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I. Purpose: The purpose of this policy is to establish guidelines and procedures for the 
tracking, issuance, transfer of custody, maintenance, and return of division equipment 
and uniforms. 

 

II. Policy: It is the policy of the University of Cincinnati Police Division (UCPD) to issue 
division-owned equipment and uniforms to officers so that they can safely perform their 
duties while projecting a professional appearance.   

 

Items that are issued to individual officers are the property of UCPD and can be 
inspected at any time as requested by the Evidence and Property Specialist, an 
armorer, or any supervisor. 

 

Issuance of equipment and uniforms will be tracked so that there is a clear record that 
a piece of equipment or a uniform part was issued to a certain officer on a specific 
date. Officers are responsible for all equipment and uniforms issued to them. 

 

All issued equipment and uniforms are required to be returned upon separation from 
employment by resignation, retirement, or termination. 

    
III. Definitions: 

 
PMI Evidence Tracker – Evidence and asset management system used to track the 
inventory and issuance of division-controlled property. 

 

IV. Procedure: 

 

A. Issuance and Replacement of Equipment 
1. Upon hire, an officer will be issued all needed equipment and uniforms by the 

Evidence and Property Specialist and an armorer. A list of items issued will be 
printed, and the officer will sign the form acknowledging receipt of the uniforms and 
equipment. 

2. PMI Evidence Tracker shall be used to track all equipment with a serial number or 
other unique identifier. All such equipment shall be entered in PMI Evidence 
Tracker when acquired and PMI Evidence Tracker shall be updated whenever such 
equipment is issued, transferred, collected, or disposed of. 

3. The receiving officer shall sign for all weapons and equipment with a serial number 
on an appropriate form (UCPD Weapon Tracking Form 19, UCPD Uniform 
Request/Distribution Form 20 A, or a form generated by PMI Evidence Tracker). 

4. Body-worn cameras, Signal Sidearm devices, body-worn camera docks, and Taser 
battery docks are tracked in the associated Axon software and do not need to be 
entered or tracked in PMI Evidence Tracker or signed for. 

5. Officers shall report any damage to or need for replacement or repair of any 
equipment or uniforms issued to them to their supervisor promptly, but no later than 
the end of their next shift. 
a. Officers should notify their supervisor by email or UCPD Uniform 

Request/Distribution Form 20 A. 

https://powerdms.com/link/IDS/document/?id=1206875
https://powerdms.com/link/IDS/document/?id=1221158
https://powerdms.com/link/IDS/document/?id=1221158
https://powerdms.com/link/IDS/document/?id=1221158
https://powerdms.com/link/IDS/document/?id=1221158
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b. The notified supervisor should forward the email or completed form to the 
Evidence and Property Specialist or armorer, as appropriate, for resolution. 

6. Equipment and uniform parts should generally be issued and replaced by the 
Evidence and Property Specialist or an armorer but can be issued by any 
supervisor in cases where immediate replacement is necessary, the Evidence and 
Property Specialist or an armorer is unavailable, and the supervisor has access to a 
replacement. 
a. Whenever someone other than the Evidence and Property Specialist issues or 

replaces a piece of equipment or uniform part, they shall notify the Evidence 
and Property Specialist and shall forward any signed forms to the Evidence and 
Property Specialist. 

b. When firearms or Tasers are issued or collected, a copy of the signed UCPD 
Weapon Tracking Form 19 shall be forwarded to the Evidence and Property 
Specialist, and the original shall be forwarded to the Evidence and Property 
Specialist once it is complete. When a Taser is issued or collected, a copy of 
the signed UCPD Weapon Tracking Form 19 shall also be forwarded to the 
Administrative Sergeant so the update can be logged in the Axon software. 

7. Items issued to an officer which have been replaced and are no longer of value or 
able to be issued will be destroyed and removed from the division inventory by the 
Evidence and Property Specialist. 

8. Lost or stolen property shall be reported as required in UCPD Policy 4.1.100 
Uniforms, Business Attire, Equipment, and Grooming Standards. 
a. Uniforms misplaced or mislabeled by the division dry cleaning service do not 

require notification unless the uniforms are missing for more than 2 drop-off 
days. 

 

B. Inspections 
1. If a piece of equipment or uniform part issued to an officer is found to need repair or 

replacement during a line inspection, the inspecting supervisor should notify the 
Evidence and Property Specialist or an armorer by email or UCPD Uniform 
Request/Distribution Form 20 A. If the piece of equipment or uniform part requires 
immediate replacement, it should be replaced immediately by the Evidence and 
Property Specialist, an armorer, or any supervisor with access to a replacement. 

2. Annual Inspection and Inventory 
a. The Evidence and Property Specialist and Administrative Sergeant shall 

coordinate an annual inspection of all uniform parts and equipment issued to 
each officer. 
1) An inspection sheet should be generated for each officer, which lists all of 

the uniform parts and equipment issued to that officer and should include 
any serial numbers. 

2) The inspection sheets should generally be distributed to the appropriate 
supervisors for completion. 

3) All uniform parts and equipment issued to each officer shall be accounted 
for on the inspection sheets. 

4) Any equipment or uniform part in need of routine maintenance, repair, or 
replacement shall be noted on the inspection sheet. 

https://powerdms.com/link/IDS/document/?id=1206875
https://powerdms.com/link/IDS/document/?id=1206875
https://powerdms.com/link/IDS/document/?id=1206875
https://powerdms.com/link/IDS/document/?id=1221158
https://powerdms.com/link/IDS/document/?id=1221158
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a) The issue or replacement of uniform parts or equipment shall be 
completed and documented as required by this policy. 

b) If equipment or uniform parts have been lost or are damaged because of 
misuse or neglect, the officer’s supervisor shall take any necessary 
corrective action. If someone other than the officer’s supervisor is 
conducting the inspection, that person shall notify the officer’s supervisor 
so that any necessary corrective action can be taken. 

5) Completed inspection sheets shall be returned to the Evidence and Property 
Specialist. 

b. The Evidence and Property Specialist and Administrative Sergeant shall 
perform an annual inventory of all unissued uniform parts and equipment that 
can be issued to an officer. 
1) All weapons, body-worn cameras, and portable radios will be specifically 

accounted for in the inventory. 
c. The Administrative Sergeant will document the results of the inspection and 

inventory on a Form 5 to the Chief of Police. 
3. Equipment And Operational Readiness Inspection 

a. Semiannually, the Administrative Sergeant will inspect the following to verify 
operational readiness: 
1) Business Continuity Room; 
2) CDOP equipment not issued to officers which is stored ready for use; 
3) CDOP truck; 
4) Disposable PPE supplies; 
5) Cones, barricades, and any other equipment used for directing vehicle and 

pedestrian traffic; and 
6) Drones. 

b. The findings of the inspection will be documented on a Form 5 routed to the 
chain of command for review and assignment of appropriate personnel to 
address any deficiencies. 

 
C. Return of equipment and uniforms. 

1. All issued equipment and uniforms are required to be returned upon separation 
from division employment by resignation, retirement, or termination. 

2. An exit inventory of equipment is required to verify that all division equipment is 
returned. 

3. The Evidence and Property Specialist or a supervisor will inspect the equipment 
and uniform parts being returned in the presence of the separating employee 
whenever possible. 

4. The University of Cincinnati Separation Clearance Form shall be completed at the 
same time as the inspection. 

5. Any missing items will be documented, and the employee’s final check may be held 
until any missing items are returned. 

6. Officers are responsible for all issued equipment and uniforms and should not give 
items to other officers or convert the items to their personal use. 

7. All items that are turned in and are usable should be returned to the division 
inventory. Any item that is not serviceable and cannot be reissued will be destroyed 
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and removed from the division inventory by the Evidence and Property Specialist. 
8. Upon retirement, officers will be issued a retirement badge. Sworn police officers 

will receive their duty handgun. 
a. Firearms issued to retiring officers shall be removed from the division inventory. 

The retiring officer shall sign a document confirming their receipt of the firearm, 
commitment to follow all laws regarding its possession, ability to lawfully 
possess the firearm, and understanding that the firearm is transferred as-is with 
no warranty from the University. 
 

References 
UCPD Policy 4.1.100 Uniforms, Business Attire, Equipment, and Grooming Standards 


