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Unit Order #3 - Station Tours

Los Angeles County Sheriff's Department

CRESCENTA VALLEY STATION

__UNIT ORDER # 3

STATION TOURS

It is the policy of the Crescenta Valley Station that station tours and visitors are to be encouraged particularly
regarding tours by organized groups. Requests for small tours shall be referred to Community Relations.
Community Relations personnel shall schedule a tour in the “Ride-A-Long” reservation book, which is kept in
the desk area. Community Relations personnel shall not schedule more than one tour per week.

When a formal or large tour is scheduled, the Watch Sergeant shall notify Sheriff's Headquarters Bureau (323-
526-5541) and advise them of the requesting organization and date of the tour. Sheriff's Headquarters
Bureau personnel will then prepare a Public Appearance Form (SH-AD 177) “Blue Slip” and forward it to the
station.

Upon receipt of this form, it shall be placed in the Sergeant’s Tour Book. When a volunteer is assigned to
conduct the tour, he or she will complete the form and return the original to Sheriffs Headquarter's Bureau. A
copy of the “Blue Slip” will be forwarded to the Captain’s Secretary for filling.

Prior to beginning a tour, an announcement shall be made over the public address system to alert the station
personnel, particularly in the kitchen and assembly rooms, regarding the impending tour.

Absent prior authorization, the size of the tour shall be restricted to no more than 25 persons at one time.
Tours in the jail area shall be restricted to unoccupied areas only.

Tour groups shall not be allowed to physically enter the station armory but may visually observe the area and
some of the contents as deemed appropriate.
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