
 
It is understood by a chaplain and departmental personnel alike that all issues relating to an 
employee’s fitness for duty, need for leave, or other employment related matter are outside the 
scope of a chaplain’s responsibilities, and must be addressed exclusively through the procedures 
established by the City’s personnel guidelines. 
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BUDA POLICE DEPARTMENT 

Patrol Division: Standard Operating Procedure 
Effective Date  

Approved:         Bo Kidd          Kenneth Williams  
                                               Chief of Police                 City Manager 

Reference:  TBP 7.26, 7.33, 8.01, 8.02, 8.12 

 
 

I. PURPOSE 
 

A. The Patrol SOP is used to provide patrol officers with directions on how to 
handle specific daily tasks and how to handle specific calls for service.  Patrol 
Supervisors should be used to assist in editing and adding to this SOP to make 
it a credible document. 

  
II. ORGANIZATION AND ADMINISTRATION 

 
A. The Patrol Division is commanded by the Police Captain who shall have authority 

to command all assigned personnel directly or through subordinate supervisors.  
The Captain reports directly to the Chief of Police. 

 
B. This Patrol Standard Operating Procedure (SOP) will be maintained and reviewed 

by the Chief of Police or his/her designee annually for compliance with current 
operations, Texas Best Practices and compliance with Texas law.  Changes to this 
SOP will be made by memorandum and will remain in effect until incorporated 
into a newer version.   

 
C. All changes made in this SOP must be approved in writing by the Chief of Police. 

 
III. PERSONNEL ISSUES AND ADMINISTRATIVE REQUIREMENTS 

 
A. Reporting for Duty 

 
1. Personnel shall report to duty on time and place assigned and/or scheduled, 

fully prepared and capable of performing their assigned duties. 
 

2. Personnel beginning a tour of duty shall make themselves available to 
undertake their assignments immediately at the start of their tour of duty. 

 
3. Personnel beginning their tour of duty shall review previous shifts' activities, 

memos, information posted, and other similar information in order that the 
member is fully informed of necessary and pertinent information. 
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B. Briefing  
 

1. At the beginning of each shift, all patrol personnel will be briefed by the on 
duty patrol sergeant or an officer of the previous shift and will consists of: 

 
a. Briefing officers with information regarding daily patrol activity, 

unusual situations, and major investigations. 
b. Notifying officers of changes in schedules and assignments. 
c. Notifying officers of new directives or changes in directives. 
d. Evaluating officer readiness to assume patrol duties. 
e. Identifying any potential or known hazards that are within the city or 

that could affect police operations. 
f. Roll call training as determined to be necessary or required. 
g. Issuing of ancillary equipment. 
h. Conducting uniform and weapon inspections. (by Supervisor) 

 
2. Patrol Officers may be dispatched to any call for service at any time after the 

beginning of their tour of duty.   
 

C. Calls for Service 
 
Patrol Officers are responsible to respond to calls for service without delay to prevent 
injury, protect persons and property, and provide solutions to problems occurring in 
their respective district assignments. 

 
D. Multiple Officer Calls for Service 

 
1. Communication Personnel will dispatch the appropriate number of personnel 

or units to a specific call in order to accomplish the objective of the call for 
service.  The specific number of personnel necessary to accomplish the 
objective of a specific call for service varies with the type and scope of the 
emergency call. 

 
2. While some police service calls can be addressed with a single officer, others 

may take multiple officers. Personnel utilize proper judgment in 
determining the appropriate number of personnel based on the available 
information and conditions existing at the time, and in accordance with the 
provisions contained herein. 

 
3. Administrative and other appropriate departmental personnel not generally 

assigned to field services may also be contacted and requested to provide 
emergency assistance when necessary. 
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E. Side Unit Radios 

 
1. Officers are to carry the portable radios while on duty. Officers may choose 

to utilize a number of ear pieces, or microphones as long as it does not 
damage or reduce the integrity of the radio side unit. 

 
2. Side units will not be used in lieu of checking out with communications, 

when officers are out of their assigned unit. 
 

F. Report Writing 
 

1. Officers are to complete detailed reports indicating the facts and 
circumstances of their investigation in an Offense Report. Such reports 
should be concise and factual. 

 
2. A report detailing what is believed to be a criminal offense shall be titled 

with the offense/incident number.  Incidents which need to be recorded but 
not a clear offense should be titled “Information Report” / “Incident 
Report”. 

 
3. Reports are to be completed prior to the end of the officer's tour of duty. If 

this cannot be accomplished, the officer's immediate supervisor is to be 
notified, who makes the decision if the completion of the report can be 
delayed. 

 
4. At no time are reports to be delayed involving custody arrests. 

 
5. All reports are to be completed prior to days off / vacation.  

 
G. Security of Police Building 

 
1. No unauthorized personnel shall enter the Buda Police Department offices 

or employee area unless accompanied by a BPD employee 
 
2. All visitors shall sign the visitor log prior to entry into any secured area of 

the Buda Police Department. The visitor must complete all fields of the 
visitor log to include: 

 
a. Name and Agency of the visitor 
b. Form of Identification 
c. Date of Access 
d. Time of entry and departure 
e. Purpose of Visit 
f. Name of Person Visited 

 
IV. ADMINISTRATIVE REQUIREMENTS 

 
A. Court Subpoenas and Appearances 
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1. Municipal Court requests for appearances will be transmitted via interoffice 

email or delivered in person by the court. Officers will consider these 
requests as subpoenas and shall attend the requested court session unless 
otherwise approved by their supervisor. Any inability to meet the requested 
appearance should be communicated to the Municipal Court as soon as 
possible by the officer with his/her supervisor approval, or by the officer’s 
supervisor. 

 
2. Any and all subpoenas or requests for appearances from County, District or 

United States District Courts or the Attorney assigned to these Courts will 
be forwarded immediately to the Police Officer and or Sergeant whether 
received by telephone, fax or subpoena service. Any inability to respond 
appropriately to the request or subpoena will be communicated to the 
requesting attorney as soon as possible by the Police Officer and or 
Sergeant. 

 
B. Requests for Appearance from County Prosecutors. 

 
1. Officers who receive notice of a Request for Appearance from the Hays 

County or District Attorney’s Office will consider the request as a subpoena 
and as a required assignment by this department. Officers are to attend court 
as requested at the time and place requested unless notified by the 
prosecutor assigned to the case, the secretary of the court, or other 
departmental authority. 

 
2. Officers are compensated for the time spent on the assignment. In case of a 

notice to disregard, the officer should note the date, time and name of the 
notifying individual for future reference as needed. 

 
C. Alternative to Required Appearance. 

 
1. Officers who prefer not to attend court unless absolutely required may 

attempt to utilize the following procedure; 
 

2. Contact the prosecutor assigned to the case prior to the day of the request for 
appearance. 

 
3. Ask to be placed on “Stand-by” for the appearance. 

 
4. Provide the prosecutor with your phone number or a phone number where 

you can be reached (cell phone, etc). 
 

5. Officers who are allowed by the Prosecutor to be on “Stand-by” must be 
able to respond in uniform or suitable business attire within one hour. 
Failure to respond to a “Stand-by” call may result in the case being 
dismissed. 
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6. Officers who are on “Stand-by” are not compensated unless they are called 
to court and then only for the time in court plus travel time. Officers who 
are on stand-by will remain on “Stand-by” until 1700 hours unless released 
earlier by the prosecutor or the secretary of the court. Officers should 
understand that some cases will require in person attendance and “Stand-
by” will not be available. 

 
D. Cellular Telephone Usage 

 
1. City cellular telephones will be used primarily for police business. Personal 

calls should be limited to the officer's immediate family or matters that 
should not be delayed. 

 
E. Meal Breaks 

 
1. No more than three uniformed officers and two marked police vehicles 

(including motorcycles) will meet and check out at any eating 
establishment. The exception to this is: 

 
a. When uniformed officers are attending departmental functions; or 
b. When approved by the officers’ immediate supervisor. 

 
2. Length of Coffee and Meal Breaks 
 

a. Coffee breaks will not exceed fifteen (15) minutes. 
b. Meal breaks will not exceed sixty (60) minutes. 
c. Officers must respond to all calls for service regardless of being on a 

“break” status. 
 

F. Emergency Staffing Contingency 
 

The following schedule is followed in the event of an emergency. 
 

1. Level I Normal Staffing 
 

a. CID On-Call  
b. Patrol *All Officers are subject to be called in 
c. Normal readiness 
d. 2 hour response capability if called for service 

 
2. Alert:  If an Alert is declared 

 
a. Officers notified to carry full equipment with them 
b. 1 hour response capability 
c. No alcohol consumption 
d. All vehicles are serviced and ready 

 
3. Level II Increased Staffing 
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a. All vacation and leave is cancelled 
b. Normal work hours 
c. Non-Patrol personnel report in uniform and will remain available for 

patrol assistance. 
d. Additional patrol officers are called in on full shift overtime from the 

opposite watch. 
 

4. Level III Emergency Recall 
 

Utilize the following Recall procedure depending on the time of day the recall 
is made.   

 
a. All Officers are subject to be called in from time off (vacation, normal 

day off, etc.) in the event of an Emergency.  
b. Officers that have already worked their tour of duty, to include an 

“off-duty employment” assignment, are not exempt from recall but 
are limited to a sixteen (16) hour total shift. Example: An Officer 
whom has just worked a twelve (12) hour shift may only be recalled 
on the same working day for an additional four (4) hours.  

 
5. Level III  Extended Increased Staffing 

 
a. 0600-1800 Captain, Detective(s) and Patrol Senior Sergeant. 
b. 1800-0600 Opposite shift Officers and opposite shift supervisors. 

 
6. Emergency Mobilization Locations 

 
a. Should emergency mobilization be required all personnel summoned 

to report to work will report in full uniform to the police facility 
unless otherwise directed. All emergency equipment is stored at that 
location and will be issued as needed for any operation.  

 
G. Patrol Division Uniform  

 
1. Class A “Parade Dress” consists of the following components: 

 
a. Long sleeve uniform shirt 
b. Tie 
c. Badge 
d. Name plate / Tag 
e. Service/proficiency/award bars 
f. Collar insignia (Rank of Lieutenant and higher) 
g. Class “A” Trousers 
h. Dress shoes/boots (high gloss or highly polished) 
i. Dress hat with hat badge 
j. Leather Belt rig containing ONLY the following equipment 

i. Outer belt 
ii. Holster 
iii. Duty weapon 
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iv. Double magazine holder with loaded magazines 
v. Handcuff case with handcuffs 
vi. Radio holder with portable radio with shoulder mic 
vii. Mini flashlight holder with flashlight (optional) 

k. Any specialized items established for a specific ceremony or event 
and as approved by the Chief of Police Services or designee in charge 
of the ceremony or event. 

l. Foul weather gear if needed 
 
2. Class B “Duty Dress” consists of the following components: 
 

a. Seasonally approved uniform shirt 
b. Badge 
c. Name plate 
d. Collar Insignia (Rank of Lieutenant and higher) 
e. T-shirt or turtleneck (weather dependent) 
f. Uniform Trousers 
g. Black Shoes/Boots (high gloss or highly polished) 
h. Leather gear rig containing only the equipment 

i. Outer belt 
ii. Holster 
iii. Duty Weapon 
iv. Double magazine holder with loaded magazines 
v. Handcuff case with handcuffs 
vi. Radio holder with portable radio and shoulder microphone 
vii. ASP baton with holder 
viii. OC Spray and holder (optional) 
ix. Taser 
x. Mini flashlight holder with flashlight (optional) 

i. Foul weather gear (if needed) 
i. Black rain coat or approved jacket 
ii. Black insulated gloves if needed 

 
3. Class C “Work/Special Duty Dress” consists of the following components: 

 
a. Designated polo shirt 
b. Trousers or tactical-type pants 
c. Black socks or socks that match with clothing worn 
d. Black shoes/boots, or an approved footwear by the Chief of Police 
e. Designated ball cap (optional) 
f. Shorts and approved shirts can be worn for Bicycle patrol 

 
4. The “Class B” uniform is worn daily during the performance of assigned 

duties by all police members, except those whose duties necessitate more 
traditional business attire or by members whose duty requires concealing 
the police identity from immediate sight, such as administrative or 
investigative assignments. 
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5. The “Class B” police uniform is worn by all members during approved off 
duty employment unless the assignment requires the use of plain clothes 
and is approved by the Chief of Police. Buda uniforms will not be worn 
while working out of county jobs, unless approved by the Chief of Police. 
Uniforms are not to be worn while working out of County overtime jobs.  

 
6. Each officer shall ensure that their equipment is kept in a state of repair and 

readiness. 
 

7. The replacement of the uniform is the responsibility of the agency. The 
replacement of the leather gear is the responsibility of the agency. 

 
V. PATROL FIELD TACTICS AND OPERATIONAL PROCEDURES 

 
A. Building Searches 

 
1. The officer in charge formulates and directs a search plan based on the 

physical layout of the building. 
 

2. Notify the dispatcher that you are entering the building, the dispatcher 
should close the channel to all but emergency traffic, and officers entering 
the building should reduce the volume of their portable radios or use an 
earpiece. 

 
3. Entry is never to be made though small openings or windows unless there is 

sufficient visual access to the inside of the building to provide cover for the 
entering officers.  Entry is never to be made by less than two officers. 

 
4. Emergency conditions in which threat to life or property would result from a 

lack of immediate action on the part of the responding officer would, of 
course, require only that the officers act as quickly and safely as the 
situation dictates. 

 
5. Locate the lights and illuminate the area to be searched as the search 

progresses, however avoid "back lighting” yourself. 
 

6. Determine the means by which a suspect may go from one level to another 
and secure them. Divide the building into sectors and search methodically, 
keeping officers abreast of each other. Never separate or lose sight of fellow 
officers. 

 
7. Anticipate ambush points.  Use imagination in finding hiding places, look 

up, check trash containers, air conditioning vent, etc. 
 

8. Contact the dispatcher and re-open the channel as soon as the building is 
clear. 

 
 

B. Foot Pursuits 
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1. Although it is an officer’s decision to initiate a stop, it is the suspect or 

violator who decides to precipitate a foot pursuit by fleeing. An officer’s 
decision to pursue on foot shall be made with an awareness of and 
appreciation for the risk to which the officer and others will be exposed. 
No officer or supervisor shall be criticized or disciplined for a decision 
not to engage in a foot pursuit if, in the officer’s assessment, the risk 
exceeds that which is reasonably acceptable.  

 
2. Where necessary, an officer may pursue persons who he or she 

reasonably believes have committed an act that would warrant a stop, 
investigative detention, or arrest. 

 
3. In deciding whether or not to initiate a pursuit, an officer shall consider 

the following alternatives to foot pursuit:  
 

a. Containment of the area  
b. Canine search 
c. Saturation of the area with patrol personnel 
 

4. In deciding whether to initiate or continue a foot pursuit, officers shall 
also consider risk factors whenever officers are: 

 
a. acting alone, 
b. in an unfamiliar area, 
c. pursuing suspects who are known to be or suspected of being 

armed, 
d. unable to obtain backup in a timely manner, 
e. unable to establish and maintain contact with the communications 

center, or 
f. pursuing in inclement weather, darkness, or reduced visibility 

conditions. 
 

5. Officers initiating foot pursuits shall be in field command and shall bear 
operational responsibility for the foot pursuit unless circumstances 
dictate otherwise or until relieved by a supervisor. Pursuing officers are 
reminded that voice transmissions while running and in other field 
tactical situations may be difficult to understand and may have to be 
repeated. 

 
6. The officer initiating a foot pursuit shall, as soon as practical, provide the 

following information to communications: 
 

a. Unit identifier 
b. Officer location and direction of pursuit 
c. Number of suspects and description 
d. Whether or not the suspect(s) is armed 
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7. Assisting officers shall immediately attempt to contain the pursued 
suspect. Such officers shall not respond to the primary officer’s location 
unless the suspect has been stopped and the primary officer requests 
assistance to take the suspect into custody. 

 
8. When two or more officers are in pursuit, they shall not separate unless 

they remain in sight of each other and maintain communication, but they 
shall allow the lead officer to concentrate on the suspect’s actions while 
the second officer provides backup and maintains communications with 
dispatch and other assisting officers. 

 
9. Unless there are exigent circumstances such as an immediate threat to the 

safety of other officers or civilians, officers shall not engage in or 
continue a foot pursuit under the following conditions:  

 
a. If the officer believes the danger to pursuing officers or the public 

outweighs the necessity for immediate apprehension. 
b. While acting alone. If exigent circumstances warrant, the lone 

officer shall keep the suspect in sight from a safe distance and 
coordinating containment. 

c. Into buildings, structures, confined spaces, or into wooded or 
otherwise isolated areas without sufficient backup and containment 
of the area. The primary officer shall stand by, radio his or her 
location, and await the arrival of officers to establish a containment 
perimeter.  At this point, the incident shall be considered a 
barricaded or otherwise noncompliant suspect.  

d. If the officer loses possession of his firearm. 
e. If the suspect’s location is no longer known, or if the officer loses 

visual contact with the suspect. 
f. If primary officers lose communications with dispatch or 

communication with backup officers is interrupted. 
g. If an officer or third party is injured during the pursuit who 

requires immediate assistance and there are no other police or 
medical personnel able to render assistance. 

h. If the officer is unsure of his or her own location or direction of 
travel. 

i. It is not the practice of the Buda Police Department to use a Taser 
against a fleeing subject, unless their apprehension is necessary for 
the public’s safety.   
 

C. In-Progress Calls For Service  
 

1. In progress calls demand three primary considerations. First to ensure the 
greatest level of safety available to all officers concerned with the call.  
Second, to contain the scene to prevent the escape of suspects; and third, to 
preserve the scene for all evidence. 

 
2. The following are general guidelines for the handling of the majority of in 

progress calls: 
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a. The responding unit should go to the site of the premises where the 
case is most likely occurring. 

b. Officers will respond code 1 to all non life threatening in progress 
calls 

c. If, possible, officers should position their vehicle short of the scene to 
avoid showing your presence and position. 

d. Take appropriate time to size up the situation and formulate a plan, 
and to advise your cover officer. 

e. On armed robbery calls, for the safety of the victim and bystanders, 
arrests can best be affected outside the building. 

 
D. Adverse Weather Response 
 

1. In the event of severe weather such as a thunderstorms passing through the 
area with damaging hail, high surface winds, and extremely heavy rain 
which reduces visibility or endangers personnel or vehicles, all units not on 
a call will immediately seek shelter at the following locations: 

 
a. Police Department Main Facility 
b. City of Buda City Hall building 
c. Any protected area in your district. 

 
2. In the event of loss of traffic control devices due to a power outage, officers 

are directed by their supervisor to check the major intersections within their 
patrol district. Upon discovery that the traffic control device is inoperable, 
the officer should notify his supervisor, or most sr. officer on patrol. 
 

3. The supervisor or most sr. officer will contact the Texas Department of 
Transportation or the City of Buda Maintenance Supervisor to set up 
temporary traffic control devices.  

 
4. In the event that any roadway becomes impassable due to adverse road or 

weather conditions the on-duty supervisor: 
 

a. Deploys the number of Police personnel required to effectively handle 
the situation. 

b. Determines which alternate routes should be used; 
c. Requests temporary traffic control devices and directs their use; 
d. Requests assistance from Public Works personnel, if needed; 

 
5. Equipment: The Department keeps the following equipment available to 

respond to such situations: 
 

a. Portable Stop Signs (Street Dept) 
b. Traffic Cones 
c. Barricades (Street Dept) 
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E. Felony Stop Procedures 
 

1. Special procedures shall be used in vehicle stops when the occupants are 
reasonably believed to be “armed and dangerous”.  When an officer locates 
a vehicle driven by a known or suspected felon, the officer shall notify the 
dispatcher immediately of the suspect's location and give a thorough 
description of the vehicle and its occupants.  The officer shall keep the 
suspect vehicle in view and request sufficient assistance in making the 
stop. 

 
2. The officer shall keep support units informed of the suspect's location and 

direction of travel to aid their approach with minimal use of emergency 
equipment.  The suspect vehicle shall not be stopped unless absolutely 
necessary until adequate support is available and in position.  
Circumstances may dictate a one-officer felony vehicle stop. 

 
3. The following procedures shall be used in effecting the stop: 

 
a. The officer shall plan to stop the suspect vehicle in a location which 

presents minimal danger to the public. 
b. When conditions are appropriate and support units available, the 

officer shall move into position to the rear of the suspect vehicle. 
c. The officer shall signal the violator to stop, using all emergency 

equipment to warn other traffic. 
d. The violator shall be stopped on the extreme right side of the road. 
e. If the violator is known to be armed and dangerous, the officer shall 

have his weapon easily accessible and ready for immediate use. 
f. When the suspect vehicle begins to stop, the officer shall turn off the 

siren and turn on the public address system. 
g. The officer shall park the patrol vehicle so that it provides maximum 

protection and cover. 
h. At night, the officer shall focus all lights on the interior of the suspect 

vehicle. 
i. The officer shall leave the patrol vehicle quickly but remain behind 

the door and accessible to the public address system microphone. 
j. The officer making the stop is in command and shall direct each 

occupant, using the public address system.  First the officer shall 
order the driver to shut off the motor and drop the keys on the ground 
outside his door.  Next, the officer shall order occupants to place 
their hands, palms up, on the ceiling of the vehicle.  Officers shall 
then order occupants to exit the vehicle one at a time.  Once out of 
the vehicle occupants shall be ordered to walk backwards to the 
officer’s “voice”.  Once they are in the proper position the occupant 
will be ordered to get down on their knees, cross their ankles and 
place their hands on their heads.  Support officers will then approach 
the suspect, handcuff and remove them to the rear. 

k. If a public address system is not available, the officer shall give voice 
commands if they can be heard; if this fails, the officer should 
consider that the commands have been heard but ignored.  Consistent 

405 457



with training, the officer shall consider other options before leaving a 
position of cover.  [Note:  The tactics described for high-risk vehicle 
stops should be consistent with the methods taught in training 
courses.]  

l. To reduce confusion, the officer shall instruct support officers, as 
appropriate, and shall be the only officer to direct the suspects. 

m. The support officers shall cover the arresting officer and remain on 
the curb side of the vehicle until all occupants are in the search 
position. 

n. Officers shall exercise extreme caution not to get within each other's 
line of fire. 

o. When all occupants have been removed from the vehicle, the support 
officers shall move to cover the arresting officer while the suspects 
are searched. 

p. Arrestees shall be searched and handcuffed before transportation.  
 

F. Active Shooter Incident 
 

1. Definition - Active Shooter. One or more subjects who participate in a 
random or systematic shooting spree, demonstrating their intent to 
continuously harm others. Their overriding object appears to be that of 
mass murder, rather than other criminal conduct, such as robbery, hostage 
taking, etc. 

 
a. For purposes of this policy, the term "active shooter" will also include 

anyone who uses any deadly weapon (knife, club, explosives, etc.) to 
systematically or randomly inflict death or great bodily harm on 
people. 
 

2. It is the policy of the Buda Police Department to protect life by any legal 
means possible. Officers responding to an active shooter incident shall 
accomplish this goal by immediately using any legal means at their disposal 
to make contact with the active shooter and stop them. This may include 
arrest, containment, or use of deadly force. 

 
3. The philosophy driving this policy recognizes that the active shooter must be 

stopped before they can destroy any more innocent lives. This shall be the 
duty and responsibility of the initial responding officers, and they shall use 
all legal means to accomplish it. The prioritization of activities, in their 
order of importance IS: 

 
a. Stop the active shooter 
b. Rescue the victims 
c. Provide medical assistance 
d. Preserve the crime scene. 

 
4. While it is important to provide medical treatment to the wounded, it is our 

duty as law enforcement officers to first protect all innocent life by stopping 
the actions of the active shooter. 
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5. Procedure 

 
a. All enforcement personnel who are not on an emergency call shall 

respond to the scene of an active shooter incident. 
b. A single officer could decide to make entry alone if they believed that 

they are able to stop active killing; however, a single officer entering 
a structure must understand that inherent risk assumed in taking such 
action.  

c. Follow-On Officers – The second wave officers arriving will likely be 
needed to form a rescue task forces with Fire/EMS to evacuate 
injured. There should be communication between the initial contact 
team and follow-on officers to determining what is needed and 
prioritize the work that needs to get done. Follow-on responders 
should be directed to victim locations if there is no active threat. 
Guidelines for follow-on responders include establishing and 
maintaining security in the area that follow-on responders occupy; 
consider the involved structure as unsearched. Do not enter a hallway 
unannounced that is occupied by other officers. Unless clear on what 
other officers want accomplished, move to them after notifications 
and conduct a face to face meeting. Direct victims to safety by 
utilizing either shelter-in-place or evacuation. If evacuating, establish 
a cordon of first responders to the desired exit point to ensure safety 
of victims. If there are numerous injured persons, it may be necessary 
to establish a Casualty Collection Point (CCP) for injured persons. 
The CCP should be a room or open area (if outside of the structure) 
capable of holding all victims with injuries that require medical 
treatment. A series of rooms next to each other can be considered if 
casualties exceed available space. Communicate with all involved 
responders to ensure the area remains secure while facilitating victim 
treatment. 

d. Officers should make entry at a location other than the main entrance, 
if possible, as this is the place where a suspect might logically set up 
barricades, explosives, or an ambush. Pre-designated entry points 
should be discussed and identified prior to entry. 
 

6. All personnel are to restrict their use of the radio for emergency traffic only. 
 

7. Incident Command - The first commanding officer on the scene, who is not 
part of a contact or rescue team, will be the incident commander, and will 
establish a command post, and initiate incident command operations. 

 
VI. FIELD PROCEDURES FOR SPECIFIC INCIDENTS 
 

A. Accident Investigation 
 

1. Members of the Patrol Division respond to reports of all traffic accident 
resulting in injury or damage if the accident occurred on public property. 
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2. Private Property Accidents (Restricted Access) Private property accidents 
are investigated in the event of injury or death.  

 
3. For the purpose of this section, access ways and public parking lots which do 

not charge a fee are considered public property.  Private parking areas 
where fees are charged and residential parking areas, both single residence 
and apartment parking lots are considered private property. 

 
4. Major Accidents 

 
a. The patrol division is responsible for the investigation of major traffic 

accidents, which involve: 
i. Fatalities; 
ii. Possible fatalities; 
iii. Major cases, such as hazardous spills; and 
iv. City vehicles, when applicable. 

  
5. Minor Accidents 

 
a. Minor accidents are investigated by patrol officers as assigned by the 

Communications Center. 
b. We will attempt to have an outside Agency work all accidents 

involving Police Department vehicles.  
c. A report will be completed on all accidents involving City of Buda 

owned vehicles.   
 

6. Enforcement Action  
 

a. Patrol Officers may issue citations for violations not occurring within 
their view and presence when after investigation, charges are 
appropriate. Patrol Officers serving as accident investigators, upon the 
completion of their investigation, may file appropriate charges, 
including the issuance of citations at the scene. 
 

7. Field release citations 
 

a. Patrol Officers may choose to issue a field release citation in lieu 
of an arrest, in accordance with Article 14.06 of the Texas Code of 
Criminal Procedure for the following offenses: 

i. Possession of Marijuana                          M/A/B 
ii. DWLI                                                       M/B 

iii. Theft                                                         M/B 
iv. Theft of Services                                       M/B 
v. Theft by Check                                         M/B 

vi. Criminal Mischief                                     M/B 
vii. Graffiti                                                      M/B 

viii. Contraband in Correctional facility          M/B 
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b. The defendant must not have any active warrants and must reside 
in Hays County and must have a valid Texas driver’s license or 
Identification card.  

c. The Patrol Officer shall submit an arrest affidavit to include the 
probable cause and elements of the offense, with a copy of the 
citation. 

d. Juveniles may be issued Field Release Citations with the same 
procedures as for adults. In order to field release a juvenile, a 
parent or guardian must be available in a reasonable period of time. 
A juvenile may not be issued a field release citation without 
releasing the juvenile to their parent or legal guardian. The parent 
or guardian must have a valid Texas driver’s license or 
identification card on their person. Juveniles may need to be 
fingerprinted / processed for Juvenile Probation. 

 
8. Hazardous Material Involvement 

  
a. In the event of Hazardous Material involvement a perimeter is 

established around the accident site, limiting access to emergency 
personnel. 

b. In the event of a large hazardous material spill or release, officers will 
contact the Fire Department for response.  The Fire Department has 
access to BIO-Hazard equipment and is trained to respond to such 
emergencies. (TBP: 8.12) 

c. Officers should maintain a Hazardous Materials Guidebook in their 
possession or in their assigned vehicle so that spills or releases from 
vehicles displaying placards can be easily identified. 

 
B. Alarm Response (TBP: 7.26) 

 
1. Classifications 

 
a. Burglary 
b. Panic 
c. Fire 
d. Robbery 

 
2. Two officers are dispatched. (The 1st unit arriving has the authority to cancel 

the assist unit.) 
 

3. When an open door or window is found open or unsecured a minimum of 
two officers are to enter the building. 

 
4. Officers advise dispatch of the location of the open door or window. 

 
5. Officers determine if the channel should be closed except to emergency 

traffic. 
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6. The responding officer determines if a representative of the household 
should respond. 

 
7. Officers may stand by if advised that a representative is en route to their 

location. 
 

8. Prior to clearing the scene the primary officer may leave a business card 
leaving it in a conspicuous place. 

 
Bank Alarm/ Robbery Response (TBP: 7.26) 

 
1. Upon receipt of a financial institution alarm, a minimum of two patrol 

units shall be dispatched and a field supervisor notified. 
 
2. If the robbery notification is received by telephone, a complete description 

of the perpetrators shall be obtained from the caller along with as much 
additional information as possible; particularly, whether the perpetrator is 
at the scene and, if not, his direction and mode of travel and a complete 
description of any vehicle involved. 

 
3. If the robbery notification is made by alarm, the dispatcher shall not 

attempt to contact the institution in order to determine the validity of the 
alarm until officers have given notice that they are in position at the 
establishment. 

 
a. If the dispatcher is subsequently notified that the alarm is false, he 

shall advise the caller that police units are responding; 
b. obtain the identity of and maintain contact with the caller 
c. verify the false alarm with a key employee of the establishment (e.g., 

manager or head teller) and advise him/her that he/she will need to 
exit the facility to meet the responding officers utilizing the 
department’s prearranged signal; and 

d. obtain a physical description of the key employee and provide 
responding officers with the description and the fact that the 
employee will meet them outside as required. 

 
4. Responding officers shall use appropriate vehicular warning devices when 

approaching the scene, but the siren will not be used within the hearing 
range of the reported robbery. 

 
5. Responding units to the scene should be observant of any suspicious 

vehicles leaving the scene as well as other vehicles or persons outside the 
facility who may be serving as lookouts, cover or drivers for a robbery 
team. 

 
6. The first unit on the scene shall serve as the primary unit until relieved by a 

supervisor, and shall take a position in front of the facility that provides 
good observation without being easily visible to those inside. The primary 
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unit shall report on observable conditions at the location to the dispatcher 
but should not initially approach the building. 

 
7. The primary and all subsequent units arriving at the robbery location shall 

report their arrival and position to the dispatcher. The primary unit or 
supervisory officer should direct responding units into positions that will 
establish a building perimeter covering all exits and entrances. 

 
8. Once the building perimeter has been established and no notice of a false 

alarm has been received, the primary unit on the scene shall determine 
whether the dispatcher shall telephone the establishment. If the call is 
made, the dispatcher shall identify themself and inquire whether a 
robbery is in progress. If the call is not answered or a questionable 
response is provided to the inquiry, officers at the scene shall be informed 
of these facts and told that a possible robbery is in progress. 

 
9. If a robbery in progress is suspected, the primary unit or supervisory 

officer shall determine whether to request additional backup and whether 
specialized units shall be alerted.  

 
10. Unless otherwise directed, officers shall wait until suspects have exited the 

building before attempting apprehension. This helps to avoid the 
development of a hostage situation. 

 
11. Once perpetrators have been apprehended, the crime scene shall be 

secured by officers in preparation for processing by crime scene 
technicians, departmental investigators and federal agents. 

 
12. If a robbery has been committed and the perpetrators have left the scene, 

the primary unit should begin preparation of the initial report by 
identifying witnesses, caring for any injured parties, protecting the crime 
scene and obtaining necessary information regarding the perpetrators for 
supplemental broadcast. Remaining units should initiate the search for 
suspects on likely escape routes, being alert to unusual activities and 
circumstances. 

 
13. If the dispatcher notifies officers that they have been in contact with an 

employee of the establishment and there does not appear to be a robbery 
in progress, officers shall determine the identity and description of the 
employee and wait for them to exit the building and approach the officers 
using the prearranged signal. Officers shall accompany the employee into 
the establishment in order to verify the situation and shall notify dispatch 
once the verification is complete. 

 
14. If the alarm is received after business hours and the establishment is not 

occupied, responding officers shall assume positions in the front and rear 
of the building and jointly conduct an inspection of the facility for signs 
of forced entry. If signs of forced entry exist, officers shall follow 
procedures for conducting a building search. If the building is secure, 
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dispatch shall be notified to contact the owner or the establishment’s 
designated contact person to meet them at the location. 
 

C. Arson Investigations 
 

1. Arson investigation is primarily the responsibility of the Buda Fire 
Department and/or the State of Texas Fire Marshal.  The Buda Police 
Department will assist in any way possible. 

 
2. In some cases, especially where a fire has been started and the fire has either 

gone out or has been put out, the complainant may notify the Police 
Department and file a report. 

 
3. Patrol Officers will secure the scene and have the communications division 

notify the Fire Marshal’s Office for an investigator to be sent to the scene. 
 

4. In all cases where a Fire Investigator is not sent to the scene, the 
responsibility of the investigation lies with the Police Department. In such 
cases the Criminal Investigative Division is contacted to have an 
investigator respond to the scene. 

 
5. The responsibility for the initial case report lies with the patrol officer 

initially assigned the complaint investigation. 
 

D. Assault Investigations 
 

1. The primary officer assigned is responsible for the initial investigation. The 
officer controls the scene to ensure all evidence is protected. The officer is 
to establish that an actual offense has taken place. The officer's 
investigation should include, but is not limited to the following. 

 
a. Interview with the victim 
b. Interview all witnesses. 
c. Identity of all individuals at the location at the time of the offense 

including children. 
d. Identify the suspect (to include name, address and contact information 

– phone, email.) 
e. Relationship of the victim and suspect (family member, etc.) 
f. If possible interview the suspect. 
g. Description as to the method of assaults (hands, weapon, etc.) 
h. Description of the injuries, to include photographs – measuring 

device. 
i. Description of the crime scene, and collect evidence.  
j. If the assault is aggravated in nature CID may be notified and 

requested to respond to process the scene, including taking 
photographs of the victim. 

k. Officers should also determine if the victim would like to file charges. 
Not necessary in family violence situations. If not, complete non-
prosecution affidavit.   
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E. Class "C" Assaults 

 
1. Class "C" assaults are filed in the Buda Municipal Court. The victim after 

filing the case report surrounding the assault signs an assault complaint in 
municipal court. The case report contains the suspect's name and address, if 
known; and if not, it must be determined before filing. 

 
F. Auto Theft (UUMV) Investigations 

 
1. The responding officer is responsible for the preliminary investigation and 

should establish that an actual offense has taken place. The officer's 
investigation should include, but is not limited to, the following: 

 
a. Accurate description of the vehicle make, model, year, and color. 
b. Registration information including the vehicle identification number. 
c. Any distinguishing information (bumper stickers, decals, body 

damage or any other identifiable details). 
d. Lien holder information, determine if the payments are up to date or if 

there is the possibility of a repossession. 
e. How many sets of keys, and where they are located. 
f. If the victim wants to file charges. 

 
2. If determination that a UUMV has occurred, the responding officer shall 

relay all vehicle information to include: 
 

a. Vehicle license plate (State and number/letter sequence) 
b. Color and year of vehicle 
c. VIN of the vehicle 
d. Time and date of theft 
e. Any and all physical descriptors of the vehicle such as bumper stickers, 

blemishes/dents/scratches, strange or unusual paint scheme, etc. 
f. Owner of the vehicle’s descriptors and contact information to the Hays 

County Dispatch Center to be entered into TCIC/NCIC as a stolen 
vehicle. 

 
3. If a stolen vehicle is located, the officer determines the need for CID to 

respond to process the vehicle for evidence. If CID is needed, the officer's 
immediate supervisor is notified. The supervisor will make the initial 
request to have CID respond. 

 
G. Barricaded Subjects/Hostage Investigations (TBP: 8.01) 

 
1. Events involving hostage or barricaded suspects will be addressed in 

accordance with the Incident Command System. 
 

2. A supervisor is dispatched on any Barricaded suspect or Hostage situation. 
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3. The responding supervisor will assume the duties of the Incident 
Commander until relieved by a higher-ranking officer. 

 
4. Goals to be accomplished are: 

 
a. Protection of the Public 
b. Containment of the Suspect 
c. Protection of Hostages, and 
d. Case Resolution 
 

5. Responding Officers 
 

a. Upon arrival at the scene of a barricaded suspect/hostage situation, the 
first activity should be to limit access. 

b. Preliminary investigation should be conducted carefully to determine 
nature and extent of situation. Care should be taken to ensure not to 
expose the officer to the risk of gunfire nor to risk confrontation with 
a suspect. 

c. Once confirmation has been made that a barricaded suspect/hostage 
situation in fact exists, the on-duty supervisor will be notified. 

d. All attempts during this phase are geared toward avoiding 
confrontation and in favor of controlling, containing the situation until 
the arrival of additional personnel specifically trained in case 
resolution. 
 

6. Incident Commander Responsibilities: 
 

a. Restrict a radio frequency and communicate the channel to be used. 
b. Establish an inner perimeter to prevent inadvertent entry of the public 

and prevent the escape of the suspect. 
c. Establish a command post outside the suspect's line of fire and sight. 

The command post should be sufficiently large to accommodate 
responding personnel and vehicles. 

d. Request Communications notify the Chief of Police, Captain, and 
Detective 

e. Begin evacuation of nearby homes, offices, or buildings as necessary. 
f. Issue Rules of engagement to all on-scene officers. 
g. Obtain necessary equipment including: 

i. Telephones and batteries (2) 
ii. Maps of area 
iii. White board and markers 

h. The Incident Commander selects personnel and makes the following 
assignments: 

i. Operational Officer 
ii. Information Officer 

 
7. The Incident Commander conducts a team briefing upon arrival of 

negotiations and tactical team members. Tactical Team members are 
usually of the Hays County Sheriff’s Office, or other agency affiliation. In 
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extreme situations to be determined by the Chief of Police, members of the 
Buda Police Department may be utilized as a tactical or entry team. 
 

8. The Incident Commander consults with both the lead negotiator and the 
tactical team supervisor prior to the authorization to use force. 

 
9. Designates an arrest team to take charge of the suspect should he surrender. 

 
10. Ensures the following information is assembled: 

 
a. Obtain the phone number of the location and where the phone is 

located within the structure. 
b. Obtain a drawing or floor plan of the location, including entrances, 

location of windows, inside and outside doors, access to the garage 
from inside the location. 

c. Obtain as much information as possible about the suspect(s) and 
hostage(s) to include: 

i. Name, 
ii. Physical description, 
iii. Clothing description, 
iv. Military background, 
v. Criminal history, 
vi. Weapons and 
vii. Mental state. 

d. A record check should be made and station files perused for past 
arrests or contacts with the suspect(s). 

e. Have anyone with information about the suspect (friends, relatives) to 
remain in the vicinity of the command post for possible questioning 
by Tactical Team members or negotiators. 
 

11. The Incident Commander designates the following assembly areas: 
 

a. Medical - Safe Area 
b. Media Assembly Area 
c. Equipment/Personnel Staging Area 

 
12. Perimeter Control 

 
a. Establish an outer perimeter for traffic and crowd control. 
b. Adjacent law enforcement agencies may be used for this purpose;  
c. If there is a shortage of personnel, a fire engine or radio car can be 

used to block a street or intersection. In addition control points can be 
established utilizing members of the Public Works Department. 
 

13. Evacuation: 
 

a. Evacuate surrounding buildings or residences, if this can be done 
safety. 
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b. Select a location where evacuees can go (coffee shop, laundromat, 
schools, gymnasiums etc.), and advise them when it is safe to return 
to their homes. 

c. Record the name and address of anyone who refuses to evacuate after 
being warned of the potential hazards. 
 

14. Medical Assistance: 
 

a. An ambulance, fire department and paramedic unit will stand by near 
the command post. 

b. Injured persons are evacuated as soon as it is safe to do so. 
c. When recovery is complete the injured person(s) are immediately 

transferred to a predetermined safe area, which is to be determined by 
the Incident Commander. 
 

15. Media 
 

a. Select a location to assemble responding press representatives and 
assign someone to brief and remain with them pending arrival of 
press liaison personnel 
 

16. Post Event Investigation 
 

a. Determine if a crime has been committed and locate victims. Obtain 
names, addresses and statements as soon as possible. 
 

17. Required Reporting Documentation: 
 

a. Chronological log of all activities to be completed by the Incident 
Commander’s designee. 

b. Case Report to be completed by the officer originally assigned to the 
call for service 

c. Supplemental Report, completed by all personnel involved in the 
case. 

 
H. Bomb Threats (TBP: 8.02) 

 
1. The Incident Command System structure will be utilized for Response to 

Bomb Threats. 
 

2. When a bomb threat or report of a bomb threat is received by 
communications personnel, the communicator dispatches both police and 
fire personnel depending on the credibility of the threat or the presence of a 
suspicious device. 

 
3. Use of radios, mobile telephones, mobile data terminals, computers or any 

device capable of emitting “RF” energy may be utilized except as follows: 
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a. Personnel refrain from use of such devices if within 100' of an 
identified device. 

b. Personnel refrain from use of such devices if requested by on-scene 
commander. 

 
4. A non-credible bomb threat call is considered a Code-1 response level. Non-

credible is defined as a threat with no presence of a device noted and/or no 
specific details of a device, such as the location of time of detonation. 
Examples of non-credible threats are “There is a bomb at the school” or 
“I’m going to blow you guys up” with no other specific information. 

 
5. A credible threat or a suspicious package will be a Code-3 response. 

Credible is defined as the presence of an actual device or suspicious 
package, details that include location or time of detonation or other 
information indicating a credible threat. An example of a credible threat is 
“There is a bomb in the first floor restroom set to go off in ten minutes” or 
“Your company hurt my family, I’m going to get even. You have ten 
minutes to get out of the building”. 

 
6. Arrival on Scene 

 
a. The first officer to arrive makes personal and immediate contact with 

the complainant. Other assigned officers stage away from the 
suspected building/area until otherwise advised by the responding 
officer and supervisor. 

b. Other police personnel responding stage their vehicles at a location 
designated by the supervisor. 

 
7. On Scene Procedure 

 
a. The first officer gathers all needed and available information from the 

complainant and others present and available to provide the 
information.  

b. The supervisor meets personally with the first responding officer and 
the complainant. The supervisor and complainant will evaluate the 
threat and determine whether a search or evacuation is warranted. 

c. Searches are conducted by the owner/occupants of the building due to 
their familiarity with the complex. The police supervisor may assign 
officers to escort the owner/occupants conducting the search. 
Personnel conducting the search only look and listen for anything 
unusual or out of place. They may open closets, cabinets, doors, etc., 
but should not open or touch any suspicious packages or devices. 

d. Do not touch anything, do not move anything. 
 

8. An evacuation should be conducted on any building or area suspected of 
containing a bomb or explosive device. If it is decided to evacuate, the 
police supervisor requests that the building security personnel, owner, or 
manager announce an evacuation in a calm and orderly manner over the 
buildings public address system, or through face to face communications 
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with the buildings occupants. Facilities such as schools and government 
buildings with designated fire plans should initiate the designated 
evacuation alarms in lieu of the public address/person- to-person 
notification. Public safety personnel are utilized for this task as a last option. 
 

9. If a device is found or if the police supervisor needs assistance with search 
operations, Fire Department is dispatched to the scene. 

 
NOTE: While we do have the authority to order an evacuation should a 

device be located, the decision to reenter the facility after an evacuation will 
be made by the person in charge of the facility and not police personnel. 
We can and should inform the person in charge of the facility that 
reasonable efforts have been made to determine if a device is present. 

 
10. If Fire Department responds, the police supervisor meets with the fire 

supervisor and establishes Unified Command. 
 

11. If a suspected or confirmed bomb or explosive device is located: 
 

a. The incident commander calls for an appropriate evacuation of the 
building or area 

b. Personnel are strategically placed to ensure that the building or area is 
secured. 

c. An Explosives Response Team (ERT) is notified to respond to any 
situation that deals with explosives, bombs, explosive devices or 
items that are presumed to contain explosives. 

d. An alternate Explosive Ordinance Disposal Team may be contacted 
from another agency under the mutual aid agreement. 
 

12. ERT representatives respond and meet with the Incident Commander. The 
Team Leader of the ERT assumes control over the immediate blast area, 
subject to the approval of the Incident Commander prior to the action being 
taken. 

 
I. Burglary Investigations 

 
1. The primary responding officer is responsible for the initial investigation. 

The officer controls the scene to ensure that all evidence is protected. The 
officer is to establish that an actual offense has taken place. The 
investigation should include, but is not limited to the following: 

 
a. the point of entry (including the method of entry) 
b. the point of exit. 
c. point (points) of impact (what the suspect did while on the scene) 
d. determination of missing and damaged property. 
e. interview of all witnesses 
f. interview with the neighbors or area businesses 
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2. The officer is to determine the need for CID to respond to process the crime 
scene. The officer will contact their supervisor and the supervisor will 
contact the detective if needed to respond to the crime scene.   

 
J. Burglary in Progress Calls for Service 

 
1. On all burglary in progress calls a minimum of two (2) officers and the shift 

supervisor are dispatched to the scene. 
 

2. Upon the officer's arrival an exterior perimeter is established. The supervisor 
may call for additional officers. 

 
3. Once a perimeter is established, additional officers may search the building. 

Buildings are not to be searched by a single officer. 
 

4. If the owner of the property is present, neither they nor any other person are 
permitted to assist with the search until the building has been cleared. Have 
civilians stage away from the building in a place of safety. 

 
5. The officer in charge of the scene should make the determination if the radio 

channel should be closed to all but emergency traffic. The call can also be 
handled on an alternate radio frequency if needed. 

 
K. Child Abuse 

 
1. The primary officer dispatched is responsible for the initial investigation. 

State law requires that instances or suspected instances of child abuse or 
neglect be reported by public and private officials such as physicians, 
dentists, school employees, clergymen and others. Officers shall record 
and respond to all reports of child abuse, neglect and abandonment 
irrespective of the source or method of reporting. 

 
2. A preliminary interview will be conducted with the reporting individual, 

when known, to determine the basis for the report, to include 
determination of such factors as: 

 
a. the physical condition of the child; 
b. a description of the abusive or neglectful behavior; 
c. evidence of parental disabilities such as alcoholism, drug abuse, 

mental illness or other factors that demonstrate or suggest their 
inability to care for the child; photographs or BWC footage.  

d. description of suspicious injuries or conditions; 
e. the nature of any statements made by the child concerning parental 

maltreatment; and 
f. any evidence of parental indifference or inattention to the child’s 

physical or emotional needs. 
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3. Officers will contact a supervisor and provide information regarding the 
situation. Upon the approval of a supervisor, Child Protective Services is 
notified, and if needed, their immediate response to the scene is requested. 

 
4. Upon the approval of the shift supervisor, the Criminal Investigations 

Division is notified and requested to respond. 
 

5. When the source of the report cannot be identified and/or time is not of 
the essence, a report of the complaint shall be made to the state child 
protective authority as prescribed by law.   

 
6. Where reasonable suspicion exists for further investigation, a coordinated 

investigative effort should be undertaken with the Child Protective 
Services. 

 
7. Immediate action shall be taken by officers when 

 
a. the complaint warrants arrest or criminal prosecution; 
b. child protective personnel are not available and time is of the 

essence; 
c. the child is in danger and child protective personnel cannot 

respond; 
d. the suspected perpetrator may flee; 
e. police presence is required to maintain order or to protect the 

safety of child protection officers; or 
f. when the child must be taken into protective custody against 

parental wishes. 
 

8. The preferred means of removing a child from the home is by court order.  
However, in cases of abandonment, severe abuse or neglect where the 
child is in imminent danger of death or serious bodily harm and time is 
of the essence, an officer shall, in compliance with state law, remove the 
child from the home for purposes of protective custody.  The assistance 
of child welfare authority officers should be sought if available in a 
timely manner.  Parental permission should also be sought but is not 
required in order to remove the child under emergency circumstances. 

 
9. In cases where protective custody is warranted and time permits, Child 

Protective Services shall be notified and a court order for protective 
custody shall be sought prior to the child’s removal. 

 
L. Consumption of Alcohol by a Minor 

 
1. When an officer determines that a person is underage and has consumed an 

alcoholic beverage, the officer undertakes one of the following actions: 
 

a. If the minor is under the age of ten years: 
i. The child is released to a parent or another responsible adult. 
ii. A case report is completed. 
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b. If the minor is at least age ten, but less than 14 years: 
i. The minor may be detained at the scene, while contact is 

made with the minor’s parent, and arrangements made for the 
parent or another responsible adult to take custody of the 
minor, or 

ii. The minor may be taken into custody, transported to the Buda 
Police Department or the Juvenile Detention Center in order 
to processed as a juvenile offender (mandated Livescan) and 
detained in a court-approved area as determined by C.C.P. 
Article 45.058 (b)(c)(d), the Chief of Police, and the Buda 
Municipal Court Judge, until released to the parent. Officer 
presence is mandatory; no juvenile will be left alone. 

c. If the minor is at least 14 years, but less than 17 years: 
i. A citation is issued for Minor in Consumption; and 
ii. The minor may be detained at the scene, while contact is 

made with the minor’s parent, and arrangements made for the 
parent or another responsible adult to take custody of the 
minor, or 

iii. The minor may be taken into custody, transported to the 
Police Facility, processed as a juvenile offender, and detained 
in a court-approved area until released to the parent. 

d. If the minor is at least 17 years, but less than 21 years: 
i. If the officer determines that the minor has consumed an 

alcoholic beverage, and that the subject is not intoxicated, a 
citation may be issued and the subject released to a 
responsible adult; but a parent is preferred. 

ii. If in public, and the subject is intoxicated, and cannot be 
released to a parent or other responsible adult, the individual 
is arrested and booked as an adult for Public Intoxication. 

iii. If not in public, and intoxicated, contact a parent or 
responsible adult, release to their custody and issue a citation 
for Minor in Consumption. 
 
 

2. Disposition of Evidence: 
 

a. When an officer arrests or issues a citation to a person for public 
intoxication, or for any other alcohol-related Class C misdemeanor or 
city ordinance violation, he/she will seize any alcoholic beverage in 
the possession of the person at the time of the arrest or citation 

b. Alcoholic beverage containers seized in accordance with the 
preceding paragraph will be disposed of as follows: 

i. If the person arrested or cited is under 21 years of age, each 
container, whether opened or unopened, will be poured out 
and the container properly discarded. If there are more than 24 
unopened containers, the arrested person should be asked 
about their disposition. Disposition may include destruction as 
previously indicated or release to a parent or guardian only. 
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ii. Destruction of any alcoholic beverage at the scene is done 
within view of the officer’s patrol units video camera. 
 

M. Death Investigations   
 

1. Deceased persons or persons near death may be encountered in response 
to a wide variety of calls for service. Officers who encounter such 
situations shall, in order of importance, based on the circumstances, 
perform the following: 

 
a. Identify and arrest any perpetrator(s) if present. 
b. Ensure officer safety and the safety of others by safeguarding any 

weapons at the scene. 
c. Administer emergency first aid if necessary and/or summon 

emergency medical personnel. 
 

2. Death can only be determined in an official capacity by a physician. 
However, in cases involving unmistakable evidence of death (e.g., the 
presence of lividity or rigor mortis), emergency medical personnel need 
not be summoned. 

 
a. If the officer determines that the person is dead, the factors 

surrounding that determination shall be entered into the officer’s 
report.  

b. Officers shall resolve any doubt concerning the life or death of a 
subject by summoning appropriate medical assistance. 
 

3. Isolate and protect the crime scene from any intrusion by non-essential 
personnel including officers not directly involved in the crime scene 
investigation. 

 
4. Notify communications of the circumstances and request the response of 

a supervisor and any additional personnel as needed. If the death is 
perceived to be a homicide or potential homicide or the result of 
accident or suicide, a member of the Criminal Investigation Division 
shall also be summoned, along with immediate notification to the Police 
Supervisor. 

 
5. Observe and note pertinent circumstances at the scene. 

 
a. Record the nature of any physical modifications to the crime scene 

as the result of intervention by emergency medical personnel or 
others. 

b. Record in a crime scene log the identity of any persons who were 
present at or who entered the crime scene. 

c. Identify witnesses and record basic information regarding the 
event. Ask witnesses to remain, if possible. If not possible, 
determine their identity and how they can be contacted by 
investigators. 
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d. Identify and ensure that any suspects do not leave. Responding 
officers may conduct basic, preliminary questioning of a suspect or 
witness, but should normally defer interviews to investigators 

 
6. Supervisor Responsibilities. A supervisory officer shall respond to any 

reported death that is not attended by a physician in a health care setting. 
Responsibilities of the supervisory officer include but are not necessarily 
limited to the following: 
 

a. Verify that appropriate requests have been made for assistance by 
crime scene technicians, homicide investigators, and command 
personnel and request any additional personnel to protect the crime 
scene or conduct the investigation as necessary. 

b. Receive a verbal report from initial responding officers regarding 
pertinent conditions at the scene upon their arrival, circumstances 
surrounding the death, the presence of witnesses and/or suspects, 
disposition of the body, and related details. 

c. Ensure completion of preliminary information collection and the 
protection and integrity of the crime or incident scene. 
 

7. Bodies shall not be moved unless located in a spot that is deemed 
untenable (e.g., in open view of the public) and only under conditions 
that do not require a police investigation or coroner’s response. In all 
other cases, bodies may be covered but may not be moved without 
approval of the Justice of the Peace or investigators. 

 
8. Death by Other-Than-Natural-Causes. In all cases of death other than 

those due to natural causes where the death will be certified by an 
attending physician, the Justice of the Peace shall be notified. 

  
a. In any case in which there is doubt concerning the cause of death, 

the Justice of Peace and criminal investigators shall be notified and 
shall be responsible for conducting an investigation of the death. 

b. In cases of death by accident, suicide, homicide, or undetermined 
causes, the supervisor shall coordinate with investigators and the 
Justice of the Peace in protecting the scene and conducting a 
preliminary investigation of the incident.  

 
9. Assistance to Survivors. Providing basic support and crisis assistance to 

survivors is the responsibility of both responding officers and 
investigators. The Buda Police Departments Victim’s Services shall be 
contacted to respond for immediate family member survivors, or others 
whom lived with the deceased person. 

 
10. Officers should not leave the scene of a death where survivors are present 

until reasonably assured that the survivors have adequate personal 
control and/or family or close friends readily available to provide 
support. In gauging the need for assistance, officers shall also consider 
the following: 
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a. The emotional reactions and physical condition of the survivors; 
b. Availability of other adults in the home or immediate area; 
c. Responsibility of the survivors for infants or small children; 
d. Home environment, if apparent, (e.g. evidence of excessive alcohol 

use or drug use, lack of means of financial support, shortage of 
food, problem with shelter, etc.); and Availability of a support 
system (e.g. including friends, family, close neighbors, access to 
clergy, means of transportation, etc.) 
 

11. Officers should not leave a lone survivor unattended until all reasonable 
efforts have been made to garner first-hand support from the survivor’s 
family, friends, co-workers, neighbors, family, clergy, victims assistance 
coordinator, crisis counselors, or other community social service agency. 

 
N. Death Notifications 
 

1. Preparations 
 

a. All death notifications that are the responsibility of this agency 
shall be delivered in person unless the exigency of circumstances 
demands telephonic notification. 

b. Officers shall be prepared to and shall be provided adequate 
discretion to spend the necessary time with survivors to provide 
assistance as authorized by this policy. 

c. Prior to contacting next of kin, notifying officers shall gather and 
familiarize themselves with essential details concerning the 
deceased, to include full name, age, race and home address, as well 
as details of the death, location of the body/personal effects and 
other pertinent information.  Officers shall identify the next of kin 
of the deceased for purposes of notification. Particular effort 
should be made to locate the closest relative starting with a spouse 
and followed by parents, brothers or sisters, then children. 

d. Only where substantial delays would be required to make contact 
with next of kin should other relatives be contacted. 

e. Officers should contact a supervisor for guidance when in doubt 
concerning next of kin or delays in notification. 

f. Where another agency must be contacted to notify the next of kin, 
officers should 

i. request that the notification be made in person, and 
ii. request immediate verification when notification has been 

accomplished. 
g. Wherever possible, officers should gather available information 

concerning the survivors that may aid in the notification.  This 
includes but is not limited to whether survivors are elderly, 
disabled, visually or hearing impaired, have medical problems or 
may not speak English.  If possible, obtain the names of the 
survivor’s closest relative, friend, family doctor and clergyman.  
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h. Officers should, wherever reasonably possible, avoid using the 
name of the deceased over the radio prior to notification of 
immediate surviving relatives. 

i. Where possible, two officers (preferably a male and female team) 
should be assigned to a death notification. 

j. Officers should request the assistance of the agency chaplain or 
local crisis intervention specialist where feasible. 

k. Personal effects of the deceased shall not be delivered to survivors 
at the time of death notification. 
 

2. Making Notification 
 

a. Upon arrival at the residence or place of business, officers shall do 
the following: 

i. check the accuracy of the location; 
ii. request to speak to the immediate survivor; 
iii. identify themselves by name, rank and departmental 

affiliation; 
iv. verify the relationship of the survivor to the deceased; and 
v. ask to move to a place of privacy. 

b. Every reasonable effort shall be made to make the death 
notification in the privacy of the survivor’s home or in another 
location away from public scrutiny. 

c. Officers should address the survivor(s) in a straightforward manner 
and use easy-to-understand language to briefly explain the 
circumstances of the incident and the fact that the individual is 
dead. 

i. Officers should not use euphemisms such as “passed on” or 
“no longer with us” in order to avoid using the term “dead” 
as these may create confusion or false hope. 

ii. Officers should avoid graphic aspects of the incident and 
the use of police jargon. 

d. Officers should be prepared for unexpected responses from 
survivors to include hysteria and possible verbal or physical attack. 

e. Officers should provide survivors with sufficient time to regain 
composure before proceeding.  Avoid attempts in the interim to 
provide comfort by using simple platitudes or trite phrases (e.g. “I 
know how you feel,” “I know how hard this is for you.”).  
 

3. Providing Assistance and Referral 
 

a. Officers shall not leave upon completion of the notification until 
reasonably assured that the survivor has adequate personal control 
and/or family or close friend(s) readily available to provide 
support.  In gauging the need for assistance, officers shall also 
consider the following: 

i. the emotional reaction and physical condition of the 
survivor; 

ii. the availability of other adults in the home; 
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iii. responsibility for infants or small children; 
iv. home environment (e.g. evidence of excessive alcohol use 

or drug use, lack of means of financial support, shortage of 
food, problem with shelter, etc.); and 

v. availability of a support system (e.g. including friends, 
family, close neighbors, access to clergy, means of 
transportation, etc.) 

b. Officers should provide any additional information on the incident 
requested by survivors.  While graphic details may not be 
necessary, officers should provide information if asked specifically 
concerning the cause of death, condition of the body or other 
details of the fatality. 

c. Officers should remain alert to the possible need for medical 
assistance.  

d. Officers should be aware of confusion on the part of survivors; 
speak slowly and deliberately, and write down any pertinent 
information that the survivor may need. This includes such matters 
as the following: 

i. disposition of the body; 
ii. location of personal effects; 
iii. identification requirements/procedures; and 
iv. notifying officers’ names, agency and telephone numbers. 

e. Officers should not leave a lone survivor unattended until all 
reasonable efforts have been made to garner first-hand support 
from the survivor’s family, friends, co-workers, neighbors, family 
clergy, crisis counselors or other community social service agency.  

f. Notifying officers should conduct a follow-up within 24 hours with 
any survivor when there is concern for the survivor’s well-being.  
 

O. Driving Under the Influence by a Minor 
 

1. When a minor (a person who is under the age of 21) is operating a motor 
vehicle in a public place and has introduced alcohol into their body, officers 
will need to determine if the suspect is intoxicated or not.  This can be done 
by having the suspect perform the battery of Standard Field Sobriety Test’s 
(SFSTs).   

 
2. If the SFSTs conclude that the operator is intoxicated the officer shall place 

that individual under arrest for DWI and follow the procedure spelled out in 
policy 7.30 Section VII.  

  
3. If an arrest for DWI is not made and the officer determines the minor has a 

detectable amount of alcohol in their system, the officer may: 
 

a. Issue a citation and complete a DIC-25, DIC-23, and release the 
minor to a responsible adult. 

b. If there is no responsible adult available, the subject is taken into 
custody and transported to Hays County Sheriff’s Office Booking 
Facility. 
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c. If an arrest is made and a specimen of breath (Intoxilyzer Test) or 
blood is requested, then all standard DWI procedures shall be 
followed. 
 

4. Disposition of Evidence 
 

a. When an officer arrests or issues a citation to a person for any 
alcohol-related Class “C” misdemeanor or city ordinance violation 
(i.e. P.I., DUI Minor), he/she will seize any alcoholic beverage in the 
possession of the person at the time of the arrest or citation. 

b. Alcoholic beverage containers seized in accordance with the 
preceding paragraph will be disposed of as follows: 

i. If the person arrested or cited is under 21 years of age, each 
container, whether opened or unopened, will be poured out 
and the container properly discarded. If there are more than 24 
unopened containers, the arrested person should be asked 
about their disposition. Disposition may include destruction as 
previously indicated or release to a parent or guardian only. 

ii. Before any destruction of any alcoholic beverage occurs the 
officer may take a photo of the evidence or capture on body 
worn camera.  The destruction of the alcoholic beverage at the 
scene is done within view of the officers camera and 
performed by the suspect. 
 

P. Criminal Trespass 
 

1. Criminal Trespass is a misdemeanor that requires notice for removal from 
property or that entry is forbidden, and commission does not constitute a 
breach of the peace. Therefore, an arrest without a warrant must be for an 
on-view offense. 

 
2. Enforcement Action 

 
a. Upon contacting the suspect the officer obtains identification and 

checks for wanted information. The officer determines if a Criminal 
Trespass Warning has been issued to the suspect by interviewing the 
complainant or having Communications check the master name file. 

b. If a warning has not been issued, the officer completes a Trespass 
Warning and gives a copy to the suspect, with instruction, that is the 
suspect returns they will be arrested. 

 
3. It is legally permissible for a second officer to make a warrantless arrest for 

criminal trespass if the suspect has been issued a trespass warning by 
another officer. Information about who issued the warning is included in the 
case report. 

 
4. If the suspect has never been given a prior trespass warning, an officer 

cannot make a warrantless jail arrest for criminal trespass when the suspect 
is being held against his will by a security guard, business owner, etc. 
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Follow the above steps if proved that the subject had received a criminal 
trespass warning. 

 
5. Disregarding signs, fences and locked or unlocked habitations is evidence 

that the subject received warning and can be arrested without the pursuit of 
a warrant. 

 
Q. Drug Paraphernalia 

 
1. All drug paraphernalia seized in connection with a drug arrest will be placed 

in the property room and properly booked in as evidence with the following 
exceptions: 

 
a. When the seizure and arrest is for an amount of marijuana less than a 

usable amount (typically less than 5 grams) or is for paraphernalia 
only with no other drug charge, the following process will be used. 

i. The officer will check the subject for wanted and if clear, 
issue a citation for Possession of Drug Paraphernalia. The 
Paraphernalia charge will be the first charge on the citation if 
more than one charge is cited. 

ii. The Paraphernalia and or drug residue may be seized and 
placed in a bag for transport to the police facility, and placed 
into evidence, or may be photographed and destroyed on 
scene by suspect.  
 

R. Escorts  
 

1. Personnel will refrain from providing non-emergency escorts unless 
requested by another Law Enforcement Agency, a City, County or State 
agency. Such escorts are limited to; with the approval of the Chief of Police 

 
a. Funeral of a law enforcement officer, fire fighter or civilian member 

of the City of Buda or immediate family member. 
b. Hazardous materials; 
c. Oversize vehicles 
d. Dignitaries and public officials 

 
2. Medical Escorts:  

 
a. Officers shall refrain from providing emergency medical escorts to 

private vehicles, except when such escort is of such short distance that 
medical attention would clearly be delayed by utilization of 
ambulance personnel with supervisor approval.   

b. In the case of minor injury the officer may direct the parties to the 
nearest medical facility or location for assistance. For those more 
seriously injured, an ambulance is contacted. 

c. If exigent circumstances are present, such as a life-threatening injured 
officer and EMS is delayed or could be delayed, an Officer may 
deliver the injured personnel to the nearest emergency medical facility 
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or to a safe location to meet EMS. A determination shall be made by 
the Chief of Police to whether the act was necessary to preserve 
and/or restore life to the transported officer.  

d. Extreme caution is utilized during such escorts. 
 

S. Executing Warrants With Other Agencies  
 

1. When outside agencies request patrol assistance to execute search and/or 
arrest warrants a patrol shift supervisor will be notified and respond. 

 
2. The supervisor will meet with the agency prior to executing the process, to 

determine the exact needs. 
 

3. The supervisor ensures the following is followed: 
 

a. The supervisor will determine how many officers will be needed. 
b. All officers wear ballistic vests 
c. All officers participating will have an organizational meeting prior to 

serving the process. 
d. If circumstances warrant the shift supervisor may, at their discretion, 

withdraw his personnel and equipment. 
 

4. Arrest 
 

a. Subjects taken into custody is that of the agency initiating the service 
of the warrant. Officers may assist the agency in transport of arrested 
person(s) after approval from their supervisor. Manpower and call 
volume may prevent Officers from providing a transport for the 
assisted agency. 
 

T. Executing Search Warrants and Warrants of Arrest for the City of Buda 
 

Officers may be called upon to assist the Criminal Investigations Division, The Buda 
Municipal Court, or assigned staff in the execution of arrest and/or search warrants. 
The term “Operations Commander” in this specific policy means the officer in 
charge of the execution of the arrest and/or search warrant. 

 
1. Search Warrants and High Risk Warrants  

 
High Risk Warrants may be ran by Hays County SWAT.  

 
          a. Officers selected for such a task shall be trained in basic tactics and 
   maintain an acceptable level of physical fitness. 

b. The operations commander or supervisor shall determine the  
  appropriate dress for the execution of the warrant(s), however the 

following equipment must be worn: 
i.   Issued Ballistic Vest  
ii.  Handgun w/two extra magazines 
iii. Handcuffs and/or flex cuffs 
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iv. Flashlight and holder  
v.  Radio and holder 
vi. “POLICE” must be attached to the front and back of ballistic 

vest if not in full uniform. 
vii. Issued Departmental badge either on belt near firearm or to   

     be worn on a neck lace style badge holder. 
c. Optional equipment may be used by Officers at the approval or verbal 

directive of the operations commander. Officers that are assigned the 
use of this equipment shall be trained and have shown proficiency in 
the use of such equipment prior to assignment. These include: 

i.   Breaching Ram Tool 
ii.  Hooligan or pry Tool 
iii. Patrol Rifle 
iv. Shotgun/Breaching Shotgun/Less Lethal Shotgun 

d. The operations commander must perform a briefing to the Chief of 
Police or his designee and Officers assisting in the search and/or 
arrest warrant. The operations commander will complete an 
Operations Plan, unless doing so would compromise the operation, 
which will cover the following information: 

i. Time/Date/Place of operation 
 Known suspects, vehicles, occupants (kids/elderly) 
 Known weapons, threat assessment 
 Known cameras, dogs   
ii. Personnel assignments 
iii. Nearest Medical Facility 
iv. Nearest Jail Facility 
v.  Contact information of participating members 
vi.  Description of the plan of execution of such warrant 
vii. Location of Debriefing. 

e. The operation must be concluded, when safe to do so, with an 
operational debrief to discuss the operation among all members. This 
debrief may be informal and be held at a time/place as decided by the 
operations commander.   

f. The Chief of Police must approve all tactical operations to include the 
execution of arrest and/or search warrants. The Chief of Police or his 
designee may call upon outside agencies to assist with the execution 
of a search warrant, felony arrest warrant, or any high risk operation.  

     
2. Misdemeanor or Low Risk Arrest Warrants 

 
a. Officers may be called upon to serve arrest warrants from the Buda 

Municipal Court. The Captain or the first line supervisor may assign 
Officers to such assignment as needed with a minimum of two (2) 
Officers. The following guidelines must be approved by the Chief of 
Police: 

i. Arrest Warrants to be served outside of the City of Buda. 
ii. Service of Arrest Warrant on a person deemed Armed and 

Dangerous, Violent Criminal History, or intelligence gathered 
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that suggests that subject may pose a threat to arresting 
Officers. 

iii. The subject is a juvenile, pregnant, physical handicap, elderly, 
etc. 

b. Officers assigned to serve Buda Municipal Warrants may do so in the 
following procedure: 

i. By calling the subject at home, work, or school to explain to 
them that a warrant has been issued for their arrest and how to 
resolve that warrant with the municipal court. 

ii. By attempting in-person contact at home, work, school, or 
other known location and explain to them that a warrant has   
been issued for their arrest and how to resolve that warrant 
with the municipal court. 

iii. By arresting the subject at the known location and 
transporting them to the Hays County Jail. 

iv. If outside of jurisdiction, contact with the law enforcement of 
Hays County or bordering County for assistance in either 
arresting or notifying the subject of the arrest warrant. 

Officers on scene will have the discretion to not arrest a subject on 
Buda Municipal Court warrant(s) if doing so would present an even 
greater hardship than necessary for the warrant.  

c. Unless advised or commanded differently, Officers will wear their 
duty uniform when working warrants of arrest. 

d. Officers will not leave the City of Buda or assigned area without 
notification to their supervisor while conducting warrant service(s). 

e. Officers are to notify the Hays County Dispatch Center of the address 
of service prior to arrival to the address and when no longer at the 
service address. Professional radio communication will be used at all 
times as in regular tour of duty. 

f.  Unless called in to work warrants of arrest specifically, calls for 
service shall supersede all warrant service attempts.           

 
U. Family Disturbances/Family Violence 

 
1. Officers investigate family violence cases and make appropriate arrests of 

family violence suspects, to end the possibility of further violence being 
committed on the victim.  Officers will refer to Policy 7.13 for operational 
procedures. 

 
2. If the victim of family violence does not want to prosecute the suspect, 

officers still make the arrest. Officers refrain from telling the complainant 
that charges can be dropped at a later time. 

 
3. If the suspect is not at the scene, officers make diligent efforts to apprehend 

the suspect, if the suspect is believed to be in proximity to the scene and it is 
believed the suspect may return and engage in additional family violence. 
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4. Officers collect and preserve evidence in family violence situations in the 
same manner that such evidence is collected and preserved in other criminal 
cases. 

 
5. Officers give all victims or alleged victims of family violence a family 

violence pamphlet. 
 

6. Officers should consult with the victim to determine if an Emergency 
Protective Order (EPO) is needed. 

 
7. Required Reporting Documentation 

 
a. Case Report (if family violence occurred) 
b. Family Violence Report (if family violence occurred) 
c. Assault Victims Statement (if family violence occurred) 
d. If children are in the home report to CPS.  
 

V. Fireworks 
 

1. Officers should take action when these violations are observed or brought to 
their attention. Patrol officer may file charges against adults for displaying, 
possessing, shooting, throwing fireworks, etc. 

 
2. If the offender is a juvenile, the officer contacts the juvenile’s parents or 

guardian, informs them of the violation, and files the appropriate charges, 
up to and including, filing a case against the parent or guardian for 
permitting the juvenile to violate the fireworks ordinance. 

 
3. The seizing officer will, in the presence of a second officer, photograph the 

evidence, or capture on body worn camera and then destroy and dispose of 
the fireworks. 

 
4. The photograph will be stapled to the citation and forwarded to the 

Municipal Court in the normal process.  The seizing officer will indicate the 
manner of the destruction of the paraphernalia on the back of the citation 
with his signature and the witnessing officer will also sign indicating they 
witnessed the destruction. 

 
5. All confiscated fireworks are destroyed on body worn camera. 

 
W. Hazardous Materials  (TBP: 8.12) 

 
1. In the event of a case involving hazardous materials, the officer contacts the 

Fire Department immediately and takes the appropriate action to protect life 
and property. This may include evacuating or limiting access to the scene. 
The Fire Department personnel undertake the command and control of 
hazardous material scenes and hold responsibility for all ensuring removal 
and cleanup measures are undertaken. 
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2. The Fire Department has the equipment and training required to properly 
respond to Hazardous Materials and Bio-Hazard incidents, including full 
Level III Protective Equipment as well as decontamination equipment. 

 
X. Injured Persons 

 
1. Patrol officers are dispatched to respond to injured person calls (other than 

those resulting from criminal activity, motor vehicle accidents, cases of 
major magnitude, or if the injury occurs on city property) only when the 
presence of the officer will protect life, render first aid, or restore order. 

 
2. In the event a child or elderly person has been injured a case report may be 

generated if the officer believes negligence was involved. 
 

3. For the purpose of this section, a child is a person under 15 years of age and 
an elderly person is over 64 years of age. 

 
4. If the person is injured on city property, a case report is generated. 

 
Y.  Junk and Abandoned Vehicles  

 
1. Texas Traffic Laws and a City Ordinance authorize the Police Department to 

take into custody an abandoned motor vehicle found on public or private 
property. 

 
2. Texas Traffic Laws and City Ordinance allow authorized persons to enter 

private property to examine vehicles or vehicle parts, obtain information as 
to the identity of the vehicle, and cause the removal of a vehicle or vehicle 
part that constitutes a nuisance when so ordered by the judge of the 
municipal court. 

 
3. Procedures for removal of abandoned or junk vehicle-public property  

 
a. Vehicles found left unattended creating a hazardous traffic situation 

may require immediate removal if they cannot be pushed out of the 
roadway. 

b. Vehicles abandoned in non-hazardous locations: Communications 
should attempt to contact the owner. 

 
4. Officers determine if the vehicle meets the criteria to be classified as an 

abandoned motor vehicle. A Violation Warning Sticker is affixed to the 
vehicle in the following manner: 

 
a. Place sticker on the rear window either on the lower left or right side - 

whichever can easily be seen by passing motorists. 
b. Do not place sticker in a position in which it may obstruct the driver's 

view. 
c. Do not place on any painted surface. 
d. Do not place more than one sticker on any vehicle. 
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5. Follow-up and impoundment - Communications may enter the vehicle been 

as stored and or abandoned. 
 

a. Attempt to locate the owner to move the vehicle. 
b. If unable to locate the owner, the communications specialist will 

document the attempt to locate owner in the log. 
 

6. Procedures for removal of abandoned or junk vehicles - private property  
 

a. Although police officers are authorized to perform this task, the City 
of Buda Code Enforcement employees are responsible for removal of 
vehicles on private property in accordance with applicable laws and 
city ordinances. 

b. Police officers may assist Code Enforcement employees in 
enforcement when necessary to preserve the public peace. 

 
Z. Juvenile Parties and Large Gatherings 

 
1. Officers responding to calls regarding juvenile parties and gatherings 

investigate each call to determine if a criminal offense has taken place. 
Officers are to conduct their investigations following State Law and 
Departmental Policy to determine the correct course of action. 

 
2. If the violation of law involves a Class C Misdemeanor, only officers are not 

authorized to enter a residence or fenced in area of the residence, without 
first obtaining consent to enter from an individual who holds possessory 
interest in the property, regardless if the violation is an on view offense. All 
other entry into any residence or fenced property should be supported by: 

 
a. probable cause to believe that a criminal offense classified as a Class 

B Misdemeanor or higher is in progress, and 
b. urgent circumstances exist where an officer would not have time to 

secure a search warrant, or 
c. consent from someone with possessory interest in the property, or 
d. a reasonable belief that immediate entry is necessary to protect 

anyone from physical harm. 
 

3. If it is determined an offense has taken place, officers are to take appropriate 
enforcement action following established guidelines. 

 
4. If a violation has been determined to involve a minor, the parents or 

guardian of the minor is contacted and requested to come to the scene to 
take custody of the violator. 

 
5. Evidence obtained will be photographed and disposed of following 

established guidelines. 
 

AA. Liquor Law Violations 
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1. When an arrest is made in licensed premises because intoxicated persons are 

permitted to remain on the premise (T.A.B.C Section 104. (6) a copy of the 
arrest reports are provided to the Alcoholic Beverage Commission.  
 

2. In order that desired administrative action be taken, the arrest report must 
contain the following additional information if applicable 

 
a. Observation by the arresting officer of the licensee or his employee is 

permitting the intoxicated person to remain on the premise. (or was in 
the position to see the intoxicated person, but did nothing to cause 
him to be removed). 

b. Identity of the licensee or the employee who served the intoxicated 
person (name, age, physical description, address and employment 
status). 

c. Res Gestae statements made by the licensee, employee or intoxicated 
person. 

d. Answers to questions made by the licensee, employee/ and/or 
intoxicated person. 

e. The TABC license number for the premises. 
 

BB. Major Crime Scenes 
 

1. Initial responding officers shall initiate the preliminary investigation and 
perform tasks as designated below until otherwise directed by a 
supervisor, detective or other officer specifically assigned to criminal 
investigations. 

 
2. In transit to crime scenes, officers shall be cognizant of suspects/vehicles 

that may be in flight. 
 

3. Upon arrival the officer should: 
 

a. Verify that a crime has been committed and relay essential 
information to communications. 

b. Administer first aid and/or summon emergency medical assistance 
if required and take those steps necessary to protect victims or 
others. 

c. Arrest the perpetrator if at the scene. A decision to leave the crime 
scene to arrest or pursue the perpetrator should be made based on 
weighing the immediate needs of victims and others against the 
safety of the public if the perpetrator were allowed to escape. 

d. Provide communications with such information as: 
i. nature of the crime committed; 
ii. description of the perpetrator and mode/direction of flight; 
iii. description of any vehicle used by the offender and any 

accomplices; 
iv. use of firearms or other deadly weapons; and 
v. any support required at the crime scene. 
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e. Identify any witnesses to the crime, secure their identities and 
request that they remain present at the crime scene until they can 
be interviewed. 

f. Where reasonably possible, obtain the identities on any other 
persons who were present upon arrival at the crime scene 

g. Note the license tags of vehicles parked near the crime scene and 
be aware of suspicious persons on hand at or near the crime scene. 

h. Provide superior officers and any other investigative personnel 
arriving on the scene with complete information on the offense and 
the measures taken thus far by officers and others. 

i. Responding officers shall enter crime scenes only for purposes of 
aiding victims or bystanders in need of immediate assistance, 
apprehending perpetrators or securing the area.  Other entries shall 
be permitted only under direction of a supervisor. 

j. Officers making initial entries for the above purposes shall, where 
feasible, avoid touching, walking upon, moving objects or 
otherwise altering or contaminating the crime scene. 

k. Define the boundaries of the crime scene to include all areas that 
may reasonably be searched for evidence.  As necessary, 
considering the nature and seriousness of the crime, officers 
should: 

i. request backup assistance to restrict access to the crime 
scene and control any on-lookers; 

ii. erect barricade tape, rope or cordon off, lock or otherwise 
secure the immediate crime scene and restrict access to 
defined crime perimeters; and 

iii. record any alterations made at the crime scene due to 
emergency assistance to victims, the actions of persons 
reporting the crime, handling of any items of evidentiary 
value or other actions. 

l. Restrict all persons from the crime scene who are not directly 
involved in the investigation.  In the case of homicides or other 
major crimes the officer-in-charge (OIC) shall ensure that the 
identity of all persons entering the crime scene is recorded. 

m. Homicides and other major crime scenes should be approached 
only as needed in a single defined line in order to avoid destruction 
of footprints and other impressions and the contamination of scent 
trails that may be useful in canine searches.  The “place last seen” 
of kidnapped or missing persons should also be protected in a 
similar manner. 

n. Make contact with locations having cameras in the vicinity.  
 

CC. Missing Persons/ Missing Children (TBP: 7.33) 
 

1. Reporting/Classification of Missing Persons 
 

i. There is no waiting period for reporting a missing person.  Missing 
person reports shall be taken in-person or by telephone in 
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conformance with the criteria of this policy and the criticality of the 
incident. 

ii. A person may be declared “missing” when his/her whereabouts is 
unknown and unexplainable for a period of time that is regarded by 
knowledgeable parties as highly unusual or suspicious in 
consideration of the subject’s behavior patterns, plans or routines. 

iii. An individual may be considered “missing-critical” who meets the 
foregoing criteria and who, among other possible circumstances: 

i. A reasonable suspicion the individual may be the subject of 
foul play, 

ii. Under 13 or over 65 and may be unable to properly safeguard 
or care for himself/herself, 

iii. suffers from diminished mental capacity or medical 
conditions that are potentially life threatening if left 
untreated/unattended; 

iv. is a patient of a mental institution and is considered 
potentially dangerous to himself or others; 

v. has suicidal ideations; or 
vi. may have been involved in a boating, swimming or other 

sporting accident or natural disaster. 
iv. On any critical missing, an officer will remain on special 

assignment attempting to locate the individual until the individual is 
found or until the assignment is lifted by the Chief of Police, or his 
designee. 

v. Reports of juveniles who have voluntarily left home (i.e., 
“runaways”) should be classified as such only after thorough 
investigation. 

 
2. Initial Report Taking 

 
i. The responding officer must gather as much pertinent information 

as quickly possible in order to properly classify a missing person 
report and initiate proper response.  This includes the following 
information: 

i. Name, age, physical description and clothing descriptions of 
the subject and relationship of the reporting party to the 
missing person. 

ii. Time and place of last known location and the identity of 
anyone accompanying the subject. 

iii. The extent of any search for the subject. 
iv. Whether the subject has been missing on prior occasions and 

the degree to which the absence departs from established 
behavior patterns, habits or plans. 

v. Whether the individual has been involved recently in domestic 
incidents; suffered emotional trauma or life crises; 
demonstrated unusual, uncharacteristic or bizarre behavior; is 
dependent on drugs or alcohol or has a history of mental 
illness. 
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vi. The current physical condition of the subject and whether the 
person is currently on prescription medication. 

b. If the missing person is a child, inquiry should also determine if the 
child 

i. is or may be with any adult who could cause him/her harm; 
ii. may have been the subject of a parental abduction; 

iii. has previously run away from home, has threatened to do so or 
has a history of explainable or unexplainable absences for 
extended periods of time. 

iv. The current custodial status of the child. 
c. Supervisory officer shall also respond on all missing persons cases. 

 
3. Preliminary Investigation 

 
i. The preliminary investigation is intended to gather information and 

to take those steps that will aid in the search for and location of a 
missing person.  This includes gathering the following types of 
information and materials: 

i. Complete physical and clothing description of the subject and a 
recent photograph. 

ii. Officers will conduct a complete and thorough consensual 
search of the missing person’s home and surrounding property 
as soon as possible.  Many children have been found hiding, 
trapped or asleep in their home.  On occasion, evidence of a 
crime involving the person has also been located. 

iii. Identity of the last person(s) to have seen the subject as well as 
friends, relatives, coworkers or associates who were or may 
have been in contact with the subject prior to disappearance. 

iv. Plans, habits, routines and personal interests of the subject 
including places frequented or locations of particular personal 
significance. 

v. Indications of missing personal belongings, particularly money 
and other valuables. 

vi. Any suggestions of foul play or accident.   
b. In the case of missing children, officers shall be particularly 

cognizant of information that may suggest the potential for parental 
abduction or the possibility of stranger abduction, as well as 

i. the presence of behavioral problems; 
i. past instances of running away; 

ii. signs of an abusive home environment or dysfunctional family 
situation; 

iii. whether the child is believed to be with adults who may pose a 
danger; and 

iv. the name and location of the school attended by the child and 
any persons who may be responsible for private transportation 
to and from the location. 

v. Ask for social media accounts to assist with learning patterns, 
behaviors, and known location. 
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c. When possible, officers should gain permission to search a missing 
child’s school locker, as appropriate. 

d. Upon verification of a missing person, a missing person report shall 
be completed and appropriate entries made as soon as possible in 
state and national information databases in accordance with 
established NCIC and TCIC procedures.  

e. In the case of persons designated as “missing- critical,” a 
supervisory officer may direct that 

i. The agency should utilize the Amber Alert System or other 
local notification systems. 

ii. the dispatcher broadcast to all persons on duty all information 
necessary to identify the missing person. 

iii. Regional and statewide missing persons reports will also be 
made as directed by a supervisor. 

 
4. Criminal Investigations Division will: 
 

a. Request release of dental records and any fingerprints available. 
b. Contact hospitals and the coroner’s office as appropriate for injured 

or deceased persons fitting the description of the missing person. 
c. Thoroughly check the location at which the missing person was last 

seen and conduct interviews as appropriate with persons who were 
with the individual or who may work in or frequent the area. 

d. Conduct interviews with any additional family, friends, work 
associates, schoolmates and teachers as well as school counselors 
and social case workers, as appropriate, to explore the potential for 
foul play, voluntary flight, or, in the case of juveniles, parental 
kidnapping or running away. 

e. Provide identification and related information to all elements of this 
agency, the state police missing persons’ authority, neighboring 
police agencies and, if parental or stranger-to-stranger abduction is 
suspected, the FBI. 

f. Decisions to use local media to help locate missing persons shall be 
made with the approval of the police chief executive and the 
missing person’s family. 

g. The lead investigator shall maintain routine on-going contact with 
the missing person’s closest relative concerning progress of the 
investigation.  These and other relevant individuals shall be 
informed that they must notify the lead investigator as soon as any 
contact is made with the missing person. 
 

5. Recovery of Missing Persons and Case Closure 
a. Competent adults, having left home for personal reasons, cannot be 

forced to return home.  Officers locating such individuals shall: 
i. advise them that they are the subject of a wanted to locate 

investigation; 
ii. ask if they desire the reporting party or next-of-kin to be 

notified of their whereabouts; and 
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iii. make provisions to transmit this information to the reporting 
party or next-of-kin if permitted by the missing person. 

b. In all cases, reporting parties shall be informed of the well-being of 
located missing persons.  Unless criminal matters necessitate other 
action, desires of missing persons not to reveal their whereabouts 
shall be honored. 

c. Missing persons shall be questioned to establish the circumstances 
surrounding their disappearance and whether criminal activity was 
involved. 

d. In cases involving juveniles, officers shall ensure that: 
i. the juvenile receives medical attention if necessary in a 

timely manner; 
ii. initial questioning of the youth identifies the circumstances 

surrounding the child’s disappearance, any individuals who 
may be criminally responsible and/ or whether an abusive or 
negligent home environment was a contributory factor, and 

iii. that parents, guardians and/or the person reporting the 
missing youth are notified in a timely manner. 

e. Upon location of a missing person, all agencies and information 
systems previously contacted for assistance will be notified or 
updated. 

 
DD.  Open Carry Response 
 
Effective January 1, 2016, what is commonly referred to as “open carry” of 
handguns is in effect in Texas.  Persons lawfully carrying firearms under Texas 
law should not be unnecessarily hindered in the exercise of that privilege.  
Officers shall be familiar with the applicable laws and policies regarding the 
carrying of firearms. 

 
In general, a person with a current concealed handgun license or a person who 
obtains the new “license to carry a handgun”  may carry a concealed handgun or 
open carry a handgun in a belt or shoulder holster.  The rules related to where 
and when a license holder may openly carry are essentially identical to where 
and when a concealed handgun license holder can carry under current law.   

 
1. Dispatch personnel have been instructed to gather information from 

callers to help differentiate between a “person with a gun” call and what 
may in fact be a person lawfully carrying a firearm.  If the information 
provided to dispatch,  (the handgun is in a belt holster, the weapon is not 
being pointed at anyone, there is no disturbance) indicates the call is 
likely reporting a person complying with open carry requirements, the 
responding officer should not respond or approach the person as if 
responding to a felony in progress call. 

 
2. Officer’s may demand the presentation of an individual’s handgun 

license under the following circumstances: 
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a. Individuals exhibiting open carry and demonstrating conduct 
which could cause a reasonable person to fear for their own safety 
or that of others; 

b. Individuals exhibiting open carry of a handgun and demonstrating 
conduct observed by an officer which leads the officer to believe 
the person is a danger to themselves or others; and, 

c. Individuals exhibiting open carry of a handgun brought to an 
officer’s attention by the public due to conduct on their part which 
causes fear or concern on the part of the reporting person. 
 

3. Failure to comply with the demand for the handgun license is not grounds 
for an arrest.  It is an administrative violation and officers should 
complete the proper paperwork to report that violation to the Department 
of Public Safety.  

 
4. Persons possessing firearms are still subject to arrest under Texas law for 

Disorderly Conduct Section 42.01 (a)(8).  The person must be in a 
public place and display the weapon in a manner calculated to alarm.  
Manner can be determined based on factors including: time of day, 
location, method of display, muzzle direction, method of carry and 
response by other citizens.  Someone other than the responding officers 
should be the person alarmed by the action of the suspect. 

 
5.Persons who do not possess a concealed carry license or the new license to 

carry a handgun are still subject to Texas Penal Code Section 46.01 
Unlawful Carrying of Weapons. 

 
6.License holders may not carry a concealed or open carry handgun on 

property where proper signs have been posted or in the absence of signs 
when the proper legal authority has warned the person to remove the 
handgun from the premises.  Officers should record or take written 
statement from the person with legal authority over that property when 
verbal warning is given.  The person should be allowed the opportunity 
to leave or remove the handgun but may be arrested for Criminal 
Trespass if the person fails to comply with the warning.   

 
7.If a person carries a firearm on the physical premises of a school or 

educational institution or on a school bus or other passenger 
transportation vehicle belonging to the school, they are subject to arrest 
for Texas Penal Code 46.03 Places Weapons Prohibited. This does not 
apply to an institution of higher education (college or university). 

 
8.Because case law is not set on the new open carry statutes, officer who 

may have probable cause for an arrest are authorized to seize the 
handgun and release the suspect until the circumstances may be 
reviewed by a prosecutor.  Supervisors should be involved in these 
decisions.   
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EE. Parking Violations  
 
1. Officers actively enforce parking ordinances in: 

 
a. handicapped spaces; 
b. fire lanes; and 
c. no parking zones. 
d. Special attention is given to parking violations in the following 

circumstances: 
e. High traffic areas; 
f. Peak traffic times; and 
g. high complaint areas 

 
2. Enforcement activity is only undertaken in areas lawfully designated by 

official means or as stipulated by State law. Command Staff may direct the 
enforcement activity be discontinued in specific areas for special events or 
unusual circumstances. 

 
3. Officers may remove vehicles in an emergency situation or with the 

approval of a Supervisor in a non-emergency and in accordance with the 
law. 

 
FF. Possession of Alcohol by a Minor 

 
1. If the minor is under the age of ten years: 

 
a. The child is released to a parent or another responsible adult, and a 

case / case report completed. 
b. Because of statutory limitations, a citation is not issued to the minor 

in this case. 
 

2. If the minor is at least age ten years, but less than 14 years: 
 

a. The minor may be detained at the scene, while contact is made with 
the minor’s parent, and arrangements made for the parent or another 
responsible adult to take custody of the minor. 

b. The minor may be taken into custody, transported to the Police 
Facility, processed as a juvenile offender, and detained in a court-
approved area inside the facility. 

c. A citation is not issued to the minor. 
 

3. If the minor is at least 14 years, but less than seventeen years and it is 
determined by the officer that the minor is in possession of an alcoholic 
beverage, the officer undertakes one of the following actions: 

 
a. The officer notifies the parent. A citation may be issued and the 

subject released if not under the influence. 
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b. The minor is detained at the scene while the officer notifies the 
parent, and arrangements are made for the parent or another 
responsible adult to take custody of the minor. A citation may be 
issued. 

c. The minor may be taken into custody, transported to the   Police 
Facility / Juvenile Detention Center processed as a juvenile offender, 
and detained in a court-approved area inside the facility. The officer 
notifies the parent.  A citation is issued and the juvenile released to 
the parent or responsible adult. 
 

4. If the minor is at least 17 years, but less than 21 years: 
 

a. If it is determined by the officer that the minor is in possession of an 
alcoholic beverage, and that the subject is not intoxicated, a citation 
may be issued and the subject released.  

b. If the minor is intoxicated and in public, underage person may be 
taken into custody, transported to the Police Facility and processed as 
an adult offender.  
 

5. Disposition of Evidence: 
 

a. When an officer arrests or issues a citation to a person for public 
intoxication, or for any other alcohol-related Class C misdemeanor or 
city ordinance violation, he/she will seize any alcoholic beverage in 
the possession of the person at the time of the arrest or citation 

i. If the person arrested or cited is under 21 years of age, each 
container, whether opened or unopened, will be poured out 
and the container properly discarded. If there are more than 24 
unopened containers, the arrested person should be asked 
about their disposition. Disposition may include destruction as 
previously indicated or release to a parent or guardian only. 

ii. Destruction of any alcoholic beverage at the scene is done 
within view of the officer’s body worn camera. 

 
GG. Public Intoxication 

 
1. When a person is found to be intoxicated to the point that the person presents 

a danger to themselves or others, the appropriate enforcement option may 
be custodial arrest. Nothing contained herein is intended to restrict or inhibit 
the release of an intoxicated person to a person or appropriate treatment 
facility that accepts responsibility for the intoxicated person and in 
accordance with the law. 
 

2. Whenever possible and practical to do so, such field sobriety tests are 
conducted in conjunction with all intoxication related arrests 

 
3. Disposition of Evidence. 
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a. When an officer arrests or issues a citation to a person for public 
intoxication, or for any other alcohol-related Class C misdemeanor or 
city ordinance violation, he/she will seize any alcoholic beverage in 
the possession of the person at the time of the arrest or citation. 

b. Alcoholic beverage containers seized in accordance with the 
preceding paragraph will be disposed of as follows:  

i. If the person arrested or cited is under 21 years of age, each 
container, whether opened or unopened, will be poured out 
and the container properly discarded. If there are more than 24 
unopened containers, the arrested person should be asked 
about their disposition. Disposition may include destruction as 
previously indicated or release to a parent or guardian only. 

ii. If the person arrested or cited is 21 years of age or older, any 
open container will be poured out and the container properly 
discarded. Any unopened container will be released with the 
consent of the person taken into custody, to a third party who 
is 21 years of age or older; locked in the persons vehicle; or 
stored by the police department as prisoner’s personal 
property pending the release of the person in custody.  

iii. Destruction of any alcoholic beverage at the scene is done 
within view of the officer’s body worn camera. 

 
HH. Protective Orders 

 
1. A Protective Order is issued by a court that finds that family violence has 

occurred and is likely to occur again. 
 

2. Protective orders are usually valid for a period of one year. Officers must 
ascertain that the Protective Order is valid before taking any enforcement 
action. 

 
3. Officers dispatched to an address will be informed by the Communications 

Center if a Protective Order is in effect at the address at which they are 
responding to. The Communications Center will also inform the officers of 
the identity of those listed in the order. 

 
4. If, through the officer's investigation, it is determined a violation of a 

protective order has occurred, the violator shall be arrested. 
 

5. Once the order has been in effect, no party involved, including the victim 
can allow a violation to take place. 

 
II. Robbery Investigations 

 
1. Crime Scene Control 

 
a. The initial responding patrol officer secures the crime scene and 

ensures the protection of evidence from victims, suspects, witnesses, 
spectators and other Department personnel. Adequate perimeters are 
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established for the preservation of the crime scene. Officers remove or 
cause to be removed any animals or other conditions which may 
adversely affect the integrity of the scene. Officers request additional 
assistance as needed. 

b. Personnel may enter the crime scene only if they have a legitimate 
law enforcement function to perform there, and only at the discretion 
of the Crime Scene Investigator. They are accompanied at all times 
by a Crime Scene Investigator. 
 

2. Supervisor's Response 
 

a. The responding supervisor assumes direct control of the scene. 
b. The supervisor of the initial responding officer directs any assistance 

that is required and designates an officer to secure the crime scene if 
the initial officer must assume other duties, i.e., take custody of 
offender, accompany victim to hospital, etc. 

c. The supervisor assigns an officer the task of maintaining a crime 
scene log containing the names of individuals entering and exiting the 
crime scene including the time of entry/exit. 

d. The supervisor assigns officers to conduct a neighborhood inquiry: 
e. Persons near the scene are interviewed concerning what they may 

have seen or heard as well is what they know about the victim and 
his/her associates 

 
JJ. Robbery in Progress Calls for Service 

 
1. On all robbery in progress calls a minimum of two (2) officers are 

dispatched to the scene. In addition, the shift supervisor is also requested to 
respond. 

 
2. Upon arrival the following takes place: 

 
a. The officers arrive and an exterior perimeter is established. 
b. Officers do not enter the building. 
c. When the perimeter is set, the supervisor has the communications 

center contact the business. 
d. The communications center instructs the business representative, to 

come outside and meet with the officers. 
e. Upon speaking with the business representative the dispatcher notifies 

the supervisor as to the following: 
i. Name of the subject coming out; 
ii. Description, including clothing; 
iii. The identification of the subject is verified by officers; 

 
3. Unless circumstances prevent, in the event the suspects are still inside the 

business, officers will refrain from making contact with any suspect until 
they exit. 
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4. The officer in charge of the scene makes the determination if the radio 
channel should be closed to all but emergency traffic, or if the call should 
be switched to an alternate channel. 

 
KK. Sexual Assault Investigations 
 

1. Dispatcher or Call-Taker Response 
 

a. Due to the trauma of a sexual assault, a victim reaching out for 
assistance may be in crisis. The victim’s behaviors may actually be 
symptomatic of this condition and can range from hysteria, crying 
and rage to laughter, calmness, and unresponsiveness. There is no 
one typical reaction, so it is important to refrain from judging or 
disregarding any victim. 

b. When a caller reports a sexual assault, communications personnel 
shall follow standard emergency response to include evaluating 
and properly prioritizing the call, securing medical assistance, 
inquiring about a suspect's current location, and obtaining detailed 
information to identify the suspect. Information about the 
relationship with the victim, weapon use, and history of violence 
shall also be obtained. 

c. To ensure critical evidence is not lost, communications personnel 
shall: 

i. Ask whether the victim has bathed, douched, urinated, or 
made other physical changes and advise against doing so 

ii. Ask the victim to use a clean jar to collect the urine should 
the victim have to urinate. Let the victim know that other 
evidence may still be identified and recovered so the crime 
should still be reported if the victim has bathed or made 
other physical changes 

iii. Preserve the communications tape and printout for the 
investigation 

iv. Explain to the caller that these questions will not delay an 
officer’s response to the caller’s location 
 

2. Initial Officer Response 
 

a. As part of the emergency response, officers shall: 
i. Make contact with the victim as soon as possible to address 

safety concerns and summon emergency medical assistance 
if needed. 

ii. Attempt to obtain a suspect description immediately and 
broadcast to other officers 

iii. Evaluate the scene for people, vehicles, or objects involved 
as well as possible threats 

iv. Relay all vital information to responding officers and 
supervisors, including any possible language barriers 

v. Secure the crime scene to ensure that evidence is not lost, 
changed, or contaminated 
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vi. Request response from detectives and crime scene 
technicians as appropriate 

vii. Begin a search for the suspect when appropriate 
 

3. Assisting the Victim 
 

a. As part of the emergency response, officers shall: 
i. Show understanding, patience, and respect for the victim’s 

dignity and attempt to establish trust and rapport. 
ii. Inform the victim that an officer of the same sex will be 

provided if desired and available. 
iii. Contact a victim services advocate as soon as possible to 

provide assistance throughout the reporting and 
investigative process. 

iv. Supply victims of sexual assault with the phone number for 
the Rape, Abuse, and Incest National Network (RAINN) 
Hotline, 1-800-656-HOPE (4673), and or  Hays-Caldwell 
Womens’s Center (HCWC), 512-396-HELP (4357).  

b. Request a response from investigations, and clearly explain his or 
her role and limit the preliminary interview so that the victim is not 
then asked the same questions by a detective. 

c. Be aware that a victim of sexual assault may bond with the first 
responding officer. It is important to explain the role of the 
different members of the sexual assault response team and help 
with transitions through introductions. 

d. Record observations of the crime scene, including the demeanor of 
the suspect and victim and document any injuries or disheveled 
clothing. 
 

4. Evidence Collection Issues 
 

a. Officers shall request assistance or direction from crime scene 
technicians. 

b. Officers shall introduce the need for a medical examination to the 
victim explaining the importance to investigative and apprehension 
efforts as well as for the victim’s well being.  

c. If field officers are required to collect or assist in collecting 
evidence, proper evidence collection procedures will be used. 

d. DNA evidence plays a crucial role in the sexual assault 
investigation. In addition to the victim’s and suspect’s bodies and 
clothing, there are many other potential sources such as condoms, 
sheets, blankets, pillows, and bottles that may contain biological 
evidence such as blood, sweat, tissue, saliva, hair, and urine. To 
properly collect DNA evidence, officers shall: 

i. Use sterile gloves and change as needed 
ii. Use sterile swabs, papers, solutions, and tools 
iii. Package evidence in individual envelopes 
iv. Avoid touching the area where potential DNA evidence 

may exist 

447 499



v. Avoid talking, sneezing, and coughing over evidence 
vi. Air dry evidence before packaging 
vii. Put evidence into new paper bags or envelopes, not plastic 

e. The sexual assault evidence kit shall be accepted from the medical 
staff after it has been properly sealed and labeled. 

f. The kit will contain whole blood that requires that the kit be placed 
and logged into an evidence refrigerator as soon as possible. The 
kit may also contain a urine sample for toxicology testing. If it 
does, the urine sample shall also be refrigerated. Investigating 
officers or supervisors shall have access to the evidence 
refrigerator after regular business hours, on weekends, and on 
holidays.  

g. The kit shall not be allowed to freeze or be exposed to heat such as 
being near a car’s interior heater. 

 
LL.  Stranded Motorists  
 

1. Motorists who are stranded due to accident or mechanical difficulty are 
provided reasonable assistance as needed. 

 
2. Should the motorist need a wrecker, the officer inquires as to which wrecker 

company is preferred. If the motorist has no preference, a rotation wrecker 
will be requested. 

 
 

3. The Officer remains at the scene if: 
 

a. The street or freeway is obstructed. 
b. A traffic hazard exists; 
c. Debris or other hazards are present. 
d. The stranded party is elderly, disabled, small children are present, or 

the person has expressed fear or a desire for the officer to remain until 
assistance arrives. 
 

4. Officers may use whatever emergency equipment is necessary to provide 
protection. but is not necessarily limited to, the following: 

 
a. emergency lights; 
b. hazard lights; 
c. flares; 
d. traffic cones; and 
e. temporary barricades 

 
5. Officers arrange for or provide local transportation to stranded motorists. 

Officers restrict this transportation to the City of Buda, or contiguous cities 
when the situation reasonably allows such, unless otherwise approved by a 
Supervisor. 
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6. Officers may allow the motorist to use of their assigned unit’s cellular 
telephone to arrange for assistance. 

 
7. Under extreme circumstances, to be decided by the Supervisor, an Officer 

may assist the motorist by safely moving the vehicle off the roadway. The 
use of a Patrol Vehicle bumper will not be used unless absolutely necessary 
to protect the motorist or others from harm or danger.  

 
8. HERO may be contacted @ 512-974-HERO for assistance.  
 

MM. Suspicious Persons 
 

1. At least two officers respond to all suspicious person calls. Officers use 
caution when approaching a suspicious person: 

 
a. If possible approach from behind in a well-lit area. 
b. Stop far enough back to allow time for you to exit your unit. 
c. Never pull alongside the individual. 

 
2. Responding to residences, the officers first make contact with the 

complainant prior to conducting any search. Communications keeps the 
caller on line, updating you with information. 

 
NN. Truants 

 
1. Officers taking truants into custody will take them to the school from which 

they are absent. Truants involved in other specific violations will be 
processed as set out on Juvenile Custody. 

 
2. If a HCSO School Resource Officer is available, the SRO takes custody of 

the child. In cases where the SRO is unavailable the officer transports the 
truant to the school from which they are absent. 

 
VII. EQUIPMENT MAINTENANCE AND READINESS 
 

A. Vehicle Maintenance Procedure 
 

1. Employees assigned a department vehicle assume responsibility to ensure 
that any malfunctions or mechanical problems with the assigned vehicle are 
promptly reported to the on-duty sergeant. 

 
2. The dealer performs all warranty maintenance of department vehicles while 

under warranty. 
 

3. A private vendor or Travis County Vehicle Maintenance may be utilized for 
out of warranty vehicles. 

 
4. All such maintenance is scheduled through the Lieutenant or his designee. 
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5. Any employee experiencing difficulties with any vehicle of this department 
during their tour of duty that would obviously cause additional damage to 
the unit shall: 

 
a. Discontinue its use; and 
b. Immediately notify the shift supervisor of such problem with the 

vehicle; and 
c. Determine the appropriate course of action for the vehicle. 

 
6. All requests for maintenance work on department vehicles can be achieved 

through verbal contact with the supervisor. 
 

7. No employee alters, or authorizes the alteration, of any vehicle, without the 
approval of the Chief of Police or his designee. 

 
B. Equipment Maintenance Procedure 

 
1. Maintenance and servicing of all department equipment is scheduled through 

the assigned Sergeant. 
 

2. Any employee experiencing a malfunction or failure of any equipment 
belonging to the Department reports the problem to their immediate 
supervisor without unnecessary delay. 

 
3. All requests for maintenance work to be done on department equipment will 

be done so through verbal contact with their supervisor and/or 
memorandum format. 

 
4. Each employee of this department is responsible to ensure that any personal 

use equipment issued by the department is kept in good repair and working 
order. 

 
5. Personal equipment obtained at the expense of the employee is maintained 

and repaired at the employee's expense. 
 

6. Maintenance of Inventory: 
 

a. Officers conduct a pre-shift inspection of their assigned patrol unit, 
noting any deficiencies on their Daily Activity Report Form checklist. 

b. Supplies should be replenished immediately when depleted. 
 

C. Equipment Readiness 
 

1. All equipment assigned to the patrol division is kept in a state of readiness. 
The Administrative Sergeant is responsible for the maintenance and 
readiness of all equipment assigned to the Police Department 

 
D. Knife Use and Safety 
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1. This department recognizes the need for its officers to be properly 
equipped to handle a wide variety of duty responsibilities. Officers may 
carry a folding utility knife as authorized by this policy and consistent 
with their duty assignment. 

 
2. The utility knife is intended solely for the purpose of carrying out the 

general duties and designated specialized assignments of police 
operations; its use as a defensive or offensive weapon is authorized only 
in exigent circumstances. 

 
3. Utility knives shall be secured by a fastening device so as to ensure 

officer safety, knife retention, and concealment. The blade and securing 
device shall be carried in the least obtrusive manner as possible.  

 
E. Body Worn Cameras  
 

1. The use of a Body Worn Cameras (BWC) system provides persuasive 
documentary evidence and helps defend against civil litigation and 
allegations of officer misconduct. 

 
2. Officers assigned the use of these devices shall adhere to the operational 

objectives and protocols outlined herein so as to maximize the 
effectiveness and utility of the BWC and the integrity of evidence and 
related video documentation. 

 
3. General Procedures 

 
a. It shall be the responsibility of this department to ensure that the 

audio-video recording equipment is properly installed according to 
the manufacturer’s recommendations. BWC equipment shall 
automatically activate when emergency equipment (lights) are 
activated. The system may also be activated on the actual body 
worn camera or battery pack. 

b. All officers shall successfully complete this department’s approved 
course of instruction prior to being deployed with a BWC systems 
in operational settings. 

c. Prior to beginning each shift, the assigned officer shall ensure the 
BWC is operating correctly  

d. Malfunctions, damage or theft of the BWC shall be reported to the 
immediate supervisor. 

e. Mandatory Use: 
i. All official contacts whether on call or officer initiated. 
ii. Traffic stops (to include, but not limited to traffic 

violations, stranded motorist assistance and all crime 
interdiction stops) 

iii. Priority responses 
iv. Vehicle pursuits 
v. Prisoner transports 
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f. All BWC recordings shall be tagged and categorized in 
Evidence.com 

g. When the BWC is activated to document an event, it shall not be 
deactivated until:   

i. the event has been concluded  
ii. the officer does not reasonably believe that deactivation 

will result in the loss of critical documentary information; 
and 

iii. the intention to stop the tape has been noted by the officer. 
h. Supervisors shall conduct periodic reviews of BWC footage in 

order to periodically assess officer performance; assure proper 
functioning of BWC equipment; determine if BWC equipment is 
being operated properly; and identify recordings that may be 
appropriate for training. 

i. Supervisors shall conduct monthly reviews of personnel who are 
assigned BWC equipment in order to ensure compliance with 
departmental policy.  

j. Minor infractions (not criminal in nature) discovered during the 
routine review of recorded material should be viewed as training 
opportunities and not as routine disciplinary actions. 

k. Should the behavior or action become habitual after being 
informally addressed, the appropriate disciplinary or corrective 
action shall be taken 

l. Technicians’ Responsibilities: A designated officer or other 
employee shall be responsible for the ordering, issuance, retrieval, 
storage, erasing and duplication of all recorded media. 

i. Recorded media may only be erased pursuant to a court 
order; or in accordance with established retention 
guidelines of at least 90 days. 

m. Media Duplication 
i. All recording media, recorded images and audio recordings 

are the property of this department. Dissemination outside 
of the agency is strictly prohibited without specific written 
authorization of the Chief of Police.  
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RESOLUTION NO. 2021-R-__ 
 

A RESOLUTION ADOPTING AN OPERATIONAL POLICIES AND PROCEDURES MANUAL 
FOR THE CITY OF BUDA POLICE DEPARTMENT; AND AUTHORIZING AND DIRECTING 
FURTHER ACTIONS IN CONFORMANCE THEREWITH. 

 
 

WHEREAS, the City Council of the City of Buda, Texas (the “City”) has determined that the 
adoption and implementation of a policy governing the policies and procedures for the operation of the 
Buda Police Department is in the best interest of the City and its residents, and 

 
WHEREAS, the best practices standards represent the basic practices needed to address critical 

issues within the law enforcement profession in Texas, and 
 
WHEREAS, the manual reflects and incorporates accepted state and national best practices to 

include the Texas statues and rules of the Texas Commission on Law Enforcement. 
 

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF BUDA, TEXAS: 
 

Section 1. That the Policy governing the policies and procedures, as set forth on Exhibit A, attached to 
and incorporated by reference in this Resolution (the “Buda Police Department Operational Policy 
Manual”) policy is hereby approved and adopted. 

 
Section 2.  That the portions of this Resolution shall be severable. In the event that any   portion of this 
Resolution is found by a court of competent jurisdiction to be invalid, the remaining portions of this 
Resolution are valid, unless the court finds the valid portions of this Resolution are so essential and 
inseparably connected with and dependent upon the void portion that it cannot be presumed that the 
City Council of the City has enacted the valid portions without the invalid ones, or unless the court finds 
that the valid portions standing alone are incomplete and are incapable of being executed in accordance 
with the legislative intent. 

 
Section 3. That this Resolution shall be in full force and effect from and after its passage and approval as 
provided by law. 

 
PASSED by the City Council of the City of Buda, Texas this 3rd day of August, 2021. 

 
 

 
 THE CITY OF BUDA, TEXAS 
 
 
Attest:  __________________________ 
 Lee Urbanovsky, Mayor 
______________________________ 
Alicia Ramirez, City Clerk 
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EXHIBIT A 
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Agenda Item #H.3.

City Council Agenda Item Report
Date: Tuesday, August 3, 2021

Agenda Item No. 2020-371- #H.3
Contact: Alicia Ramirez

Subject: Deliberation and possible action to consider an Ordinance on the first and
final reading and to adopt said Ordinance amending the established
boundaries of Single-Member District B for the purpose of incorporating
newly annexed areas into said district, and all other necessary actions; and
providing for an effective date (City Clerk Alicia Ramirez) [PUBLIC TESTIMONY]

1. Executive Summary
The City Council adopted an ordinance incorporating newly annexed areas in Single-Member District
(SMD) B.  A Public Hearing was held on June 15, 2021 and adopted an Ordinance on June 15, 2021. 
The area annexed is approximately  16.14 +/- acres located south of FM 2001, at 950 FM 2001,
locally known as Emerson Apartments, being the Emerson Subdivision, Block A, Lot 1. 

The property in questions is entirely vacant and situated adjacent to growing commercial and
residential projects.

2. Background/History
In November 2017 Buda citizens voted to amend the City Charter to require three councilmember
positions to transition to single-member districts. The City Attorney provided an orientation and
timeline presentation to the City Council outlining who the City will carry out the duty established by
the City Charter in December 2017, which included the action proposed in this item to occur at this
time to timely complete the obligation.

On January 18, 2018, the City Council adopted Resolution #2018-R-02 establishing the transitioning
councilmember positions, in which the even Councilmember Places were selected.

On June 5, 2018, the City Council adopted Ordinance #2018-08 establishing district boundary lines
for city council elections.

Pursuant to Article II, when additional territory is annexed by ordinance, it is necessary to
incorporate such areas into a single-member district within the City of Buda in order to ensure
future new residents of the right to vote. 
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3. Staff's review and analysis
The annex area is located contiguous only to District Area B, making it the logical choice for
assignment. The annexed areas are not currently inhabited, so the population estimates are not
affected. 

4. Financial Impact
None. 

5. Summary/Conclusion
N/A

6. Pros and Cons
N/A

7. Alternatives

8. Recommendation
Staff recommends updating the established boundary of SMD B. 
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ORDINANCE #2020-__ 

AN ORDINANCE OF THE CITY OF BUDA, TEXAS, AMENDING THE 
ESTABLISHED BOUNDARIES OF SINGLE-MEMBER DISTRICT A FOR 
THE PURPOSE OF INCORPORATING NEWLY ANNEXED AREAS INTO 
SAID DISTRICT AND PROVIDING FOR AN EFFECTIVE DATE 

 

WHEREAS, the City Council finds the City of Buda is a home rule municipal corporation operating 
under a municipal charter that has been adopted as authorized by Article XI, Section 5 of the 
Texas Constitution;  

WHEREAS, the City Council finds, pursuant to the City of Buda Charter, Article II entitled 
“Boundaries,” the City Council shall have the power, after public hearing, fixing the boundaries 
of the City of Buda and to annex additional territory by ordinance;  

WHEREAS, the City Council finds that on June 2, 2020, the City Council adopted Ordinance #2020-
10 annexing certain areas into the City of Buda; and, 

WHEREAS, the City Council finds it is necessary to incorporate such areas into a single-member 
district within the City of Buda in order to ensure future new residents the right to vote; 

NOW THEREFORE BE IT ORDAINED BY THE CITY OF BUDA:  

Section 1: Recitals Incorporated. The recitals set forth above are incorporated into the body of 
this Ordinance as findings of the City Council as it fully set forth herein. 

Section 2: Designation of Established Boundaries. The boundaries of Single Member District A are 
hereby amended as set forth in Exhibit “A”, attached hereto and incorporated herein by 
reference for all purposes. 

Section 3: Necessary Actions. The Mayor and the City Clerk, in consultation with the City Attorney, 
are hereby authorized and directed to take any and all actions necessary or appropriate to 
comply with the provisions of the Buda Code of Ordinances, the Texas Election Code, and any 
other Texas State or federal law in carrying out the designating established single-member 
district boundaries for District A, as amended, whether or not expressly authorized herein and all 
such actions of City officials previously taken for said purposes are hereby ratified. 

Section 4: Severability. If any clause or provision of this ordinance shall be deemed to be 
unenforceable for any reason, such unenforceable clause or provision shall be severed from the 
remaining portion of the ordinance, which shall continue to have full force and effect. 
 
Section 5: Repeal. All ordinances, parts of ordinances, or resolutions in conflict herewith are 
expressly repealed. 
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Section 6: Passage.  Pursuant to Section 3.12 of the City Charter, if the Council determines that 
the first reading of this ordinance is sufficient for adequate consideration by an affirmative vote 
of five or more members of the City Council during the first reading and the ordinance is passed 
by the affirmative vote of four or more members of the City Council, this ordinance is adopted 
and enacted without further readings.  In the event a second reading is necessary, this ordinance 
is adopted and enacted upon the affirmative vote of four or more members of the City Council 
upon second reading. 
 
Section 7: Effective Date.  Pursuant to Section 3.12 of the City Charter, this ordinance is effective 
upon adoption, except that every ordinance imposing any penalty, fine or forfeiture shall become 
effective only after having been published once in its entirety, or a caption that summarizes the 
purpose of the ordinance and the penalty for violating the ordinance in a newspaper designated 
as the official newspaper of the City.  An ordinance required by the Charter to be published shall 
take effect when the publication requirement is satisfied. 
 
PASSED, APPROVED, AND ADOPTED on first and final reading by an affirmative vote of the City 
Council of the City of Buda, this ________ day of ________, 2020. 
 
 

THE CITY OF BUDA, TEXAS 
 
______________________________ 

ATTEST:      George Haehn, Mayor 
 
________________________________ 
Alicia Ramirez, City Clerk 
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City of Buda

Amended Block Report

2020 Annexed Area Blocks

Block Assignment Listing

(Illustrative Plan 2 - Adopted June 5, 2018)

GEOID10
Split Block 

Notation
District

Total 

Estimated 

Population

Annexation 2020 

(No Estimated 

Population) Ordinance 

Number:

482090109021001 A 0

482090109021002 A 0

482090109021003 A 0

482090109022040 A 105

482090109022041 Split A 0

482090109022042 A 0 2020-10

482090109022043 A 0 2020-10

482090109022044 A 0

482090109022045 A 0

482090109022046 A 0

482090109022055 A 20

482090109022056 A 12

482090109022057 A 61

482090109022058 A 23

482090109022059 A 0

482090109022060 A 3

482090109022095 A 0

482090109022096 A 0

482090109023001 Split A 93

482090109023002 A 93

482090109023004 A 64

482090109023007 A 9

482090109023008 A 15

482090109023009 Split A 818

482090109023009 Split A 0

482090109023011 A 0

482090109023012 A 47

482090109023013 A 20

482090109023015 A 3

482090109023016 A 3

482090109023017 A 41

482090109023018 A 0

482090109023019 A 0

482090109023020 A 0

Total Estimated Population - Population derived from geocoding utility connections (2018) and multiplying by persons per household 

(2010 Census).

Illustrative Plan 2 splits 2010 Census Blocks. Page 1
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City of Buda

Amended Block Report

2020 Annexed Area Blocks

Block Assignment Listing

(Illustrative Plan 2 - Adopted June 5, 2018)

GEOID10
Split Block 

Notation
District

Total 

Estimated 

Population

Annexation 2020 

(No Estimated 

Population) Ordinance 

Number:

482090109023021 A 131

482090109023022 A 0

482090109023023 A 20

482090109023024 A 0

482090109023025 A 0

482090109023026 A 0

482090109023027 A 0

482090109023028 A 0

482090109023029 A 0

482090109023030 A 0

482090109023036 A 0

482090109023045 A 0

482090109023046 A 0

482090109023047 A 0

482090109023048 A 0

482090109023049 A 0

482090109023053 A 0

482090109023054 A 0

482090109023055 A 0

482090109023056 A 0

482090109023057 A 0

482090109023059 Split A 3

482090109023073 A 3

482090109023074 A 50

482090109024014 A 0

482090109024015 A 2,593

482090109024016 A 99

482090109024017 A 93

482090109024018 A 41

482090109024019 A 41

482090109024020 A 50

482090109024021 A 99

482090109024022 A 82

482090109024023 Split A 53

Total Estimated Population - Population derived from geocoding utility connections (2018) and multiplying by persons per household 

(2010 Census).

Illustrative Plan 2 splits 2010 Census Blocks. Page 2
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City of Buda

Amended Block Report

2020 Annexed Area Blocks

Block Assignment Listing

(Illustrative Plan 2 - Adopted June 5, 2018)

GEOID10
Split Block 

Notation
District

Total 

Estimated 

Population

Annexation 2020 

(No Estimated 

Population) Ordinance 

Number:

482090109024024 A 146

482090109024025 A 6

482090109024026 A 0 2020-10

482090109024027 A 0

482090109024029 A 292

482090109024030 A 3

482090109024031 A 20

482090109024032 A 96

482090109024033 A 0

482090109024035 A 0

482090109024036 A 0

482090109024037 A 0

482090109024038 A 0

482090109024039 A 0

482090109022006 B 9

482090109022007 B 0

482090109022008 B 0

482090109022009 B 0

482090109022010 B 0

482090109022012 B 0

482090109022013 B 0

482090109022014 B 0

482090109022015 B 0

482090109022016 B 0

482090109022017 B 0

482090109022018 B 0

482090109022019 B 0

482090109022020 B 0

482090109022021 B 0

482090109022022 B 0

482090109022023 Split B 6

482090109022025 B 0

482090109022062 Split B 12

482090109022065 B 175

Total Estimated Population - Population derived from geocoding utility connections (2018) and multiplying by persons per household 

(2010 Census).

Illustrative Plan 2 splits 2010 Census Blocks. Page 3
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City of Buda

Amended Block Report

2020 Annexed Area Blocks

Block Assignment Listing

(Illustrative Plan 2 - Adopted June 5, 2018)

GEOID10
Split Block 

Notation
District

Total 

Estimated 

Population

Annexation 2020 

(No Estimated 

Population) Ordinance 

Number:

482090109022066 Split B 87

482090109022069 B 35

482090109022076 Split B 1,898

482090109022079 B 0

482090109022080 B 0

482090109022081 B 0

482090109022082 B 53

482090109022083 B 53

482090109022084 B 58

482090109022085 B 0

482090109022086 B 0

482090109022087 B 0

482090109022088 B 0

482090109022089 B 0

482090109022090 B 0

482090109022091 B 0

482090109022092 B 26

482090109022093 B 76

482090109022094 B 29

482090109022098 B 0

482090109022099 B 0

482090109022100 B 29

482090109022101 B 67

482090109023000 B 0

482090109023001 Split B 117

482090109023001 Split B 0

482090109023003 B 0

482090109023005 B 3

482090109023006 B 0

482090109023007 B 0

482090109023037 B 0

482090109023038 B 0

482090109023039 B 0

482090109023040 B 0

Total Estimated Population - Population derived from geocoding utility connections (2018) and multiplying by persons per household 

(2010 Census).

Illustrative Plan 2 splits 2010 Census Blocks. Page 4
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City of Buda

Amended Block Report

2020 Annexed Area Blocks

Block Assignment Listing

(Illustrative Plan 2 - Adopted June 5, 2018)

GEOID10
Split Block 

Notation
District

Total 

Estimated 

Population

Annexation 2020 

(No Estimated 

Population) Ordinance 

Number:

482090109023041 B 0

482090109023042 B 0

482090109023043 B 0

482090109023044 B 0

482090109023050 B 0

482090109023059 Split B 0

482090109081000 B 0

482090109081001 B 0

482090109081002 B 0

482090109081003 B 0

482090109081004 B 0

482090109081005 B 0

482090109081006 B 0

482090109081007 B 350

482090109081011 B 0

482090109081034 B 6

482090109081035 B 82

482090109081038 B 58

482090109081039 B 79

482090109081040 B 73

482090109081041 B 102

482090109081042 B 50

482090109081043 B 67

482090109081045 B 0

482090109081046 B 0

482090109082000 B 0

482090109082001 B 0

482090109082002 B 0

482090109082003 B 0

482090109082004 B 0

482090109082005 B 0

482090109082006 B 0

482090109082007 B 0

482090109082008 B 0

Total Estimated Population - Population derived from geocoding utility connections (2018) and multiplying by persons per household 

(2010 Census).

Illustrative Plan 2 splits 2010 Census Blocks. Page 5
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City of Buda

Amended Block Report

2020 Annexed Area Blocks

Block Assignment Listing

(Illustrative Plan 2 - Adopted June 5, 2018)

GEOID10
Split Block 

Notation
District

Total 

Estimated 

Population

Annexation 2020 

(No Estimated 

Population) Ordinance 

Number:

482090109082009 B 0

482090109082010 B 15

482090109082011 B 0

482090109082012 B 12

482090109082013 B 6

482090109082014 B 0

482090109082015 B 0

482090109082016 B 0

482090109082017 B 0

482090109082018 B 155

482090109082019 B 70

482090109082020 B 38

482090109082021 B 35

482090109082022 B 76

482090109082023 B 38

482090109082024 B 0

482090109082025 B 0

482090109082026 B 0

482090109082027 B 0

482090109082028 B 0

482090109082029 B 0

482090109082030 B 0

482090109082031 B 155

482090109082032 B 0

482090109082038 B 0

482090109082043 B 0

482090109082044 B 0

482090109082045 B 0

482090109082060 B 0

482090109082061 B 0

482090109082067 B 254

482090109082068 B 102

482090109082069 B 0

482090109082070 B 140

Total Estimated Population - Population derived from geocoding utility connections (2018) and multiplying by persons per household 

(2010 Census).

Illustrative Plan 2 splits 2010 Census Blocks. Page 6
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City of Buda

Amended Block Report

2020 Annexed Area Blocks

Block Assignment Listing

(Illustrative Plan 2 - Adopted June 5, 2018)

GEOID10
Split Block 

Notation
District

Total 

Estimated 

Population

Annexation 2020 

(No Estimated 

Population) Ordinance 

Number:

482090109082071 B 0

482090109082072 B 175

482090109082073 B 85

482090109082074 B 0

482090109082075 B 0

482090109082076 B 96

482090109082077 B 0

484530024072040 B 0

484530024341016 B 0

484530024341019 B 0

484530024341035 B 0

482090109012000 C 0

482090109012001 C 0

482090109012005 C 0

482090109012006 C 3

482090109012007 C 0

482090109012018 C 3

482090109012023 C 85

482090109012031 C 0

482090109012033 C 18

482090109012034 C 85

482090109013031 C 0

482090109013040 C 0

482090109013041 C 0

482090109013042 C 0

482090109013043 C 0

482090109014006 C 0

482090109014013 C 0

482090109014014 C 3

482090109021000 C 0

482090109022000 C 0

482090109022001 C 0

482090109022002 C 391

482090109022005 C 0

Total Estimated Population - Population derived from geocoding utility connections (2018) and multiplying by persons per household 

(2010 Census).

Illustrative Plan 2 splits 2010 Census Blocks. Page 7
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City of Buda

Amended Block Report

2020 Annexed Area Blocks

Block Assignment Listing

(Illustrative Plan 2 - Adopted June 5, 2018)

GEOID10
Split Block 

Notation
District

Total 

Estimated 

Population

Annexation 2020 

(No Estimated 

Population) Ordinance 

Number:

482090109022023 Split C 3

482090109022024 C 0

482090109022026 C 0

482090109022027 C 0

482090109022028 C 0

482090109022029 C 0

482090109022030 C 435

482090109022033 C 0

482090109022034 C 0

482090109022035 C 12

482090109022036 C 0

482090109022037 C 0

482090109022038 C 0

482090109022039 C 0

482090109022041 Split C 0

482090109022047 C 0

482090109022048 C 9

482090109022049 C 18

482090109022050 C 15

482090109022051 C 0

482090109022052 C 0

482090109022053 C 0

482090109022054 C 23

482090109022061 C 0

482090109022062 Split C 0

482090109022063 C 12

482090109022064 C 9

482090109022066 Split C 231

482090109022067 C 32

482090109022068 C 64

482090109022070 C 41

482090109022071 C 55

482090109022072 C 44

482090109022073 C 44

Total Estimated Population - Population derived from geocoding utility connections (2018) and multiplying by persons per household 

(2010 Census).

Illustrative Plan 2 splits 2010 Census Blocks. Page 8
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City of Buda

Amended Block Report

2020 Annexed Area Blocks

Block Assignment Listing

(Illustrative Plan 2 - Adopted June 5, 2018)

GEOID10
Split Block 

Notation
District

Total 

Estimated 

Population

Annexation 2020 

(No Estimated 

Population) Ordinance 

Number:

482090109022074 C 26

482090109022075 C 93

482090109022076 Split C 204

482090109022077 C 47

482090109022078 C 55

482090109022097 C 0

482090109022102 C 38

482090109022103 C 190

482090109022104 C 50

482090109022105 C 41

482090109022106 C 55

482090109024000 C 1,767

482090109024001 C 53

482090109024002 C 143

482090109024003 C 283

482090109024004 C 50

482090109024005 C 79

482090109024006 C 76

482090109024007 C 120

482090109024008 C 76

482090109024009 C 85

482090109024010 C 67

482090109024011 C 0

482090109024012 C 61

482090109024013 C 82

482090109024014 C 114

482090109024023 Split C 93

No estimates of population for annexations 2020 as area is currenly undeveloped.

July 17. 2020

Total Estimated Population - Population derived from geocoding utility connections (2018) and multiplying by persons per household 

(2010 Census).

Illustrative Plan 2 splits 2010 Census Blocks. Page 9
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Agenda Item #H.4.

City Council Agenda Item Report
Date: Tuesday, August 3, 2021

Agenda Item No. 2021-408- #H.4
Contact: David Fowler

Subject: Hold a public hearing, deliberation, and possible action upon first reading of
an Ordinance requesting to change the zoning from Interstate 35 Business
(B-3) to Light Industrial (LI) for the property known as Lifschultz Subdivision,
Lots 52, 53 and 54, Hays County, Texas, being 9 +/- acres and addressed as 100,
108, and 110 Rodriguez Street , Buda, TX (Z 21-02) (Senior Planner David
Fowler) [PUBLIC TESTIMONY]

1. Executive Summary
This rezoning request of 9+/- acres from B-3, to LI is requested  in order to make the subject parcels
part of the Stream Industrial development, which is envisioned as 67.39 acres of light industrial
development on 7 lots west of I-35 and south of West Goforth St. This rezoning request would make
the entire area that is proposed to be developed under the same LI zoning district.

Planning and Zoning Commission voted 3-2 against the motion to recommend approval.

2. Background/History
This item is the action item for an application for a Zoning Map Amendment, or Zoning Change, for a
property totaling 9 acres located west of Interstate 35 and south of Rodriguez Street. The annexation
of the property was completed April of 2012. The request is to change from the current zoning of
Business Interstate 35 (B-3) to Light Industrial (LI).  Upon adoption of this zoning change, any land
uses permitted under the LI zoning district would be allowed.  Additional uses could be permitted
upon approval of a Specific Use Permit (SUP) for any of those uses for which an SUP is possible. Staff
has not received any correspondence opposed to the zoning change.  

Planning and Zoning Commission voted 3-2 against the motion to recommend approval.

3. Staff's review and analysis
The proposed zoning change is broadly in compliance with the Comprehensive Plan. In pertinent
excerpts from the Buda 2030 Comprehensive Plan as well as the Future Land Use Map. The property
is located in the Interstate Corridor District according to the Future Land Use Character Districts
map.  The Interstate Corridor District is intended to take advantage of the economic potential of IH
35 as a commercial corridor. The proposed zoning change would be generally consistent with the
Interstate Corridor District. The list of uses that are allowable or subject to SUP applications reflects

521



the Interstate Corridor District’s aims.

4. Financial Impact
The proposed zoning change will confer greater economic potential on the site, allowing the site to
bring in greater property and sales taxes as it develops. The rezoned site should also generate city
revenues in building and plan review fees.

5. Summary/Conclusion
Staff recommends approval of the requested zoning change, particularly in conjunction with the
proposed use, as it is consistent with the comprehensive plan, is consistent with adjacent zoning
and would increase the economic capacity of the subject site.  

Planning and Zoning Commission recommended to not approve the rezoning request.  For City
Council to approve the LI zoning, would require six (6) out of seven (7) votes. 

6. Pros and Cons
Pros: single zoning district for the larger development tract, removal of nonconforming uses
Cons: less B-3 zoning in this area.

7. Alternatives
Deny the request, leaving is current zoning of B-3.

8. Recommendation
Staff recommends approval of the requested zoning change, particularly in conjunction with the
proposed use, as it is consistent with the comprehensive plan, is consistent with adjacent zoning
and would increase the economic capacity of the subject site.  

The Planning and Zoning Commission considered the rezoning request at its meeting held July 27,
2021.  The commissioners voted 3-2 against the motion to approve the zoning change request
(Strother, Jones and Jurika against and Nuckles and Altmiller in favor).  Although there was some
concern expressed related to the loss of commercially-zoned land near I-35 corridor, the
commissioners' concerns were largely related to issues of the planned street network and setbacks
within the proposed Stream development, presented by the developer.

Approval of this item will require 6 out 7 councilmembers to vote in favor (supermajority).
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City Council
Agenda Item Report

August 3, 2021

Contact – David Fowler, AICP, Senior Planner 
(512) 312-5745 / dfowler@ci.buda.tx.us

SUBJECT: HOLD A PUBLIC HEARING, DELIBERATION AND POSSIBLE ACTION UPON FIRST READING OF AN 

ORDINANCE REQUESTING TO CHANGE THE ZONING FROM INTERSTATE 35 BUSINESS (B-3) TO LIGHT 

INDUSTRIAL (LI) FOR THE PROPERTY KNOWN AS LIFSCHULTZ SUBDIVISION, LOT 52, ,53 AND 54,
BEING 9 +/- ACRES AND ADDRESSED AS 100, 108, AND 110 RODRIGUEZ STREET, BUDA, TX 78610 (Z
21-02).

1. BACKGROUND

This item is the action item for an application for a Zoning Map Amendment, or Zoning 
Change, for a property totaling 9 acres located west of Interstate 35 and south of Rodriguez 
Street. The annexation of the property was completed April of 2012. The request is to 
change from the current zoning of Business Interstate 35 (B-3) to Light Industrial (LI).  Upon 
adoption of this zoning change, any land uses permitted under the LI zoning district would be
allowed.  Additional uses could be permitted upon approval of a Specific Use Permit (SUP)
for any of those uses for which an SUP is possible. Staff has not received any 
correspondence opposed to the zoning change.

This rezoning is requested in order to make the subject parcels part of the Stream industrial 
development, which is envisioned as 67.39 acres of light industrial development on 7 lots
west of I-35 and south of West Goforth St. This rezoning request would make the entire area 
that is proposed to be developed have the same LI zoning district.

Surrounding Zoning and Land Uses 

Adjacent Zoning and land uses include: 

East Within city limits, B-3 zoning, vehicle sales, Interstate 35, 

North Inside city limits, LI zoning, vacant land, light industrial use.

West Inside city limits, LI zoning, vacant land

South Inside city limits, LI zoning, commercial and light industrial uses.
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Subject parcel and surrounding land uses

2. Findings/Current Activity

The following constitutes an evaluation of the proposed zoning change: 

The proposed action is a zoning change from B-3, Interstate 35 Business to LI, Light 
Industrial.  The 2017 Buda Unified Development Code (UDC) states that “The Light Industrial
(LI) District is intended to provide an area for large business parks, light industry, and office 
warehousing that will not generate nuisance-like activities such as noise, smoke, or heavy 
traffic volumes. This district should not generate traffic in residential areas and should not be 
located adjacent to residential areas unless proper provisions are made for screening, traffic, 
noise, and similar impacts. Such districts should be located with easy access to Arterial 
Streets and nonresidential Collector Streets to facilitate transportation logistics.  Likewise, 
such districts may be located in close proximity to other commercial zoning districts.”  The list 
of permitted uses in the LI zoning district reflects this aim, as light manufacturing/assembly,
warehouse, auto garages, automobile or equipment are all permitted.  Also permitted in the LI 
Zoning District are less-industrial uses, including office, restaurant, hospitals, and pawn 
shops.

Uses requiring a Specific Use Permit (SUP) in the LI Zoning District include building material 
sales, contractor’s yard or storage yard, outside storage, prisons, and wholesale centers.

The proposed zoning change is broadly in compliance with the Comprehensive Plan. In
pertinent excerpts from the Buda 2030 Comprehensive Plan as well as the Future Land Use 
Map. The property is located in the Interstate Corridor District according to the Future Land 
Use Character Districts map.  The Interstate Corridor District is intended to take advantage of 
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the economic potential of IH 35 as a commercial corridor. The proposed zoning change would 
be generally consistent with the Interstate Corridor District. The list of uses that are allowable 
or subject to SUP applications reflects the Interstate Corridor District’s aims. The future land 
use map was drawn in a fairly granular manner and was not intended to be a zoning map for 
individual properties. 

This application was filed to match this property’s zoning with the parcels to the north and 
west, to create a larger assembly of LI-zoned properties to create a planned industrial park.  
The planned park would create several lots for industrial uses allowed within the LI zone and 
also create an internal network of streets which would connect West Goforth Road and I-35
via an improved Rodriguez Street.  A preliminary plat has been submitted for the planned 
industrial development, which is currently under staff review.

Area of proposed Stream light industrial development

Based on information from the comprehensive plan and surrounding uses, approval of this 
zoning change would NOT constitute spot zoning, as it could be considered consistent with 
surrounding uses and the Comprehensive Plan. Spot zoning is the application of zoning to a 
specific parcel or parcels of land within a larger zoned area when the rezoning is usually at 
odds with a city's master plan and current zoning restrictions and appears out-of-place in
comparison to surrounding zoning. As the parcel is adjacent to LI-zoned lots on three sides, 
the proposed zoning does not present any inconsistencies with surrounding areas. The 
proposed zoning change will preserve the I-35 frontage in the area as B-3. Staff has not 
identified critical issues with the potential uses in the LI zoning district that would negatively 
affect the health, safety or general welfare of the City and the safe, orderly and healthful
development of the City. 
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The subject site is currently vacant and is located 1-3 lots west of the Interstate 35 frontage 
road.  The site is home to several houses that are on portions of the lots which were divided 
by deed. The houses, as well as a related business on one of the lots, are existing legal
nonconforming uses which were in place at the time of the area’s annexation.  The submitted 
application materials include authorizations from the current owners of interests in the 
properties. The site has a moderate slope, with elevations ranging from 728 feet in the 
northeast corner to 762 feet at the southeast corner.  There are no FEMA flood hazard areas 
on the site.  There are several trees on site, most of them on the easternmost portion of the 
parcel, which was platted as lot 54, the applicant will be required to comply with applicable 
development standards such as maximum impervious cover (75%), tree preservation, water 
detention/quality, and site/building design, pursuant to the UDC. 

Infrastructure, including roadway adequacy, sewer, water and storm water facilities, is or is 
committed to be available that is generally suitable and adequate for the proposed use.  This 
zoning change does not negatively affect infrastructure capacity or adequacy. The property 
will be served by city water and wastewater as part of the planned development.  The 
applicant, as with any developer, is responsible for construction of their infrastructure 
improvements as well as any off-site improvements caused by the project. Staff will review for 
any needed infrastructure improvements as part of the plat and site plan review processes. 

3. Financial Impact

The proposed zoning change will confer greater economic potential on the site, allowing the 
site to bring in greater property and sales taxes as it develops. The rezoned site should also 
generate city revenues in building and plan review fees.

4. Public Notification

For this public hearing, 15 city property owners were notified within 400’ of the subject 
property and a sign was posted on the property. Staff has not received any responses against 
the zoning change request from the mailed notifications. 

5. Staff Recommendation

Staff recommends approval of the requested zoning change, particularly in conjunction with 
the proposed use, as it is consistent with the comprehensive plan, is consistent with adjacent
zoning and would increase the economic capacity of the subject site.  

6. Planning and Zoning Commission Report

The Planning and Zoning Commission considered the zoning change request at their July 27, 
2021 meeting.  The Commission voted 3-2 against the motion to recommend approval of the 
proposed zoning change.  Reasons stated for the votes against the zoning change included 
the loss of commercial uses, the undesirability of several of the uses permitted in the LI 
zoning district, and potential compatibility issues the Stream development’s proposed street 
network could possibly present to the Bonita Vista subdivision abutting the proposed
development.  It should be noted that the western boundary of the proposed Stream 
development is approximately 1,300 feet west of the parcels included in the rezoning request.

7. ATTACHMENTS
Legal description
Zoning Land Use Chart
Letters of Authorization
Notification Map
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April 13, 2021     

 

Thomas Lombardi Jr.  
Kimley-Horn and Associates, Inc. 
2600 Via Fortuna 
Terrance I, Suite 300 
Austin, TX 78746 

 

Re:   Stream Buda 
W. Goforth Street & Rodriguez Street 
Buda, Texas 78610 
Owner’s Authorization 
 

Dear Mr. Lombardi, 

This letter shall serve as authorization for Kimley-Horn and Associates, Inc. to represent and act on the 
behalf of RODRIGUEZ MIGUEL & MARGIE for preparing and submitting all required applications 
associated with the preliminary plat, final plat, zoning, and site plan for the review and approval 
consideration of the Stream Buda Project located at W. Goforth Street and Rodriguez Street.  

 

Very truly yours,  

RODRIGUEZ MIGUEL & MARGIE 

 

_______________________ 

 

_______________________ 
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April 21, 2021 

Thomas Lombardi Jr.  
Kimley-Horn and Associates, Inc. 
2600 Via Fortuna 
Terrance I, Suite 300 
Austin, TX 78746 

Re:  Stream Buda 
W. Goforth Street & Rodriguez Street
Buda, Texas 78610
Owner’s Authorization

Dear Mr. Lombardi, 

This letter shall serve as authorization for Kimley-Horn and Associates, Inc. to represent and act on the 
behalf of SCOTT DEVIN for preparing and submitting all required applications associated with the 
preliminary plat, final plat, zoning, and site plan for the review and approval consideration of the Stream 
Buda Project located at W. Goforth Street and Rodriguez Street.  

Very truly yours, 

SCOTT DEVIN 

_______________________ 

_______________________ 04/21/2021
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April 13, 2021     

 

Thomas Lombardi Jr.  
Kimley-Horn and Associates, Inc. 
2600 Via Fortuna 
Terrance I, Suite 300 
Austin, TX 78746 

 

Re:   Stream Buda 
W. Goforth Street & Rodriguez Street 
Buda, Texas 78610 
Owner’s Authorization 
 

Dear Mr. Lombardi, 

This letter shall serve as authorization for Kimley-Horn and Associates, Inc. to represent and act on the 
behalf of TORRES SIMON & DOROTHY for preparing and submitting all required applications associated 
with the preliminary plat, final plat, zoning, and site plan for the review and approval consideration of the 
Stream Buda Project located at W. Goforth Street and Rodriguez Street.  

 

Very truly yours,  

TORRES SIMON & DOROTHY 

 

_______________________ 

 

_______________________ 
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April 13, 2021     

 

Thomas Lombardi Jr.  
Kimley-Horn and Associates, Inc. 
2600 Via Fortuna 
Terrance I, Suite 300 
Austin, TX 78746 

 

Re:   Stream Buda 
W. Goforth Street & Rodriguez Street 
Buda, Texas 78610 
Owner’s Authorization 
 

Dear Mr. Lombardi, 

This letter shall serve as authorization for Kimley-Horn and Associates, Inc. to represent and act on the 
behalf of RODRIGUEZ OLIVIA G EST OF for preparing and submitting all required applications 
associated with the preliminary plat, final plat, zoning, and site plan for the review and approval 
consideration of the Stream Buda Project located at W. Goforth Street and Rodriguez Street.  

 

Very truly yours,  

RODRIGUEZ OLIVIA G EST OF 

 

_______________________ 

 

_______________________ 
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02.06.05.     Use Chart 

Residential Uses 

  AG R-1 R-2 R-3 R-4 R-5 R-MH B-1 B-2 B-3 LI HI F1 F3 F3H F4 F4H F5 F5H Parking 
Requirement 
(spaces:increment) 

Community Home or 
Group Home 

P-1 P-1 P-1 P-1 P-1 P-1 P-1                         1 : bedroom 

Dwelling, Accessory P-2 P-2 S-2 S-2 S-2 S-2               P-25 P-25 P-25 P-25 P-25 P-25 1 : unit 

Dwelling, Multi-Family 
(Apartment) 

          P                   S-25   S-25 S-25 Studio | 1 : unit 

Dwelling, Multiplex (3-
Plex/4-Plex) 

        P P               P-26 P-26 P-26 P-26 P-26   1-2 BR | 2 : unit 

3+ BR | 0.5 : add’l 
BR over 2 

Guest | 1 : 10 units 

Dwelling, Single Family 
(Attached – Duplex) 

      P P P               P-25 P-25 S-25 P-25     2 : dwelling 

Dwelling, Single Family 
(Attached – Townhouse) 

      P P P                   P-25 P-25 P-25 P-25 2 : dwelling 

Dwelling, Single Family 
(Detached) 

P P P P                 P-25 P-25 P-25 P-25 P-25     2 : dwelling 

Dwelling, Single Family 
(Patio Home) 

      P                   P P P P     2 : dwelling 

Halfway House P-3 P-3 P-3 P-3 P-3 P-3 P-3                         1 : bedroom 

Innovative Residential 
Development 

P-4 P-4 P-4 P-4 P-4 P-4             P-4 P-4 P-4 P-4 P-4     Based on dwelling 
type 

Manufactured Home             P-5                         2 : dwelling 

Modular Home P-6 P-6 P-6 P-6 P-6 P-6                   P-6 P-6 P-6 P-6 2 : dwelling 

534



Short-Term Residential 
Rental 

P-7 P-7 P-7 P-7 P-7 P-7               P-7 P-7 P-7 P-7 P-7 P-7 Based on dwelling 
type 

Nonresidential Uses 

  AG R-1 R-2 R-3 R-4 R-5 R-MH B-1 B-2 B-3 LI HI F1 F3 F3H F4 F4H F5 F5H Parking 
Requirement 
(spaces:increment) 

Adult Day Services 
Center 

              S S S     P P   S   S S 1 : 2 guests 

Adult Entertainment                       P-8               1 : 300 

Agricultural Use P-10 P-10 P-10 P-10 P-10 P-10 P-10 P-10 P-10 P-10 P-10 P-10 P-10 P-10 P-10 P-10 P-10 P-10 P-10 1 : 1,000 of enclosed 
areas 

Ambulance Service                   P P                 1 : 400 

Amusement, 
Commercial (Indoors) 

              S S P P         S   S S 1 : 300 

Amusement, 
Commercial (Outdoors) 

                S S S         S   S S 1 : 3 patrons 

Animal Shelter or Pet 
Boarding (with Outside 
Yard/Kennels) 

S             S S S                   1 : 400 

Animal Shelter or Pet 
Boarding (without 
Outside Yard/Kennels) 

S     S S S   P P P P     S   S S     1 : 400 

Animal Veterinary Office 
or Grooming (with 
Outside Yard/Kennels) 

              S S S                   1 : 400 

Animal Veterinary Office 
or Grooming (without 
Outside Yard/Kennels) 

      S S S   P P P P     S   S S S S 1 : 400 

Antique Shop               P P P       P   P P P P 1 : 300 

Art Gallery or Museum               P P P       P   P P P P 1 : 300 
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AG R-1 R-2 R-3 R-4 R-5 R-MH 

B-1 B-2 B-3 LI HI 
F1 

F3 
F3H 

F4 F4H F5 F5H Parking 
Requirement 

(spaces:increment) 

Artisan’s Studio               P P P P P   S   P P P P 1 : 300 

Assisted Living/Nursing 
Home 

        P P   S P P           P P P   1 : 2 beds 

Automobile or Other 
Motorized Vehicle Sales 

                  S P                 1 : 750 

Automobile Parts Store               S P P P P       P   P P 1 : 300 

Automobile Service 
Garage (Major) 

                  S P P               3 : service bay 

Automobile Service 
Garage (Minor) 

                P P P P       P       3 : service bay 

Bank or Financial 
Institution 

              S-11 P P       S-11   S-11 S-11 S-11 S-11 1 : 300 

Banquet Hall, Reception 
Facility, Wedding 
Chapel, or Other Special 
Events Center 

S             S S P P     S S S S S S Non-Fixed Seats | 1 : 
150 or 

Fixed Seats | 1 : 4 
seats 

Bar/Tavern (=75% Sales 
from Alcohol) 

                  P-12                   1 : 200 

Barber or Beauty Shop       S S S   P P P P     P S P P P P 1 : 400 

Bed & Breakfast Inn S S S S S S   P P P     S P S P P S S Residential 
requirement + 

1 : guest room 

Brewery, Macro                     S-9 P-9               Office | 1 : 400 

Brewing | 1 : 1,000 

Tasting Room | 1 : 
200 
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AG R-1 R-2 R-3 R-4 R-5 R-MH B-1 B-2 B-3 

LI HI 
F1 F3 F3H F4 F4H F5 F5H 

Parking 
Requirement 

(spaces:increment) 

Brewery, Micro S-9             S-9 S-9 S-9 P-9 P-9       S-9 S-9 S-9 S-9 Office | 1 : 400 

Brewing | 1 : 1,000 

Tasting Room | 1 : 
200 

Building Material Sales                   S S P               Retail/Office | 1 : 300 
Outdoor Storage | 1 : 

2,000 

Car Wash, Full Service                 P P                   Wash bays + 5 
queue spaces 

Car Wash, Self Service                 S P                   Wash bays + 2 
queue spaces 

Carpentry Shop                     P P               1 : 400 

Catering Service               S P P P                 1 : 400 

Ceramic, Pottery, or 
Glass Studio 

              S S S P P       S S S S Retail/Office | 1 : 400 

Warehouse | 1 : 
1,000 

Child Care Home (=6 
Children) 

P P P S S S             P P P S S S S Based on dwelling 
type 

Child Care Home (6+ 
Children) 

S S S                   S S S         Based on dwelling 
type 

Child Care Facility 
(Daycare) 

      S S S   P P P S     S   S S S S 1 : 400 + 1 : 
employee 

Child Care Facility 
(Children’s Home) 

                S S           S   S S 1 : 7 children 

Church or Other Place of 
Worship, including 
Parsonage/Rectory 

P P P P P P P P P P P P P P P P P P P Non-Fixed Seats | 1 : 
150 or 

Fixed Seats | 1 : 4 
seats 
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AG R-1 R-2 R-3 R-4 R-5 R-MH 

B-1 B-2 B-3 LI HI 
F1 F3 F3H 

F4 
F4H 

F5 F5H Parking 
Requirement 

(spaces:increment) 

College or University               S P P P P       S   S S 1 : 3 students + 1 : 
classroom 

Contractors Yard or 
Storage Yard 

                    S P               1 : 1,000 GFA 

Dance Hall, Night Club, 
or Live Music Venue, 
Indoors 

              S S S           S   S S 1 : 300 

Dance Hall, Night Club, 
or Live Music Venue, 
Outdoors 

              S S S S S       S   S S 1 : 300 of assembly 
area 

Dance, Music, or Drama 
Studio 

      S S S   P P P P     S   P S P P 1 : 400 

Distillery, Macro                   S-9 P-9 P-9               Office | 1 : 400 

Distilling | 1 : 1,000 

Distillery, Micro                 S-9 S-9 P-9 P-9       S-9 S-9 S-9 S-9 Office | 1 : 400 

Distilling | 1 : 1,000 

Donation or Recycling 
Collection Point 

              P-13 P-13 P-13 P-13         P-13   P-13 P-13 N/A 

Electrical Power 
Substation 

P P P P P P P P P P P P P P P P P P P N/A 

Equipment Sales                   S P                 1 : 500 of building 

Farmer’s Market P S S S S S S S S S S S P S S S S S S N/A 

Feed Store S               S P                   1 : 300 

Fix-It Shop, Bicycle 
Repair, Blade 
Sharpening, Small 
Engine Repair 

              S P P P P       P   P P 1 : 400 
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AG R-1 R-2 R-3 R-4 R-5 R-MH 

B-1 B-2 B-3 LI HI 
F1 F3 F3H 

F4 F4H F5 F5H Parking 
Requirement 

(spaces:increment) 

Food Truck Park               S-14 S-14 S-14 S-14 S-14       S-14 S-14 S-14 S-14 N/A 

Fuel Pumps (Accessory 
Use) 

              S-15 P-15 P-15 P-15 P-15       S-15   S-15 S-15 N/A 

Furniture Repair and 
Upholstering Shop 

              S P P P P       P   P P 1 : 400 

Gasoline Filling or 
Service Station/Car 
Wash 

                S-15 P-15 P-15 P-15       S-15   S-15 S-15 Fueling bay spaces 
+ Grocery, 

Convenience Store 
requirement 

Grocery, Convenience 
Store 

      S S S   P P P P     P S P P P P 1 : 300 

Grocery, Market         P P   P P P P     S   P S P P 1 : 300 

Grocery, Supermarket                 P P           P   P P 1 : 200 

Gym or Health/Fitness 
Center 

              P P P P         P   P P 1 : 300 

Heavy Industrial or 
Manufacturing 
Operations 

                      P-16               Office | 1 : 400 

Warehouse | 1 : 
1,000 

Heliport or Helistop                 S-17 S-17 S-17 S-17               5 spaces for 
commercial pads 

Home-Based Business P-18 P-18 P-18 P-18 P-18 P-18 P-18 P-18 P-18 P-18     P-18 P-18 P-18 P-18 P-18 P-18 P-18 N/A 

Hospital, Acute Care                 P P P                 1.5 : bed 

Hospital, Chronic Care                 P P P         P       1.5 : bed 

Hotel, Full Service               S P P           P S P S : guest room + 

1 : 8 seats for 
meeting 

room/restaurant 
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AG R-1 R-2 R-3 R-4 R-5 R-MH B-1 

B-2 B-3 
LI HI F1 F3 F3H 

F4 F4H F5 F5H Parking 
Requirement 

(spaces:increment) 

Hotel, Limited Service                 S S           S S S S 1.1 : guest room 

Hotel, Select Service               S S P           S S S S : guest room + 

1 : 8 seats for 
meeting 

room/restaurant 

Institution for the Care of 
Alcoholic, Psychiatric, or 
Narcotic Patients 

S                 P                   1 : 2 patients 

Laundry, Commercial                     P P               1 : 800 

Laundry, Dry Cleaning 
Drop-Off/Pick-Up 

              P P P P         S   P P 1 : 400 

Laundry, Self-Service               S P P P         S   P P 1 : 400 

Library P P P P P P P P P P P P P P P P P P P 1 : 500 

Light Industrial and 
Assembly Processes 

                  S P P               Office | 1 : 400 

Warehouse | 1 : 
1,000 

Liquor Store                 P-12 P-12                   1 : 300 

Medical Clinic               P P P P P       P P P P 1 : 400 

Mixed Use building not 
within Historic Overlay 
(O-H) 

        P-19 P-19   P-19 P-19 P-19           P-25 P-25 P-25 P-25 Based on use type 

Mixed Use building - 
Historic Overlay (O-H) 

                                S-25 P-25 P-25   

Mobile Retail/Service               S S S S S       S S S S N/A 

Movie Theatre or 
Cinema 

              S P P P         S S S S 1 : 4 seats 
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AG R-1 R-2 R-3 R-4 R-5 R-MH 

B-1 B-2 B-3 LI HI 
F1 F3 F3H F4 F4H F5 F5H 

Parking 
Requirement 

(spaces:increment) 

Nondepository Financial 
Institution/Payday 
Lending Establishment 

              P-20 P-20 P-20 P-20 P-20               1 : 400 

Nursery/greenhouse, 
retail/wholesale 

                S-24 P P         S-24       1 : 300 

Office, Professional, 
Medical, or Business 

              P P P P P   P   P P P P 1 : 400 

Outside Display               P-21 P-21 P-21           P-21   P-21 P-21 N/A 

Outside Storage                 S-22 S-22 S-22 S-22               1 : 2,000 of Outside 
Storage 

Park, Playground, or 
Community Center, 
Public 

P P P P P P P P P P P P P P P P P P P N/A 

Parking Area, Public               S S S S S   S S S S S S N/A 

Parking Structure       S S S   S S S S P   S   S S S S N/A 

Pawn Shop                     P P               1 : 300 

Plumbing or 
Heating/Cooling Store 

                  P P                 1 : 400 

Police, Fire, or 
Emergency Medical 
Services Station 

P P P P P P P P P P P P P P P P P P P N/A 

Portable Building Sales                   S P                 1 : 500 of building 

Printing 
Press/Duplication Shop 
or Mailing Center 

              S P P P P   S   S   S S 1 : 400 

Prisons or Detention 
Facilities 

                    S S               1 : employee + 1 : 15 
cells 
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  AG R-1 R-2 R-3 R-4 R-5 R-MH B-1 B-2 B-3 LI HI F1 F3 F3H F4 F4H F5 F5H Parking 
Requirement 

(spaces:increment) 

Public Facilities for 
Local, State, or Federal 
Government 

P P P P P P P P P P P P P P P P P P P N/A 

Radio or TV Station                 S P P P               1 : 400 

Recreational Vehicle 
(RV) Park 

                  S                   0.5 : RV bay 

Research and 
Development Laboratory 
(Life Sciences) 

                    P P       S S S S 1 : 500 

Research and 
Development Laboratory 
(Technology) 

                P P P P       S S S S 1 : 500 

Restaurant or Cafeteria, 
with Curb or Drive-Thru 
Service 

              S-12 S-12 P-12 P-12         S-12   S-12   1 : 200 

Restaurant or Cafeteria, 
without Curb or Drive-
Thru Service 

              P-12 P-12 P-12 P-12     S-12   P-12 S-12 P-12 P-12 1 : 200 

Retail Store, Big Box                 S P                   1 : 300 

Retail Store, Shop               P P P       P   P P P P 1 : 300 

Rodeo                       S               Non-Fixed Seats | 1 : 
300 or 

Fixed Seats | 1 : 4 
seats 

School, Career                 S P P   P P   P   P P 1 : 3 students + 1 : 
classroom 

School, Private or Public P P P P P P P P P P P P P P P P P P P Ele./Middle | 2 : 
classroom Senior 

High | 8 : classroom 
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AG R-1 R-2 R-3 R-4 R-5 R-MH 

B-1 B-2 B-3 LI 
HI F1 

F3 
F3H 

F4 F4H F5 F5H Parking 
Requirement 

(spaces:increment) 

Seamstress or Tailor 
Shop 

              P P P P     S   P S P P 1 : 400 

Seasonal Sales               S S S S S               N/A 

Shoe Repair Shop               P P P P     P   P P P P 1 : 400 

Shooting Range, Indoor                   P P P               2 : shooting lane 

Shooting Range, 
Outdoor 

                    S S               2 : shooting lane 

Stable, Boarding S                     S S             1 : 2 stalls 

Stable, Commercial S                     S S             1 : 2,000 of site area 

Stadium or Play Field 
(with lighting) 

S S S S S S S S S S S S S S S S S S S N/A 

Stadium or Play Field 
(without lighting) 

P P P P P P P P P P P P P P P P P P P N/A 

Storage Units, Mini                   S S P               1 : 40 units 

Tattoo Studio                 P P           S S S S 1 : 400 

Taxi Garage or Dispatch                   P P P       S   S S 1 : 400 

Telephone Exchange 
(No Offices or Storage 
Facilities) 

P P P P P P P P P P P P P P P P P P P N/A 

Temporary Building P-23 P-23 P-23 P-23 P-23 P-23 P-23 P-23 P-23 P-23 P-23 P-23 P-23 P-23 P-23 P-23 P-23 P-23 P-23 1 : 1,000 

Truck terminal/travel 
plaza or truck stop 

                  S-15 S-15 S-15               Fueling bay spaces 
plus Grocery, 
Convenience Store 
requirement 
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AG R-1 R-2 R-3 R-4 R-5 R-MH B-1 B-2 B-3 

LI HI 
F1 F3 F3H F4 F4H F5 F5H 

Parking 
Requirement 

(spaces:increment) 

Warehouse                     P P               Office | 1 : 400 

Warehouse | 1 : 
1,000 

Wholesale Center                     S P               Office | 1 : 400 

Warehouse | 1 : 
1,000 

Winery, Macro                   S-9 P-9 P-9               Office | 1 : 400 

Winery | 1 : 1,000 

Tasting Room | 1 : 
200 

Winery, Micro                 S-9 S-9 P-9 P-9       S-9 S-9 S-9 S-9 Office | 1 : 400 

Winery | 1 : 1,000 

Tasting Room | 1 : 
200 

Woodworking and 
Planing Mill 

                      P               1 : 1,000 

Wrecking or Auto 
Salvage Yard 

                      P               Office | 1 : 400 

Yard | 1 : 2,000 

(Ordinance 2017-13 adopted 10/2/17; Ordinance 2020-04 adopted 3/24/20; Ordinance 2021-10 adopted 4/20/21) 
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7/29/2021

1

Regular Agenda

H. 4. Hold a public hearing, deliberation and possible action upon first 
reading of an ordinance requesting to change the zoning from Interstate 
35 Business (B-3) to Light Industrial (LI) for the property known as 
Lifschultz Subdivision, Lots 52, 53 and 54, being 9 +/- acres addressed 
as 100, 108, and 110 Rodriguez Street , Buda, TX (Z 21-02). (Senior 
Planner David Fowler) [PUBLIC TESTIMONY]

H.4. ZONING CHANGE – STREAM INDUSTRIAL (Z 21-02) 

• 9 +/- acres, located west of 
southbound IH-35 frontage road, 
south of Rodriguez Street.  

• Current zoning: B-3 

• Proposed zoning: LI

• Annexed in 2012

• Surroundings include vacant 
lots, industrial and commercial 
properties, nearby residential 
uses in commercial zoning 
districts

• Goforth SUD Water and City 
Sewer areas

Agenda Packet pp 8-31

1

2
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7/29/2021

2

LI

B-2

B-3

F4

SITE

After proposed rezoning:

• Property would be consistent 
with  neighboring areas no 
the north, south and west

• Interstate 35 frontage would 
remain B-3

H.4. ZONING CHANGE – STREAM INDUSTRIAL (Z 21-02) 

• Several existing nonconforming 
residences, businesses on site

• Lots had been further divided by 
deed

• Individual property owners 
signed letters of authorization to 
pursue rezoning.

H.4. ZONING CHANGE – STREAM INDUSTRIAL (Z 21-02) 

3

4
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7/29/2021

3

• Intended use: Multi-lot light 
industrial park

• Through platting, Rodriguez 
would become dedicated and 
improved right-of-way

• Internal street network would 
also connect to West Goforth

H.4. ZONING CHANGE – STREAM INDUSTRIAL (Z 21-02) 

Comprehensive Plan Guidance

H.4. ZONING CHANGE – STREAM INDUSTRIAL (Z 21-02) 

5

6
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7/29/2021

4

Notification:

• 15 nearby property owners received 
mailed notifications

• Sign placed on site

• Staff received no calls related to the 
project.

Staff recommendation is approval

Planning and Zoning Commission voted 3-2 
against motion to recommend approval

H.4. ZONING CHANGE – STREAM INDUSTRIAL 

PUBLIC TESTIMONY

Public Testimony will be recognized upon the Chair’s
announcement.

An attendee has three options:

1) Access the webinar and use the "raise the hand"
feature.
- Please state name and address.

2) Complete the Online Virtual Public Comment / Public
Testimony.

3) Use the email option at comments@ci.buda.tx.us.

DATE

7

8

548



ORDINANCE NO. 2021- 
 
 

AN ORDINANCE OF THE CITY COUNCIL OF THE CITY OF BUDA, 
TEXAS AMENDING THE OFFICIAL ZONING MAP OF THE CITY 
PERTAINING  TO APPROXIMATELY 9 +/- ACRES OF LAND BEING 
LOTS 52, 53, AND 54, LIFSCHULTZ SUBDIVISION, HAYS COUNTY, 
TX, ADDRESSED AS 100, 108, AND 110 RODRIGUEZ STREETS, BUDA, 
TX 78610, RESULTING IN THE ZONING CHANGING FROM B3, 
INTERSTATE 35 BUSINESS, TO LI, LIGHT INDUSTRIAL; 
PROVIDING A REPEALING  CLAUSE; PROVIDING A 
SEVERABILITY CLAUSE; PROVIDING AN EFFECTIVE DATE AND 
PROVIDING A PENALTY CLAUSE. 

 
 
 
 
WHEREAS, on July 27, 2020, the Planning and Zoning Commission of the City of Buda held a 
public hearing regarding a request to change zoning for the 9 +/- acres of land being Lot 1, 
Lifschultz Subdivision, Hays County, Texas, addressed as 100, 108 and 110 Rodriguez Street, 
Buda, TX 78610. further depicted in Exhibit 'A', attached, and recommended that the request be 
denied by the City Council of the City of Buda; and, 
 
WHEREAS, the City Council held a public hearing on August 3, 2021 regarding the request; and, 
 
WHEREAS, all requirements of the City of Buda Unified Development Code pertaining to zoning 
map amendments have been met; and, 
 
WHEREAS, the City Council has determined that adoption of this ordinance is in the interest of 
the general health, safety, welfare and morals of the community; and, 
 
WHEREAS, the City has determined that this ordinance was passed and approved at a meeting 
of the City Council of the City of Buda held in strict compliance with the Texas Open Meetings 
Act at which a quorum of the City Council Members were present and voting; 
 
NOW, THEREFORE, BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF 
BUDA, TEXAS, THAT: 
 
Section 1. The zoning of the aforementioned property, approximately 9 Acres in Hays County, 
Texas, further depicted in Exhibit 'A', attached, is hereby changed from to B3, Interstate 35 
Business, to LI, Light Industrial. 
 
Section 2. The Zoning Map of the City of Buda, Texas is hereby amended to establish the zoning 
classification as set forth above. 
 
Section 3. Repeal. This ordinance shall be cumulative of all other ordinances of the City of Buda, 
and this ordinance shall not operate to repeal or affect any other ordinances of the City of Buda 
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except insofar as the provisions thereof might be inconsistent or in conflict with the provisions of 
this ordinance, In which event such conflicting provisions, if any, are hereby repealed. 
 
Section 4. Severability. If any clause or provision of this Ordinance shall be deemed to be 
unenforceable for any reason, such unenforceable clause or provision shall be severed from the 
remaining portion of the Ordinance, which shall continue to have full force and effect. 
 
Section 5. Effective Date. Pursuant to Section 3.11(D) of the City Charter, this ordinance is 
effective upon adoption, except that every ordinance imposing any penalty, fine or forfeiture shall 
become effective only after having been published once in its entirety, or a caption that summarizes 
the purpose of the ordinance and the penalty for violating the ordinance in a newspaper designated 
as the official newspaper of the City. An ordinance required by the Charter to be published shall 
take effect when the publication requirement is satisfied. 
 
Penalty. Any person, firm, partnership, association, corporation, company, or organization of any 
kind who or which violates any provision of this Zoning Ordinance shall be deemed guilty of a 
misdemeanor and, upon conviction thereof, shall be fined in an amount not to exceed $2000.00 
Each day during which said violation shall exist or occur shall constitute a separate offense. The 
owner or owners of any property or of premises where any violation of this Zoning Ordinance 
shall occur, and any agent, contractor, builder, architect, person, or corporation who shall assist in 
the commission of such offense shall be guilty of a separate offense unless otherwise prohibited 
by law and, upon conviction thereof, shall be punished as above provided. 

 
PASSED and APPROVED on first reading by an affirmative vote of the City Council of the City 
of Buda, this _______ day of _______, 2021. 
 
 
PASSED, APPROVED, AND ADOPTED on second reading by an affirmative vote of the City 
Council of the City of Buda, this _________day of _____2021. 
 

APPROVED: 
 
 
 
__________________________ 
Lee Urbanovsky, Mayor 
 

 
ATTEST: 
 
 
 
__________________________ 
Alicia Ramirez, City Clerk 
 

Exhibit A 
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Stream Realty Partners

32

About Stream
Years in Operation

Real Estate Professionals

Annual Transactions

+M
SF Leased & Managed

Stream Realty Partners, L.P. (Stream) is a national, 

industry. In addition, Stream specializes in sourcing 

and its clients. Since its formation in 1996, Stream 

Changing the landscape
of commercial real estate™

2
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Stream Culture

SMART

HONEST

NICE

PASSIONATE

76

98

SERVICES
Investment Management

United States.

Investment Sales

platform.

Agency Leasing

Property Management

platform of continuous training and education.

Tenant Representation

decisions.

Development

understanding of supply and demand, accurately 

location. 

Construction & Project Management

Marketing & Research

management and construction teams.

PROPERTY TYPES

Industrial

Stream can accommodate any project.

Retail

deep understanding of retail real estate and solid 

Healthcare

real estate. 

Data Centers
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2121

GLA

SD

DEN

CHI

WDC

CAR

ATL

FW DAL

ATX

HOUSA

ELP

NSH

NORC
A

PXN

MPLS 

PHL 

Stream Realty Partners

Stream Data Centers

Stream Transactions

Through Talent, 
Commitment & 
Hustle, We Have You 
Covered

250+ MILLION SF LEASED & MANAGED

31 MILLION SF DEVELOPED OR ACQUIRED

$3.6B ANNUAL TRANSACTIONS COMPLETED

13 STREAM OFFICES

950 REAL ESTATE PROFESSIONALS

21

Agency Leasing 

Tenant Representation

Property Management

Development

Construction & Project Management

Investment Sales

Investment Management

Location & Labor Intelligence

Marketing & Market Research

GLA

SD

DEN

CHI

CAR

ATL

FW DAL

ATX

HOUUSA

ELP

NSH

NORC
A

PXN

MPLS

Stream Realty Partners

Stream Data Centers

Stream Transactions

Stream’s
Service 
Platform

Stream’s 
Service 
Philosophy
Hire

Promote
Retain

Trust

1918

The Company We Keep
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Agenda Item #H.5.

City Council Agenda Item Report
Date: Tuesday, August 3, 2021

Agenda Item No. 2021-410- #H.5
Contact: Micah Grau

Subject: Deliberation and possible action to consider an Ordinance on first and final
reading and to adopt said Ordinance granting an exclusive franchise to Texas
Disposal Systems, Inc. for municipal solid waste collection and disposal
services including residential, commercial, industrial, and roll-off services
(Deputy City Manager Micah Grau) [PUBLIC TESTIMONY]

1. Executive Summary
Approval of this ordinance will grant an exclusive five (5) year franchise to Texas Disposal Systems,
Inc. for municipal solid waste collection and disposal services. The term of this franchise would be
from October 1, 2021, through September 30, 2026.

2. Background/History
The City's current franchise agreement with Texas Disposal System, Inc. (TDS) was approved in
December 2016 following a competitive bid process and expires on December 31, 2021. TDS has
served the City of Buda since 1995. Approval of this ordinance will replace the existing ordinance,
effective October 1, 2021. The City Council directed staff to negotiate a new contract with TDS to
continue provide municipal solid waste services for the City of Buda.

TDS will expand the services available for residents and commercial customers under the terms of
the agreement. Highlights include:
-Residential: continuation of weekly solid waste, bi-weekly recycling, bi-weekly green waste, and
quarterly bulk waste.
-Option for additional recycling cart in addition to trash cart.
-Expanded recycling to include current items plus plastic bag recycling ("bag the bag" program),
gable top containers, aseptic containers, large rigid plastic, and household scrap metal.
-Residential customers will be able to take up to 5 cubic yards of waste to the landfill each month at
no cost.
-Continue "homeside collection" program for seniors and those customers with disabilities.
-Private drive collection: contractor will provide direct service to residences located on private
drives so long as the residence is able to maintain appropriate access for a smaller collection truck.
-Special holiday services will be offered to residential customers including Christmas Tree recycling,
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holiday light recycling, and customers will be able to place two additional bags for trash collection
between December 26th - January 7th.
-Benefits to the City include no cost service at City of Buda facilities, up to 250 cu. yds. of compost
for City landscaping needs, $10,000 in annual credit at TDS Garden-ville stores for landscaping
supplies, and fifty (50) no cost trash and recycling carts for use at City Park events.

The franchise ordinance requires every occupied residential and commercial property to have solid
waste service through this franchise.

3. Staff's review and analysis
Section 8.03 of the City of Buda Home Rule Charter provides for the following:

"The City Council shall have power by ordinance to grant, renew and extend all franchises of public
utilities of every character operating within the City and for such purposes is granted full power. The
term “public utility” as used herein is construed to mean any person, firm or corporation furnishing
to the public any general public service, including, but not limited to heat, light, gas, power,
telephone service, communication services, community antenna or cable television service, sewer
service and the treatment thereof, water, wrecker service, the carrying of passengers for hire, or any
other public service whereby a right to, in part, appropriate or use the streets, highways, or other
property of the City, as necessary or proper is granted. Any ordinance granting, renewing or
extending franchises shall not take effect until at least thirty (30) days after its passage; and during
such thirty (30) day period the descriptive caption of the ordinance shall be published at least twice
in the official newspaper(s) of the City, the expense of the publication being borne by the proponents
of the franchise."

The terms of the franchise and agreement meet the requirements outlined in the City Charter.

4. Financial Impact
Under the terms of the franchise agreement, TDS will pay the City of Buda a monthly franchise fee
equal to ten percent (10%) of gross billings. The ordinance also establishes a fine not to exceed $500
for a violation of the ordinance.

Summary of the rate structure:
-For services billed by the City, the City will assess a 10% franchise fee and a $0.20 administrative
processing fee on top of the fees charged by TDS to the City.
-The fees and rates included in the contract with TDS may not reflect the final rates charged to
customers by the City of Buda as those fees are established in the City of Buda's fee structure
adopted each year as part of the annual budget process.
-TDS's rate for residential service will drop from the current rate of $19.26 per month to a new rate
of $18.78. TDS will increase the residential rate at a rate of 3% annually.
-TDS's rate for commercial services depends on the size, type, and frequency of service. Generally,
commercial rates will decrease by 3% in Year 1 but will increase 4% annually in future years.

The City Council has contemplated establishing a locked-in rate for residential and commercial
collections for the five year period with the residential rate increasing from $20.82 per month to
$22.82 per month. Commercial rates are dependent on the size, type, and frequency of service.

5. Summary/Conclusion
The 2020 Resident Survey showed high scores for municipal solid waste service provided by TDS.
Because of this and the positive performance by TDS over the years, Council directed staff to
negotiate a new contract with TDS. The staff team including Deputy City Manager Micah Grau and
Assistant City Manager Lauren Middleton-Pratt met several times with TDS representatives to
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discuss the proposed terms of a contract and provided multiple executive session briefings to City
Council. The proposed contract was developed based on the direction provide by City Council. Staff
recommends approval of the contract.

Following adoption of the ordinance and contract, staff will work with TDS to develop marketing
materials to notify customers of the service changes. The City Council will also be asked to establish
customer rates as part of the Fiscal Year 2022 Budget.

6. Pros and Cons
Pros: by granting an exclusive franchise, the City is able to regulate the manner in which solid waste
services are provided throughout the City. The City is able to collect a franchise fee for the use of
public streets and right-of-ways related to this franchise agreement. Without an exclusive franchise,
multiple vendors could service individual properties throughout the City leading to pre-mature
failure of roadways under the weight of multiple trash collection trucks and no accountability for
messes or damage cause by unregulated collection companies.

Cons: individuals have different priorities and desires for a solid waste contract that makes meeting
everyone's desires nearly impossible. While some may prefer low rates to expanded services, others
are willing to pay more for more services. This contract seeks to find a balance between these
competing demands by locking in competitive rates and providing a variety of services including
some optional services for those that want more capacity.

7. Alternatives
Adoption of this ordinance is discretionary. The City Council's options are as follows:
1) Approve the franchise and the exclusive contract with TDS for provision of municipal solid waste
services;
2) Take no action and instruct staff to continue to negotiate with TDS;
3) Take no action and direct staff to solicit competitive bids for the provision of municipal solid
waste services;
4) Take no action and do not approve an exclusive franchise resulting in a de-regulated market
whereby each property will need to establish their own solutions for disposing of solid waste (not
recommended).

8. Recommendation
Staff recommends the City Council approve the ordinance establishing an exclusive franchise with
Texas Disposal Systems, Inc. for a five year period ending on September 30, 2026 for municipal solid
waste and roll-off services.
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ORDINANCE 2021-__ 

AN ORDINANCE ADOPTING AN EXCLUSIVE FRANCHISE WITH 
TEXAS DISPOSAL SYSTEMS, INC., A TEXAS CORPORATION, FOR 
MUNICIPAL SOLID WASTE COLLECTION AND DISPOSAL SERVICES; 
PROVIDING FOR THE PAYMENT OF A FEE OR CHARGE FOR THE USE 
OF THE STREETS, ALLEYS, AND PUBLIC WAYS; REQUIRING 
COMPLIANCE WITH ALL REGULATORY ORDINANCES OF THE CITY; 
PROVIDING FOR OTHER PROVISIONS RELATED TO THE SUBJECT 
MATTER HEREOF; PROVIDING A SAVINGS CLAUSE; PROVIDING A 
REPEALER; AND PROVIDING AN EFFECTIVE DATE. 

 WHEREAS, the City Council finds the collection, removal, and proper disposal of solid 
waste generated within the City of Buda, Texas (the “City”), is essential to the health, safety and 
welfare of the City’s residents; and 

 WHEREAS, the City Council finds Chapter 363 of the Texas Health and Safety Code (the 
“Code”) authorizes municipalities to adopt rules for regulating solid waste collection, handling, 
transportation, storage, processing, and disposal; and 

 WHEREAS, the City Council finds Chapter 363 of the Code also requires a city to ensure 
solid waste management services are provided to all persons in its jurisdiction by a public agency 
or private person; and 

 WHEREAS, the City Council finds Chapter 363 of the Code also authorizes a city to offer 
recycling services to persons in its jurisdictional boundaries and may charge a fee for that service; 
and 

 WHEREAS, the City Council finds Sections 363.116(a) and 363.117 of the Code authorize 
a city to enter contracts to enable it to furnish or receive solid waste management services on 
terms considered appropriate by the city council; and 

 WHEREAS, the City Council finds Section Chapter 364 of the Code authorized a city to 
contract with certain other public entities or a private contractor to furnish solid waste collection, 
transportation, handling, storage, or disposal services; and 

 WHEREAS, the City Council finds Section 364.034 of the Code authorizes a city to offer 
solid waste disposal services to persons in its territory, require the use of the service by those 
persons, and charge fees for the service; and 

 WHEREAS, the City strives to protect the health and safety of its citizens by adopting rules 
regarding solid waste management and hiring a private contractor to provide those services; and 

 WHEREAS, the City Council finds it is authorized by Article 8 of the City Charter to grant 
franchises of public utilities to any person, firm or corporation furnishing and operating a public 
service within the City; and 

561



 
 

 

WHEREAS, the City Council finds that adopting a franchise ordinance and entering the 
“Contract for Municipal Solid Waste Collection and Disposal Services” (the ‘Franchise”) attached 
as “Exhibit A” is in the best interest of the health, safety, and welfare of the citizens of the City. 

NOW, THEREFORE, BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF BUDA, TEXAS, 
THAT: 

 1. Incorporation of Recitals.  The foregoing recitals are incorporated herein and 
made findings of fact. 

 2. Grant of Franchise.  Texas Disposal Systems, Inc. (“TDS”) is hereby GRANTED an 
exclusive franchise for municipal solid waste collection and disposal services, including: 

 a) Residential refuse pick-up; 

b) Single stream recycling; 

 c) Green waste collection; 

 d) Other recycling services; 

 e) Special collection; 

 f) Bulky pick-up; 

 g) Commercial collection; 

 h) Roll-off collection; 

 i) City Sponsored Cleanups; and, 

 j) Special events, 

within the corporate limits of the City of Buda, Texas as it now exists, or as it may expand during 
the term of this franchise by annexation, and TDS is GRANTED the right to use the City’s streets, 
alleys, and thoroughfares for the purpose of providing such services (the “Franchise”). 

 3. Conditions of Franchise.  The “Contract for Municipal Solid Waste Collection and 
Disposal Services” between the City and TDI (hereinafter the “Franchisee”) is hereby APPROVED 
and shall be attached hereto as Exhibit A and is incorporated by reference herein as though set 
out verbatim. 

 4. Term of Franchise.  Five (5) years starting on October 1, 2021, and ending at 
Midnight on September 30, 2026, with an automatic five (5) year renewal period unless written 
notice of termination is provided not less than one hundred eighty (180) days prior to the 
expiration of the initial term. 
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 5. Solid Waste Collection and Disposal Services Required.  Every occupied residential 
or commercial structure within the City, and every service address for purposes of City water 
and/or sewer services within the City must be served by a solid waste collection and disposal 
service.  The Franchisee shall be the only approved provider of residential and commercial solid 
waste collection and disposal services within the City during the term of this Franchise.  The City 
shall bill customers directly and inform TDS of any initiations, suspensions or terminations of 
service. 

 6. Billing.  The City shall be entitled to establish all amounts to be billed by the City 
for the services to be provided pursuant to the Agreement.  The fees the City has agreed to pay 
the Franchisee for its solid waste management services is set forth in Attachment A to Exhibit A, 
attached hereto. 

 7. Collection Services.   

a) Collection of Residential Refuse shall be serviced from 7:00 a.m. to 7:00 p.m. on 
the same day.  Exceptions to collection hours shall be affected only upon the mutual agreement 
of the City and TDS, or when TDS reasonably determines that an exception is necessary in order 
to complete collection on an existing collection route due to unusual circumstances. 

 b) Holidays.  The following shall be holidays for purposes of this Franchise: 

 New Year’s Day    Labor Day 

 Memorial Day    Thanksgiving Day 

 Independence Day   Christmas Day 

TDS may decide to observe any or all of the above-mentioned holidays by suspension of collection 
service on the holiday.  Should TDS observe a holiday, TDS may for the remainder of the calendar 
week provide Collection service to Customers one (1) day after their normal collection day 
including Saturday if necessary.  

8. Prohibition.  It shall be unlawful for any person or entity other than the Franchisee 
to conduct or attempt to conduct the business of solid waste collection and disposal within the 
City during the Term of this Franchise and such is expressly prohibited.  

9. Violation an Offense.  Violation of the prohibition contained in Section 8 above is 
an offense punishable by a fine not to exceed $ 500. 

10 Defense.  It shall be a defense to prosecution hereunder if the Franchisee does not 
provide the type of solid waste removal and disposal services necessary for the undertaking 
under the Franchise.  

11. Each Day of Violation a Separate Offense.  Each day of violation shall be considered 
and treated as a separate offense.  
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12. Repeal of Conflicting Ordinances or Conflicting Provisions Thereof.  To the extent 
that any ordinance, resolution, rule, order or provision of the code of ordinances, or any part 
thereof, is in conflict with the provisions of this ordinance, the provisions of this ordinance shall 
be controlling, to the extent allowed by law. 

13. Severability Clause. It is hereby declared to be the intention of the City Council 
that the sections, paragraphs, sentences, clauses and phrases of this ordinance are severable, 
and if any phrase, clause, sentence, paragraph or section of this ordinance shall be declared 
unconstitutional by the valid judgment or decree of any court of competent jurisdiction, such 
unconstitutionality shall not affect any of the remaining phrases, clauses, sentences, paragraphs 
and sections of this ordinance, since the same would have been enacted by the City Council 
without the incorporation in this ordinance of any such unconstitutional phrase, clause, 
sentence, paragraph or section.  

14. Effective Date.  This ordinance shall take effect on October 1, 2021, provided that 
October 1, 2021, is at least thirty (30) days after its passage; and during such thirty (30) day period 
the descriptive caption of the ordinance is published at least twice in the official newspaper(s) of 
the City, with the expense of the publication being borne by the proponents of the franchise. The 
City Clerk is directed to publish the caption of this Ordinance in the usual manner of the City in 
accordance with Section 8.03 of the City Charter.  

15. Open Meetings.  It is found and declared that the City Council meeting at which 
this Ordinance has been adopted was open to the public and was noticed and held in accordance 
with Chapter 551 of the Government Code.  

PASSED AND APPROVED on first and final reading at by the City Council of the City of 
Buda, Texas on this ____ day of ________, 2021. 

  

       CITY OF BUDA, TEXAS 

 

       _______________________________ 
Lee Urbanovsky, Mayor 

 

ATTEST:       

 

_________________________________   
Alicia Ramirez, City Clerk 
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EXHIBIT A  

Contract for Municipal Solid Waste Collection 

And Disposal Services 
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7/30/2021

1

SOLID WASTE PROGRAM

 RFP in 2016 selected Texas Disposal Systems (TDS)

 Residential Services:
-Weekly trash service (95-gallon cart)

-Bi-weekly recycling service (95-gallon cart)

-Bi-weekly green waste service

-Quarterly bulk pickup

 Commercial Services:
-Variety of trash and recycling dumpster options with daily to weekly pickup

 TDS has served Buda since 1995

SOLID WASTE PROGRAM

 5-year contract expires on December 31, 2021

 Options
-1. Renew for additional 5-year term

-2. Renegotiate services and renew 

-3. Notify to terminate and rebid services (must provide notice 120 days in 
advance – September 2)

*Council directed staff to renegotiate an agreement with current provider.

1

2
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7/30/2021

2

Buda 
(current)

Buda 
(proposed)

Kyle San Marcos Georgetown

Solid Waste Carts & 
Frequency

96 gallon
Weekly

96 gallon
Weekly

96 gallon
Weekly

35, 65, & 95 gallon
Weekly

35, 65, & 96 gallon

Single-Stream 
Recycling Carts & 
Frequency

96 gallon + 1 bundle 
cardboard; 
EOW

96 gallon + 1 bundle 
cardboard; 
EOW

96 gallon
EOW

65 gallon
EOW

96 gallon + plastic film 
recycling;
EOW

Green Waste Cart & 
Frequency

10 bags or bundles;
EOW

10 bags or bundles;
EOW

96 gallon;
EOW

96 gallon, no limit;
EOW

Personal container or 20 
bags or bundles;
1x per month

Bulk Waste 4x per year 4x per year 2x per year 4x per year 2x per year

Residential Monthly 
Costs charged by TDS

$19.26
(based on 96 gallon)

$18.78 - $21.14
3% annual increase

$22.69
(based on 96 gallon)

$21.78
(based on 65 gallon cart for 
trash)

$16.50 (in city)
$23.04 (out of city)
(based on 96 gallon)

Other Terms • Free service at city 
facilities;

• Free roll-off for city 
• 5 free roll-offs for city 

cleanup events

• Free service at city 
facilities including roll-
offs

• 5 free roll-offs for city 
cleanup events

• Free landfill deliveries by 
customer; 

• Expansion of recycling 
options

• $10,000 voucher for city 
to purchase landscaping 
supplies from TDS

• Free service at city 
facilities; 

• Free landfill deliveries 
by customer; 

• City-wide community 
clean up; 

• Free services at 
community events; 

• $5,000 voucher for city 
to purchase trees and 
shrubs from TDS

• Free service at city facilities; 
• Free service at special events; 
• Free services at community 

events;
• Free public education 

programming;
• City has contract level 

pricing for landscaping 
materials;

• City receives 10% share of 
recycling commodities;

• Free services at city 
facilities; 

• Plastic bag recycling
• 5 free community 

recycling units;
• Discounted pricing for 

city events;
• Free mulch to residents;

PROPOSED AGREEMENT

 TDS will provide exclusive:
-Residential services

- Weekly Trash Pick-Up (extra carts option)

- Bi-weekly recycling (extra carts option)

- Bi-weekly green waste

- Quarterly on demand bulk pick-up

-Commercial waste and recycling services in a variety of container sizes 
and frequencies

-Temporary and Permanent roll-offs

 Term: October 1, 2021 – September 30, 2026

3

4
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7/30/2021

3

PROPOSED AGREEMENT

 Recycling Program Expansion
-Green, brown and clear glass
-Plastics #1-7 (no Styrofoam)
-NEW: Plastic bags: single bag to bundle plastic bags including dry cleaner, 
grocery, blue bubble wrap packaging, etc.)
-Aluminum, tin, and steel cans
-Paper Products: newsprint, cardboard, junk mail, magazines, and office paper
-Natural Christmas Tree recycling
-NEW: Gable top and Aseptic containers
-NEW: Large rigid plastic
-NEW: Household scrap metal
-NEW: Holiday light recycling

PROPOSED AGREEMENT

 Green Waste Program
-Bi-weekly

-10 paper lawn bags of leaves or bundles of brush

-Limbs bundled and tied cut into 4’ lengths not to exceed 35 pounds

 Quarterly On Demand Bulky Waste Pick-up
-Free once per quarter

-Call TDS to schedule pick-up

-Up to 3 cu. Yds.

-Mattresses accepted for a fee

-Refrigerators and freezers must have freon removal certificate

5

6
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7/30/2021

4

PROPOSED AGREEMENT

 Other services
-Residents may place 2 additional 30-gallon bags by cart from 12/26 – 1/7 
each year

PROPOSED AGREEMENT

 Other benefits
-$10,000 annual credit at Garen-ville centers for City landscaping projects 
plus 10% discount on pricing

-21 roll off containers for cleanups and projects

-50 free carts for City Park events

-No charge service to city facilities

7

8
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7/30/2021

5

RESIDENTIAL RATES

Residential Service - Trash 1X per week, with 96-gallon cart only; Single stream recycling EOW, 

w/96-gallon cart, plus one (1) bundle of cardboard; Green waste EOW, paper lawn bags or 

30-gallon size of bundled brush - Maximum ten (10) bags and/or bundles per pickup; 

Bulky pickup -1X per calendar quarter, maximum 3 CY per pickup.

Description 10/1/21 10/1/22 10/1/23 10/1/24 10/1/25

Monthly Service $18.78 $19.34 $19.92 $20.52 $21.14 

Extra Cart - Solid waste $6.71 $6.91 $7.12 $7.33 $7.55 

Extra Cart - recycle $3.00 $3.09 $3.18 $3.28 $3.38 

COMMERCIAL RATE EXAMPLES

Commercial Service – Trash, Recycling, and Roll Off options available. Rates are dependant on the 
selected service including container size and frequency. 

Description Frequency 
Per Week

10/1/21 10/1/22 10/1/23 10/1/24 10/1/25

Cart 1X $37.02 $38.50 $40.04 $41.64 $43.30 

2 Cubic Yard 1X $91 $95 $99 $103 $107 

3 Cubic Yard 1X $103 $107 $111 $116 $120 

4 Cubic Yard 1X $113 $118 $123 $128 $133 

6 Cubic Yard 1X $149 $155 $162 $168 $175 

8 Cubic Yard 1X $178 $186 $193 $201 $209 

9

10
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7/30/2021

6

ACTION

 Options
-Recommended: Approval of the ordinance on first and final reading 
establishing an exclusive franchise with TDS for municipal solid 
waste services

-Table and direct staff to continue to negotiate with TDS

-Take no action and direct staff to solicit proposals for services

-Take no action and allow the current franchise (December 2021) to expire 
allowing any provider to offer services (Not recommended)

11
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Agenda Item #H.6.

City Council Agenda Item Report
Date: Tuesday, August 3, 2021

Agenda Item No. 2021-411- #H.6
Contact: Micah Grau

Subject: Deliberation and possible action on the proposed 2021 General Obligation
Bond election (Deputy City Manager Micah Grau) [PUBLIC TESTIMONY]

1. Executive Summary
This item is included as a placeholder in case the City Council desires to have additional discussion
on the proposed bond election and the Buda Bond Advisory Committee report presented by Gap
Strategies at the August 2nd Budget Workshop.

2. Background/History
In 2020, the City Council directed staff to take steps to prepare for a bond referendum to be held in
November 2021. General Obligation bonds are voter approved bonds used for the design and
construction of capital projects such as facilities, transportation, parks & trails, drainage, etc.
These bonds are backed by the full faith and credit of the City and supported by ad valorem rates. In
December 2020, the City Council appointed an 11-member bond advisory committee to review
potential projects and to report back with a recommended slate of projects. In January 2021, the City
Council authorized a contract with Gap Strategies for bond facilitation services. Since that time, the
Buda Bond Advisory Committee has met three times and has completed an initial round of public
input to gauge residents attitudes towards a bond election and to identify priorities. 

Gap Strategies provided a check-in with City Council in May and June. The Bond Advisory Committee
recommendations were presented to City Council at the August 2 Budget Workshop. 

This agenda item is posted, if needed, for additional deliberations by the City Council. The City
Council will be asked to order the bond election at a special called meeting on August 12.

3. Staff's review and analysis
he Government Code Chapter 1251 and the Texas Elections Code directs how bond elections are
conducted. The Buda Bond Advisory Committee has provided a slate of of mobility and park projects.
The City Council ultimately decides what is included and considered as part of the election.

4. Financial Impact
The financial impact of a bond election is subject to the timing of bonds, the assessed taxable value
of the City, the City's bond rating, and the amount needed for projects.
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5. Summary/Conclusion
The purpose of this item is to allow Council additional deliberation, if needed, on the proposed Buda
Bond Advisory Committee report. 

6. Pros and Cons
Not applicable.

7. Alternatives
Not applicable.

8. Recommendation
Not applicable. No action is needed at this time. The Council will be asked to consider ordering the
bond election at the August 12th special called meeting.
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Agenda Item #H.7.

City Council Agenda Item Report
Date: Tuesday, August 3, 2021

Agenda Item No. 2021-413- #H.7
Contact: Kenneth Crawford

Subject: Deliberation and possible action to authorize the City Manager to execute
Additional Services #4 for the Continuation of Professional Services with the
Design Workshop for the completion of Proposition 5 City Park, subject to
approval of form by the City Attorney (Project Manager Kenny Crawford)
[PUBLIC COMMENT]

1. Executive Summary
Approval of this item would authorize the City Manager to execute Additional Services #4 with Design
Workshop for a not to exceed amount of $30,000. This would allow the City to utilize design
professionals for addressing defective and/or incomplete work performed by The Barr Co at City
Park. Design Workshop would validate the work required by contractors in order to comply with
building codes and the project design.

2. Background/History
On March 11, 2021, The City of Buda claimed The Barr Company, AIA in default of contract for The
City Park.  The Design Workshop, and their supporting professional consultants, exceeded the
duration of their three prior contract agreements (>383 days to date) to ensure the project met the
design specifications and plans. 

The professional services agreement with The Design Workshop and their supporting consultants
contractually ended prior to the actual construction start date of the project.  However, the base
contract established general durations associated with each project phase with no associated
dates.  Through the course of this service agreement, the contract does not specify end dates in the
contents of any portion of the contract in full.  The Design Workshop provided the enclosed
Additional Services #4 for a period of six-months with a not to exceed amount of $30,000.00 for
consideration and execution.  

3. Staff's review and analysis
Maintaining the current professional services team provides continuity of work, knowledge, and
expertise with the same objective of successful completion of all remaining work.

4. Financial Impact
Continuation of services shall not exceed $30,000.00 and shall terminate six-months from the date
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signed unless extended due to contractor availability or outcome of mediation set for August 25,
2021.

The City of Buda’s claim of $62,100 liquidated damages contractually documented and executed
prior to this date provides for the payment of professional services, inspections, and payment of
rental equipment to complete the work.  Liquidated Damages are an amount The City of Buda may
legally offset from the total outstanding balance of the project funding account in any future
mediation or litigation.  

Funding for this would come from the 2014 Bond Proposition 5 – City Park outstanding balance (GL
865-4865-56002, PO 19-222-R1). 

5. Summary/Conclusion
Executing a continuation of services will provide The City of Buda with the greatest value with a team
of professionals able to reach the finish line in less time and cost due to their existing knowledge
and involvement on the project.

6. Pros and Cons
Pros: The Design Workshop and their supporting consultants are fully prepared to provide their
services through the completion of the remaining work to wit: Receive, review, verify, validate, and
provide responses to vendor developed RFIs and submittals of work to correct faults, deficiencies,
and remaining work per design specifications and applicable International Building Code. There
shall be no design requirements in this scope as the existing design, plans, and project manual shall
govern the work.

Cons: The amount for continuation of services is a deduct from the outstanding balance and impacts
the affordability for qualified completion of remaining work.

7. Alternatives
End all work with The Design Workshop and their professional services consultants; select a
different firm; provide all design material for the same scope of work (without any change in design
or specifications) for review and reference; meet the conditions of a new agreement; execute an
agreement; execute the scope of work; compile all materials and provide The City of Buda with
complete as-built documents.  Estimated duration to execute the alternative will an additional six to
twelve months beyond the proposed agreement with The Design Workshop.  This proposal is
compliant with Texas Government Code 2254 - Professional Services Procurement Act. 

8. Recommendation
Authorize the City Manager to execute Continuation of Professional Services with the Design
Workshop for the completion of Proposition 5 (City Park), subject to approval of form by the City
Attorney.
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Design Workshop, Inc. 

Landscape Architecture 

Planning 

Urban Design 

812 San Antonio Street 

Suite 401 

Austin, TX 78701 

512-499-0222

512-499-0229 fax

Aspen 

Austin 

Chicago 

Denver 

Houston 

Lake Tahoe 

Los Angeles 

Raleigh 

designworkshop.com 

July 14, 2021 

City of Buda 
Attn: Micah Grau 
405 E. Loop Street 
Building 100 
Buda, TX 78610 

Re: Additional Services #4 for City Park - Completion of Park Beyond Initial Contract 
Buda Parks and Trails (5436) 

Dear Micah: 

This letter is a request for approval to complete Additional Services associated with the Buda Parks and Trails 
project located in Buda, Texas. The Additional Services request is based on the below understanding. 

Per a phone conversation on the week of 7/4/21, The City of Buda is requesting The Design Workshop Team's 
continued support to close out the City Park project efforts to the specified design standards and ensure code 
compliance of all divisions indicated below. Based on the faulty or defective work from the Contractor 
remaining, we anticipate the following as the comprehensive scope of work for the City/Contractor/OW team. 
DW items are highlighted in yellow: 

Professional Services Scope: Receive, review, verify, validate, and provide responses to vendor developed 
RFls and submittals of work to correct faults, deficiencies, and remaining work per design specifications and 
applicable International Building Code. There shall be no design requirements in this scope as the existing 
design, plans, and project manual shall govern the work. 

Intent: The method to correct remaining work will follow the process outlined in the project manual for 
submittals (for step 3 below): 

1. Establish priorities of work (complete and listed below)
2. Seek City Council approval to complete the work to design specifications and ensure code

compliance.
3. Leverage cooperative purchase agreement(s) with requisite trades-vendors (electrical, plumbing,

welding, general construction, and irrigation) for specific tasks and request proposals for work.
a. Assess conditions of the work to determine if compliance with design specifications and

International Building Codes. The vendor shall not increase of scope or create additional
work beyond what is required to meet design specifications and code compliance.

b. Vendor shall provide proposal of work in submittal form with line-item quantities.
c. Submit Line-Item Quantities to Design Workshop for review, verification, validation, and

ensure there are no increases in scope, specifications, or code in the proposal for the work.
d. The Design Workshop Team completes the requisite review of the proposal within 48 hours

and responds with concurrence of the submittal to The City of Buda. Any submittal
response with comments or changes to the contractor's submittal shall be considered a
directive for the execution of the work without increasing the design specifications or
requirements unless the current International Building Code supersedes prior code.

e. The City of Buda executes the cooperative purchase agreement with the vendor(s) IAW
procurement statutes.

f. Upon completion of the work by the vendor, the vendor submits as-builts to The City of
Buda and Design Workshop for City Park closeout documentation.

DESIGNWORKSI-IOP 
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Design Workshop, Inc. 

g. The work completed by the vendor(s) shall have a one-year warranty.
h. Payment to the vendor(s) is made upon meeting the conditions of the contract for goods and

services rendered.
4. Payment to Design Workshop for services rendered monthly until completion of all remaining

elements as designed or required by code.

Assumptions: 
1. The existing design and project manual are fully sufficient to provide to vendor(s) for rework and will

require minimal oversight or involvement of the professional services design team in the execution of
the assigned tasks to meet all requirements.

2. The existing professional services design team will be available and responsive to requests for
information.

Priorities: 
1. Ensure Division 26 (Electrical) work is compliant with design specifications and the NEC from the

point of service (electrical meter) to the point of use (outlet or connection of element). Contractor shall
correct all elements that do not meet design specifications and the NEC and provide a one-year
warranty following the completion of work.

a. Meter to MOP
b. Service from MOP to Restrooms, Pavilion, Amphitheater, and Road Show

panels/connections
c. Service to Lift Station connection

2. Establish fully functional lift station
3. On Demand Water Heaters
4. ADA compliance
5. Water Fountain absorption drain
6. Irrigation
7. Splash Pad system functionality and operation
8. Restroom lavatory plumbing enclosure

Due to the nature of uncertainty for the Design Workshop team's services, this additional service will be invoiced 
on a Time and Materials basis, not to exceed $5,000 without written notice from the City. The services will be 
invoiced monthly until the project has met satisfactory completion. The timeline is also uncertain, but for 
purposes of this additional services request, we anticipate 6 months. This will include services for civil, 
architecture, landscape architecture, electrical engineering, structural engineering, irrigation and water feature 
engineering, as needed. 

The contract conditions of existing Agreement signed and returned to Design Workshop on August 5, 2015 shall 
be binding on these additional services unless modified herein. The following is a summary of the fees 
associated with this effort. 

Original Contract Amount: 
Additional Services 1 (Mccaughan Property): 
Additional Services 2 (Booster Pump Station Design): 
Additional Services 3 (Amphitheater): 
Additional Services 4 (Project Completion) 

Total New Contract Amount: 

$603,000 
$72,000 
$3,850 
$43,000 
NTE $5,000/month over 6 months $30,000 (T&M) 

$751,850 

2 
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Design Workshop, Inc. 

Please call me at (512) 774-9191 if you have any questions regarding this request for additional services.

Sincerely, 

DESIGN WORKSHOP, INC. 

Claire Hempel 
Principal 

APPROVED BY CLIENT: 

By: 

Title: 

Date: __________ _ 

3 
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Agenda Item #H.8.

City Council Agenda Item Report
Date: Tuesday, August 3, 2021

Agenda Item No. 2021-234- #H.8
Contact: Alicia Ramirez

Subject: Deliberation and possible action to approve mid-term appointments for Main
Street Advisory Board and Economic Development Corporation (City Clerk
Alicia Ramirez) [PUBLIC TESTIMONY] 

1. Executive Summary
The City Council encourages citizens to participate in their city government through the various
boards and commissions.  The work done by citizens who serve is a vital part of our city government.

2. Background/History
As part of the Council's initiative to develop and establish a consistent appointment process, the
Board and Commission appointments were placed on the same appointment schedule.    

Staff began the recruitment process in January 2021 advertising on social media, Hays Free Press,
and the Community Impact.  The deadline to apply was originally March 31, 2021.  As a result, staff
received a total of 48 applications.

The City Council appointed a Nomination Committee, consisting of Councilmembers Cummings,
Daugereau, and Bryant, to review the applications and make their recommendations on the various
vacancies.  

Occasionally, a board or commission member may be unable to finish his or her term. In such cases,
the vacant position may be filled by a “mid-term appointment”. An applicant appointed to fill  a
vacant position appointed at any other time other than during the Annual Appointment Process, is
appointed only to fulfill  the remainder of the current term of appointment provided for the vacant
position.

In June 2021, Wayne Justice submitted his resignation from the Main Street Advisory Board and Kelly
Herbert submitted her resignation from the Economic Development Corporation.  Council accepted
the resignations on June 15 and directed the City Clerk to reopen the application process through
July 30. 
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3. Staff's review and analysis
The duties of each board and commission are outlined in the supplemental report.  Several
applicants applied for one or more of the City's boards/commissions and committee.  Applicant
details are also outlined in the supplemental report. 

4. Financial Impact
None.

5. Summary/Conclusion
Staff seeks Council's direction on nominating and appointing members to the various boards and
commissions. 

6. Pros and Cons
Pros:  Council may make their nominations and selections from the roster.

Cons:  Council may direct staff to seek additional applications.

7. Alternatives
N/A

8. Recommendation
Staff seeks Council's direction on nominating and appointing a member or members to midterm
appointments for Main Street Advisory Board and Economic Development Corporation.  
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CITY OF BUDA ACCEPTING APPLICATIONS 
FOR VOLUNTEERS TO SERVE ON VARIOUS 

BOARDS/COMMISSIONS 
 

MAKE 2021 THE YEAR YOU GET INVOLVED IN  
YOUR COMMUNITY 

 
  

Construction Board of Appeals – This Board serves as an advisory body to the City 
Council that exhibits certain autonomous decision-making.  Its powers and duties 
include hearing appeals of orders, decisions or determinations made by city officials 
relative to the application and interpretation of Chapter 6 (Building Regulations) of the 
Code of Ordinances.  This Board holds its meetings on an as-needed basis at City Hall. 

Dupre Local Government Corporation - The Corporation was established via the 2004 
Interlocal Agreement between Hays County and the City. The Corporation is responsible 
for the receiving, investing and disbursing of all funds of the Corporation, accounting for 
reporting on all financial activity, coordinating the independent audit, budget 
development, and administration and project financing for projects on the Cabela's Tax 
Reinvestment Zone. This Commission meets annually and as needed throughout the 
year. 

Economic Development Corporation Board - Established under Local Government Code 
Sections 501, 504, and 505 and is the governing body of the Buda Economic 
Development Corporation (a Type B corporation), which was established in 2001. The 
mission of the Buda Economic Development Corporation is to provide leadership in 
creating and pursuing balanced economic growth, by recruiting and retaining desirable, 
diverse businesses and developing infrastructure, while protecting the quality of life and 
natural resources in the region. Meetings are held monthly on the first Wednesday of 
each month and special meetings are called on as needed basis. Board members are 
required to sign confidentiality and non-disclosure agreements and serve two-year 
terms.  This Board holds its regular meetings on the 1st Wednesday of every month at 
City Hall. 

Historic Preservation Commission – This Commission serves as an advisory body to the 
City Council in matters relating to heritage and historic preservation in the City and 
extraterritorial jurisdiction. This Commission holds its regular meetings on the 1st 
Thursday of every month at City Hall. 

Library Commission – This Board serves as an advisory Board to the City Council in 
matters relating to policies for the operation of the library facilities and services for the 
City of Buda.  This Commission holds its regular meetings on the second Thursday of 
each month at the Buda Library. 
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Main Street Advisory Board - The Main Street Advisory Board is responsible for assisting 
in policy, review of the annual program budget and determining the goals of the new 
Buda Main Street Program. This is an exciting, hands-on board that is perfect for 
someone with a passion for historic preservation, downtown revitalization and small 
businesses.  This Board holds its regular meetings on the 2nd Wednesday of the month.  

Parks & Recreation Commission – This Board serves as an advisory Board to the City 
Council in matters relating to policies, rules and regulations of a public parks and 
recreation program.  They provide oversight of playgrounds, athletic fields, trails, ponds, 
pavilions and other park facilities.  This Commission holds its regular meetings on the 3rd 
Wednesday of each month at City Hall. 

Planning and Zoning Commission – This Commission serves as an advisory body to the 
City Council in matters related to ensuring planned and purposeful development of the 
City of Buda and its extraterritorial jurisdiction, to protect the integrity of our natural 
resources and neighborhoods, and to enforce State and local statutes and Ordinances.  
This Commission holds its regular meetings on the 2nd and 4th Tuesday of every month 
at City Hall. 

Sustainability Commission - Serves as an advisory board to the City Council in matters 
related to acting in the interest of sustainable practices, recognizing all three aspects of 
sustainability, including environmental stewardship, social responsibility and economic 
development; as well and makes advisory policy recommendations to the Council on 
issues relating to the environment, efforts or programs to address environmental issues 
such as air quality, water quality, and resource conservation relating to the protection 
and integrity of the natural environment.  This Commission holds its regular meetings on 
the 1st Thursday of the month. 

Task Force on Aging Committee - The Task Force was established as an ad-hoc 
committee in response to a citizen's survey to help prioritize critical issues and needs of 
older citizens and their families.  The results of the survey identified: 1) the need for a 
resource hub, 2) the need for additional transportation resources, 3) volunteer 
opportunities for older citizens, and 4) program opportunities to enhance cultural, 
learning, and intergenerational opportunities.  This Committee holds its regular 
meetings on the 3rd Monday of the month. 

Zoning Board of Adjustment – This Board has the authority to hear and decide appeals 
where the applicant alleges that there is an error in any order, requirement, decision, or 
determination made by City staff or the City Council in the enforcement of the City’s 
zoning regulations and ordinances, to hear and decide requests for special exceptions to 
the City’s zoning regulations and ordinances, and to hear and decide judicial variances. 
This Board holds its meetings on an as-needed basis at City Hall. 

 
http://www.ci.buda.tx.us/BoardApplication 

City Hall, 405 E. Loop St., Building 100, Buda, Monday - Friday 
Download the online form - www.ci.buda.tx.us 
Request link by E-mail - cityclerk@ci.buda.tx.us 

635

http://www.ci.buda.tx.us/FormCenter/City-Clerk-ApplicationRegistration-5/2021-Board-Application-Form-72


Agenda Item #H.9.

City Council Agenda Item Report
Date: Tuesday, August 3, 2021

Agenda Item No. 2021-415- #H.9
Contact: Micah Grau

Subject: Deliberation and possible action to authorize the City Manager to execute
Supplemental Work Agreement #4 to Task Order #5 (Cabela’s Connector) with
RPS Infrastructure, Inc. for the completion of Proposition 3 (Cabela’s
Connector), subject to approval of form by the City Attorney (Project
Manager Kenny Crawford) [PUBLIC TESTIMONY]

1. Executive Summary
This supplemental work agreement provides continuity of professional services for the final design,
bid, construction administration, and project close-out phases of Cabela’s Connector.  

2. Background/History
RPS performed all associated tasks for the Cabela’s Connector project as defined in Task Order #5
(attached).  As stated therein, Supplements 1-3 do not include 100% Design, Bid, Construction
Administration, and Project Close-out phase services.  

3. Staff's review and analysis
Maintaining the current professional services team (originating on August 18, 2015) provides
continuity of work, knowledge, and expertise for successful completion of a critical transportation
connector.  

4. Financial Impact
Services shall not exceed $71,698.00. 

Funding for this task order will come from the debt proceeds from the 2021 Certificates of
Obligation. Should the Council not finalize the proposed bond at the August 17th City Council
meeting, this service would be placed on hold.

5. Summary/Conclusion
Executing this supplement will enable The City of Buda to improve the transportation network and
meet needs of the citizens by relieving traffic density and providing a route alternative during all
hours.

6. Pros and Cons
Pros: This agreement maintains the continuity, knowledge, and expertise of the current professional
engineering services team.
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Cons: This is a duration limited agreement.

7. Alternatives
End all work with RPS Infrastructure, Inc.; select a different firm; provide all design material for the
same scope of work (without any change in design or specifications) for review and reference; meet
the conditions of a new agreement; execute an agreement; execute the scope of work (complete 100%
design, bid, construction administration, and project close-out).  Estimated duration to execute the
alternative will an additional six to twelve months beyond the proposed agreement with RPS
Infrastructure, Inc.  This proposal is compliant with Texas Government Code 2254 - Professional
Services Procurement Act.

8. Recommendation
Authorize the City Manager to execute Supplemental Work Agreement #4 to Task Order #5 (Cabela’s
Connector) with RPS Infrastructure, Inc. for the completion of Proposition 3 (Cabela’s Connector),
subject to approval of form by the City Attorney.
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SUPPLEMENT NO. 4 TO THE 

PROFESSIONAL SERVICES AGREEMENT FOR 
2014 BOND PROGRAM- PROPOSITION 3 - STREETS 
TASK ORDER NO. 5 - CABELA'S CONNECTOR ROAD 

IMPROVEMENTS PROJECT 

STATE OF TEXAS § 
§ 

COUNTY OF HAYS § 

This is a SUPPLEMENT to TASK ORDER NO. 5 of the PROFESSIONAL 
SERVICES AGREEMENT by and between the CITY OF BUDA, Texas (hereinafter 
called "CITY") and RPS INFRASTRUCTURE, INC., dba RPS, previously RPS KLOTZ 
ASSOCIATES, INC. (hereinafter called "CONSULTANT") for professional services 
(hereinafter called "AGREEMENT") on the 2014 Bond Program - Proposition 3 -
Streets, Task Order No. 5 - Cabela's Connector Road Improvements Project (hereinafter 
called "PROJECT"). 

WHEREAS, the CITY and the CONSULTANT executed an AGREEMENT on 
the PROJECT on the 18th day of August, 2015; 

WHEREAS, the CITY and the CONSULTANT executed Task Order 5 for the 
Cabela's Connector Road Improvements Project on April 24, 2017. 

WHEREAS, the maximum amount payable for services performed on the Task 
Order of the Professional Services Agreement was set at $277,040.91 by Supplement No 
3 to the Task Order; 

WHEREAS, the Task Order termination date was set as July 31, 2020 by 
Supplement No. 3 to the Task Order; 

WHEREAS, it has become necessary to amend the AGREEMENT. 

NOW, THEREFORE, premises considered, the CITY and CONSULTANT hereto 
do mutually AGREE that said AGREEMENT is amended as follows: 

I. ATTACHMENT "A", SERVICES TO BE PROVIDED BY THE ENGINEER, is
amended to include the scope of services outlined in the attached proposal. 

II. The maximum amount payable without modification for services under Task
Order No. 5, PART 5.0, PAYMENTS TO THE ENGINEER of this 
AGREEMENT, is hereby increased $71,698.00 by Supplement No. 4 from 
$277,040.91 TO $348,738.91. 

1 
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III. PART 4.0, PERIODS OF SERVICE is hereby extended from July 31, 2020 to
May 31, 2022. 

IV. All other provisions are unchanged and remain in full force and effect.

IN WITNESS WHEREOF, the City of Buda, Texas has caused these presents to be 
executed by its City Manager and attested by its City Secretary and executed by 
______________ on behalf of RPS Infrastructure, Inc. 

THE CITY OF BUDA, TEXAS CONSULTANT: 

RPS INFRASTRUCTURE, INC. 

Kenneth Williams, City Manager 

John Friedman, PE 

Date Printed Name 

Vice President 

Title 

7-14-2021

Date 

ATTEST: 

SEAL 
City Secretary 

2 

639



Our ref: Prop. 3 Cabela's Connector SWA #4 to TO #5 

Date: July 12, 2021 

Mr. Kenny Crawford, PE 
City of Buda 
405 E. Loop Street, Building 100 
Buda, TX 78610 

Dear Mr. Crawford, 

rp,. MAKING 
COMPLEX 

-.,,, EASY 

4801 Southwest Parkway, 

Parkway 2, Suite 150 

Austin TX 78735 

T +1 512 328 5771 

RPS is pleased to submit this fee proposal for providing professional engineering services including 
additional project coordination, additional utility relocation assistance and design, bidding, and construction 
phase services for the completion of the Cabela's Connector project. The scope and fee were developed 
based on previous conversations with City staff. 

SCOPE 

The scope of work is divided into the following structure. A detailed scope breakdown can be found in Exhibit 
A of this proposal. 

1. Additional Project Management, Utility Relocation and Design Phase Services
2. Bid & Construction Phase Services

BASIS OF ESTIMATE 

We propose to provide the above services on a Time and Material (T&M) basis for a not to exceed amount 
shown in the fee summary below. 

Additional Design Services 

Project Management & Coordination $ 4,320.00 

Utility Coordination & Design $ 8,340.00 

Bid & Construction Phase Services $ 56,540.00 

Expenses $ 373.00 

TDLR Registration, Review & Inspection $ 2,125.00 

TOTAL $ 71,698.00 

A detailed Fee Schedule can be found in Exhibit B of this proposal. Labor rates associated with the proposed 
fee are planned through 2021 and may require updating if additional services are requested beyond that 
timeframe. 

rpsgroup.com 

Page 1 
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Our ref: Prop. 3 Cabela's Connector SWA #4 to TO #5 

SCHEDULE 

rp� MAKING 

COMPLEX 

,,., EASY 

The Final Design and Construction Schedule is anticipated to last approximately 8 months. An updated 
Project Schedule can be found in Exhibit C of this proposal. 

Exclusions to this proposal are listed in Exhibit A - Engineer Scope of Work. 

We appreciate this opportunity and look forward to working with you to complete the work on this project. 
Should you have any questions, or require additional information, please feel free to contact me. 

Yours sincerely, 
for RPS Infrastructure, Inc 

�� 
Project Manager 

Kevin.hoffman@rpsgroup.com 

+1 512 579 3324

Attachments: 

rpsgroup.com 

Exhibit A - Engineer Scope of Work 

Exhibit B - Fee Schedule 

Exhibit C - Project Schedule 

RPS Infrastructure, Inc. No.. . Page 2 
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EXHIBIT A 

SUPPLEMENTAL WORK AUTHORIZATION NO. 4 TO TASK ORDER NO. 5 

SERVICES TO BE PROVIDED BY THE ENGINEER 

CABELA'S CONNECTOR ROAD IMPROVEMENTS 

CITY OF BUDA, TEXAS 

From: Goforth Rd 
To: Cabelas Dr 

Length: 0.3 miles 

County: Hays 

The services to be provided by the ENGINEER within SW A No. 4 to Task Order No. 5 include additional 
project coordination, utility relocation design and assistance, TDLR Registration and TAS inspection, 
bidding, and construction phase services for the completion of the Cabela's Connector Project. The 
details of the scope of services are found below. 

The work required is described below according to each task to be performed. 

I. ADDITONAL DESIGN PHASE SERVICES

A. Project Coordination - Additional items not included in the original scope of services have been
requested by the City that entail coordination and modification to the bid documents for the
inclusion of a shared use path (SUP), and additional driveways to Crestview. The ENGINEER
shall review and modify existing construction documents to include these project improvements
and coordinate with the agencies to confirm I obtain project approval. The ENGINEER will also
attend virtual or in person (as deemed necessary) coordination meetings with City staff through the
final design and project bidding phases to ensure holistic design and project completion.

B. Utility Coordination & Design -The ENGINEER shall continue coordination with applicable
utility companies (Goforth Sud, Frontier, Spectrum, AT&T and PEC) to reconcile utility relocation
designs, agreements and relocation schedules along the corridor through final design and bidding.
Final plans and bid documents will be updated as needed to include any revisions associated with
the utility relocation process. The ENGINEER shall prepare utility relocation design plans for
mitigating impacts between the proposed storm sewer system and existing 16-inch City waterline.

C. TAS Inspection and Review-The ENGINEER shall register, review, and inspect the Cabela's
Connector Improvements for compliance with Chapter 469 of the Texas Government Code, State
of Texas Architectural Barriers Act, and the Texas Accessibility Standards (TAS). See attached
proposal from Altura Solutions, L.P.

Cahela' s Connector 
July 2021 Page 1 of5 Attachment A 
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II. BID AND CONSTRUCTION ADMINISTRATION SERVICES

Bid Phase Services 

A. Prepare Bid Manual - The ENGINEER shall prepare the project bid manual including latest City
front end documents, bid tabulation form ( electronic and pdf), contract documents and
specifications.

B. Attend Pre-bid Meeting and Furnish Documents - The ENGINEER shall attend the pre-bid
meeting (virtually or in person) and describe the project improvements and bid documents to
prospective bidders. The ENGINEER shall document contractor questions and provide responses
along with the meeting sign-in sheet to all attendees.

C. Respond to Bidder's Questions - During the bid period all questions submitted to the ENGI
N

EER 
shall be logged and responded to in the form a comment matrix log. 

D. Prepare and Distribute Addendum -The ENGINEER shall produce no more than two (2)
addendums, as needed, for question response or correction to the bid documents, and distribution to
bidders.

E. Attend Bid Opening - The ENGINEER shall attend bid opening (virtually or in person) to record
prospective bids received.

F. Prepare Bid Tab and Letter of Recommendation - The ENGINEER shall analyze contractor
bids, prepare bid tabulation, check references, and make recommendation for award to the apparent
low bidder.

Construction Phase Services 

A. Pre-Construction Meeting - The ENGINEER will attend a pre-construction meeting with the
Contractor, the City's project manager, and related City staff; at an agreed upon date and time.

It would be appropriate at this time to include public and private utility companies, City Planning
& Engineering and Public Works representatives, and other parties responsible for oversight and/or
approvals that may be directly involved in this project.

This meeting will be to discuss any project related items, including but not limited to questions
related to the construction documents, the construction schedule, scheduled construction status
meetings, pay requests, and communication methods (e-mail, phone, fax, etc.) available to both the
Contractor, the Engineer, and the City. The ENGINEER will document meeting notes and submit
to the City for inclusion into the meeting minutes.

B. Review of Contractor Submittals - The ENGINEER will review construction submittals and
shop drawings relative to the project specifications and details provided by the Contractor. The
Contractor is responsible for providing shop drawings that have complete project information, are
clearly depicted, and are ready for the ENGINEER'S review.

The Contractor may submit Shop Drawings and/or Construction Submittals noting minor changes
to the Construction Drawings, Specifications, or other information provided by the ENGINEER;
and within the area of expertise of the ENGINEER; then modifications and/or approvals may be
provided by the ENGINEER. It is anticipated that twenty (20) Construction Submittal reviews will

be required during construction.

Cabela's Connector 
July 2021 Page 2 of5 Attachment A 
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If the Contractor requests review of shop drawings for items outside of the ENGINEER'S area of 
expertise; they may not be approved by the ENGINEER. The Contractor may then choose to have 
a Registered Engineer in the State of Texas, with that specific expertise, provide Sealed and Signed 
Shop Drawings for review. 

C. Monthly Construction Meetings - The ENGINEER will attend bi-weekly virtual construction
progress meetings. The CONTRACTOR will provide construction status updates for previous work
completed and upcoming work scheduled, submit any pay requests, and discuss any potential
construction issues. It is anticipated that bi-weekly meetings will extend for a period of 6 months.

D. Construction Site Visits -The ENGINEER will perfonn periodic site visits and observations
during project construction. Based on the construction schedule timeline developed by the
ENGINEER, no more than four (4) visits beyond the monthly construction meetings are
anticipated.

It is at the ENGINEER'S discretion as whether to notify the Contractor of a planned or anticipated 
visit. The ENGINEER may notify the Contractor prior to a site visit in order to meet the Contractor 
in the field and discuss ongoing construction operations. 

The ENGINEER may request photographs and/or video be taken of specific items in the field by 
the Contractor. The ENGINEER may also take photographs and/or video to document construction 
progression, site conditions, or safety issues. 

E. Requests for Information - The ENGINEER will respond to written Requests for Information
(RFI's) during construction. The ENGINEER will accept written Requests for Information
provided by the Contractor. The Contractor is responsible for providing complete and clearly
written documents, ready for the ENGINEER'S review.

The Contractor may submit RFI' s to ask for clarification of the Construction Drawings, 
Specifications, or other information provided by the ENGINEER for Bidding Purposes; and within 
the area of expertise of the ENGINEER. For estimation purposes, it is anticipated that fifteen (15) 
RFI reviews will be required during construction. 

If the Contractor requests RFI' s for items outside of the ENGINEER'S area of expertise; they may 
not be approved by the ENGINEER. The Contractor may then choose to have a Registered 
Engineer in the State of Texas, with that specific expertise, provide Sealed Shop Drawings for 
review, rather than an RFI, 

F. Change Orders - The ENGINEER will provide cost adjustment information and revised
construction documents for change orders provided by the Contractor. Prior to completion of any
change order, the revisions to any bid documents requiring a change in price will be discussed and
approved with the City prior to submitting to the contractor. Additional time for design
modifications relative to new scoping items that aren't considered omissions or errors of the
ENGINEER will be vetted and approved by the City before modification of the construction
documents. All change orders will be prepared in accordance with City requirements and will be
logged for recordkeeping purposes. Assume three (3) change orders.

Cabela's Connector 
July 2021 Page 3 of5 Attachment A 
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G. Final Walk-Through/ Punch List - The ENGINEER will accompany the City Representative
and the Contractor on a final walk-through when the Contractor notifies the City that the project is
substantially complete and ready for final inspection.

The ENGINEER may photograph and/or video the completed work, make verbal comments to the 
City Representative and to the Contractor during final walk-through; develop a written punch list 
of items yet to be completed, to be adjusted, removed and / or replaced; document incomplete or 
missing items; and note those items that are complete and accepted. 

The ENGINEER, Contractor, and City will meet at a designated place and time to discuss the Final 
Walk-Through findings and Punch List. It shall be the Contractor's responsibility to complete the 
Punch List to the satisfaction of the City prior to acceptance of the project as being constructed in 
accordance with the construction documents. 

Following project acceptance, the Final Acceptance Letter will be completed, and the contractor 
field notes will be included in as-built drawings as a part of the As-Built Plan deliverables. 

H. As-Built Plans - The ENGINEER will prepare and submit final as-built plans that reflect field
changes and change orders based on Contractor field mark-ups for the Main Street project. One 11"
x 17" as-built set along with an electronic copy of the drawings shall be submitted to the City for
their records. Additionally, GIS data files will be developed from the project CADD files and
submitted to the City for review.

I. Project Management - The ENGINEER will attend bi-weekly meetings by phone and coordinate
with the City to comply with terms set forth in their agreement for construction related activities
including contractor's responsibilities and updates to City Council. The ENGINEER will assist the
City in updating traffic control information for public use as needed through the construction
phasing. The ENGINEER will prepare monthly invoices and progress reports and implement a
QA/QC program throughout the project for all construction record deliverables.

DELIVERABLES 

Final Design & Bidding 
1. Conformed Construction Plans, Cost Estimate, Standards and Specifications
2. TAS Report

Pre-Construction and During Construction: 
1. Project Bid Manual
2. Addendum(s)
3. Bid Tabulation and Letter of Recommendation
4. Pre-Construction Meeting related documents such as:

a. Agenda
b. Meeting Minutes

5. Construction Submittals and Log
6. Construction RFI's and Log
7. Construction Site Visit Minutes
8. Change Order Requests
9. Construction Punch List

Cabela's Connector 
July 2021 Page 4 of5 Attachment A 
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10. Construction Final Acceptance Letter
11. As-Built Plans & GIS files

Exclusions 

Construction Materials Testing services are excluded from this contract. These services will be 
performed by Terracon through other contracting measures 
Design services beyond those specifically stated in this scope and any previously approved 
scopes 
Additional construction surveying 
Daily or repeated Construction Inspection Services beyond field meetings established in the 
scope 

Cabela's Connector 
July 2021 Page 5 of5 Attachment A 
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ACC�SSICIL V CO\SUL ANTS 

Kevin Hoffman 
RPS 

EXHIBIT A-1 

4801 Southwest Parkway, Parkway 2, Suite 150 
Austin TX 78735 

RE: TAS Proposal for the Buda Cabela's Connector Project 

Dear Kevin: 

May 26, 2021 

This is a proposal for the project registration, plan review, and inspection of the Buda Cabela's 
Connector Project in Buda, Texas for compliance with Chapter 469 of the Texas Government 
Code, State of Texas Architectural Barriers Act, and the Texas Accessibility Standards (TAS). 

Altura Solutions proposes to register the project with TDLR, perform the plan review, and 
inspection for compliance with the TAS. 

Feel free to contact us at (512) 410-7059 to answer any questions or discuss details of the proposal. 
Thank you for considering Altura Solutions to meet your accessibility consulting needs. We look 
forward to working with you on the project. 

Sincerely, 

�/4dill 
Jesus Lardizabal, 
RAS #1051 
Manager 
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Buda Cabela's Connector Project Proposal for RAS Services 

PROJECT SCOPE AND DESCRIPTION 

Cabelas Connector Dr., between Old Goforth Rd. and Cabela's Dr. in Buda, TX. Includes a 1 O' 
SUP and curb ramps 

SCOPE OF WORK 

Altura Solutions proposes to perform the following services in compliance with the Chapter 469 
of the Texas Government Code, State of Texas Architectural Barriers Act to verify compliance 
with the Texas Accessibility Standards (TAS): 
• Register the project with TDLR
• Perform plan review of the project construction documents (as provided by client)
• Perform the final inspection of the project upon completion

EXCLUSIONS 

The proposal excludes services to determine compliance with other federal, state, or local 
accessibility requirements such as Public Rights-of-Way Guidelines (PRO WAG) and accessibility 
requirements of building and housing codes such as the International Building Code (IBC). 

SCHEDULE 

Altura Solutions will perform the project registration within three working days of receiving the 
required documents and registration fee. 
Altura Solutions will perform the plan review and provide a report of findings within fifteen 
working days after receiving all required documents. 
Altura Solutions will perform the final inspection and deliver the Inspection Report within fifteen 
working days of receiving access to the facility and payment of Inspection Fee. 

DELIVERABLES 

The following items will be produced and delivered by Altura Solutions as part of this project: 
• Altura Solutions will provide proof of project registration via the TDLR Proof of Registration

Sheet.
• Altura Solutions will provide the Plan Review Report detailing the observed findings of

elements that are not in compliance with the Texas Accessibility Standards (TAS).
• Altura Solutions will provide the Inspection Report detailing the observed elements that are

not in compliance with the Texas Accessibility Standards (TAS).

Altura Solutions, LLC 
(512) 410-7059

Page 2 3616 Far West Blvd. Ste 117-288 
Austin, Texas 78731 
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Buda Cabela's Connector Project Proposal for RAS Services 

CONSULTING FEE AND INVOICING 

The following fees are proposed for the services outlined in this proposal: 
• Project Registration (reimbursable) .............................................................. $175.00 
• TAS Plan Review Report .............................................................................. $800.00 
• TAS Inspection Report .............................................................................. $1,150.00 

The total proposed consulting fee under this agreement is two thousand one hundred twenty-five 
and zero cents ($2,125.00). 

To initiate services, the following items must be provided: 
• Signed agreement
• Completed Project Registration and Proof of Submission forms
• A set of construction documents
• A check for $975.00 for the Project Registration and Plan Review fees should be made out

to Altura Solutions, LLC.

The fees listed above are limited to one plan review and one hour of technical 
assistance/consulting, and one final inspection. Preliminary reviews, plan review revisions, 
meetings, site visits, re-inspections, and additional consulting will be considered additional 
services and will be billed in addition to the contract amount above. This consulting rate is $195 
per hour and $250 for site visits. Plan Review fees are valid for six months from date of proposal 
and inspection fees are valid for twelve months from original estimated completion date, after 
which Altura Solutions reserves the right to propose an increased fee. 

Invoices for services are due within 30 days of receipt by client. 

LIMIT OF LIABILITY 

Client agrees that Altura Solutions' limit of liability for any claim against it for services performed 
under this contract shall be limited to the total of fees paid to Altura Solutions pursuant to this 
agreement, but excluding the Texas Department of Licensing and Regulation (TDLR) required 
project filing fees. 

Altura Solutions, LLC 
(512) 410-7059

Page 3 3616 Far West Blvd. Ste 117-288 
Austin, Texas 78731 
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EXHIBIT B 

FEE SCHEDULE: SWA#4 Additional Design, Bid & Construction Phase Services 
PROJECT NAME: Prop. 3 Task Order No. 5 - Cabela's Connector Road Improvements 
PRIME PROVIDER NAME: RPS Infrastructure, Inc. 

ADDITIONAL DESIGN PHASE SERVICES 

TASK DESCRIPTION 
Principal 

Senior Project Senior Project 
Manager Engineer 

PROJECT COORDINATION 

Additional Coordination w/ Citv Staff 6 6 

Monthlv lnvoicina 6 

UTILITY COORDINATION 

Onaoina Utilitv Coordination <COB Water & Wastewater, Goforth SUD, PECl 2 6 

Addilional Utilitv Conflict Assessment I Relocation Coordination 2 4 

Utilitv Desian (COB Water Relocation) 1 2 8 

HOURS SUB-TOTALS 1 18 24 

LABOR RATE PER HOUR $300.00 $250.00 $175.00 
SUBTOTAL ADDITIONAL DESIGN PHASE SERVICES $300.00 $4,500.00 $4,200.00 

BID & CONSTRUCTION PHASE SERVICES 

TASK DESCRIPTION 
Principal 

Senior Project Senior Project 

Manager Engineer 

BID PHASE SERVICES 

Preoare Bid Manual 2 4 

Preoare for and attend Pre-Bid Meetina 2 2 

Address Contractor Questions 4 

Preoare Addendum <N o more than 2) 1 2 

Attend Bid Ooenina 2 2 

Preoare Bid Tabulation and Letter of Recommendation 1 2 

CONSTRUCTION ADMINISTRATION SERVICES 

Pre-Construction Meeting (1) 2 4 

Review Construction Submittals (20) 20 

Bi-Weeklv Virtual Construction Meetings 6 6 

Site Visits /4) 8 8 

Reauests for Information 115\ 6 10 

Chance Orders 13\ 1 3 6 

Final Walk-Throuoh / Punch List 4 4 

As-Built Plans & GIS Data Files 1 2 6 

Proiect Manaaement 48 20 

HOURS SUB-TOTALS 2 87 100 

LABOR RATE PER HOUR $300.00 $250.00 $175.00 
SUBTOTAL CONSTRUCTION PHASE SERVICES $600.00 $21,750.00 $17,500.00 

1 of 2 

Project 
Engineer 

0 

$140.00 
$0.00 

Project 
Engineer 

6 

6 

$140.00 
$840.00 

7/12/2021 

TOTAL APPROX. 
Associate Senior CADD 

Project Admi n LABOR HRS Engineer Designer Technician LABOR HRS. 
& COSTS PER TASK 

12 NIA 

3 9 N/A 

4 2 14 NIA 

2 3 11 

16 27 

16 6 5 3 73 

$125.00 $140.00 $110.00 $90.00 
$2,000.00 $840.00 $550.00 $270.00 $12,660.00 

TOTAL APPROX. 
Associate Senior CADD 

Project Admin LABOR HRS 
Engineer Designer Technician LABOR HRS. 

&COSTS PER TASK 

8 4 18 NIA 

2 6 NIA 

4 8 N/A 

4 7 N/A 

4 N/A 

4 2 9 NIA 

2 2 10 N/A 

20 40 1.5 hr/ Submittal 

12 2 hr/ Meetinq 

16 4 hr/ Visit 

20 9 45 3 hr/ RFI 

12 22 7 hr/ C.O. 

4 12 N/A 

12 16 43 NIA 

6 74 N/A 

74 23 16 18 326 

$125.00 $140.00 $110.00 $90.00 

$9,250.00 $3,220.00 $1,760.00 $1,620.00 $56,540.00 
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EXHIBIT B 

FEE SCHEDULE: SWA#4 Additional Design, Bid & Construction Phase Services 
PROJECT NAME: Prop. 3 Task Order No. 5 - Cabela's Connector Road Improvements 
PRIME PROVIDER NAME: RPS Infrastructure, Inc. 

DESCRIPTION 
Senior Project Senior Project 

Principal 
Manager Engineer 

SUMMARY 

ADDITIONAL DESIGN PHASE SERVICES 1 18 24 

BID PHASE SERVICES 2 87 100 

SUBTOTAL LABOR EXPENSES 3 105 124 

DIRECT EXPENSES 

MILEAGE@ $0.55 oer mile 19 trios anticioated \ 360 

AS BUILT PRINTS I 11" x 17",@ $1.00 oer olot \ 150 
DELIVERIES (@ $25.00 per delivery) 1 

SUBTOTAL DIRECT EXPENSES 

RPS TOTAL 

SUB CONSULTANTS: 

Altura Solutions, LP - TAS Review & Inspection 

TOTAL- SUB CONSULTANTS: 

SWA#4 TO T0#5 TOTAL 

2 of 2 

7/12/2021 

Project Associate Senior CADD 
TOTAL COSTS TASK 

Engineer Engineer Designer Technician 
Project Admin 

0 16 6 5 3 $12,660.00 

6 74 23 16 18 $56,540.00 

6 90 29 21 21 $69,200.00 

$198.00 

$150.00 
$25.00 

$373.00 

$69,573.00 

$2,125.00 

$2,125.00 

�71,698.00 
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Task I Time I 

Notice to Proceed 

PS&E 

Utility Relocation Assistance 4Mon 

Rev. 100% Plan Preparation 2 Weeks 
Rev. 100% Submittal/ Review 2 Weeks 
Final Plan Submittal 1 Week 
Bid Phase 3 Weeks 
Construction Phase 6Mon 

Work by Engineer 

7/12/2021 

Date 

7/22/2019 

7/22 - 10/22 

7/25 - 8/6 

8/9 - 8/20 

8/23 - 8/27 I 
9/6 - 9/24 

10/25 - 3/31 

ATTACHMENT C 

Project Schedule 

SWA#4 to Task Order #5 

Cabela's Connector 

Goforth Drive to Cabela's Drive 

2021 

July Au ust September October 

A 

I I I •

e:?/J'lPVA Review A Milestone 

2022 

November December January February I March 

Attachment C 
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CITY COUNCIL 

PENDING/FUTURE ITEM REQUEST

Revised:  7/28/2021, Page 1

1
2
3
4

5
6

7

8

9
10
11

A B C
MEETING  DATE COUNCIL MEMBER REQUESTED ITEM

6/15/2021 Cummings  establish bond oversight committee

7/20/2021 Staff

City of Buda City Park Planning/ Programming 

Ad‐Hoc Committee 

6/1/2021 NONE

5/4/2021 Ture

WWTP evaluate chemical treatment – odor 

control as an option

5/4/2021 Smith

parks master plan in review – consider 

programming and when and what type of 

programs to expand

3/23/2021 Ture

Review Hays County After Action Report 

pertaining to the winter storm, possibly a 

workshop on potential planning for different 

emergency events, e.g., temporary shelters, 

partner with other entities for large system 

events; long‐term emergency plans – future 

presentation on existing plan with HC 

participating 

4/7/2020 Ture lessons learned from COVID‐19

T.Anderson BEDC Quarterly Updates
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