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POLICY OR PURPOSE 
 
1.00 The purpose of this policy is to provide officers of the Upper. St. Clair Police 

Department (USCPD) with guidelines on the use of Body Worn Cameras (BWC).  This 
policy also establishes procedures for the management of audio and video data 
recorded on BWC and requests for recordings. The BWC are to be used as tools to 
assist with the collection of information and the recollection of events. 

 
DEFINITIONS 
 
2.00 AXON BODY 2 – A BWC designed to record events for secure storage, retrieval, and 

analysis via Evidence.com. 
 
  .01 AXON VIEW – A mobile smartphone application that allows a Bluetooth connection 

between a BWC and a supported smartphone device. This application allows 
members to view and/or listen to BWC recordings, and tag BWC recordings in the 
field.  No audio / video evidence is stored on the connected smartphone.  

 
 .02 BODY WORM CAMERA (BWC) SYSTEM – A camera system, approved for use by 

the Pennsylvania State Police and published in the PA Bulletin, worn on the person of 
a uniformed law enforcement officer, or clearly identifiable law enforcement officer on 
official duty, capable of recording events both audibly and visually. 

 
  .03 BWC OPERATOR – Officers of USCPD who have been trained and issued a BWC. 
 
  
 .04 BWC TECHNICIAN – Members of USCPD who are specifically trained in the 
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maintenance and care of BWC equipment, and who are trained to maintain and 
administer the storage of recordings. 

 
  .05 BWC ADMINISTRATOR – Member of USCPD who will be identified at the 

administrator level, with full access to any and all BWC footage. 
 
  .06 CONFIDENTIAL INFORMATION – Any of the following:  
 (1) The identity of a confidential source.  
 (2) The identity of a suspect or witness to whom confidentiality has been assured.  
 (3) Information made confidential by law or court order. 
 
  .07 DIGITAL EVIDENCE – BWC files, including photographs, audio recordings and video 

footage, captured by a BWC and stored digitally. 
 
  .08 EVIDENCE.COM – A secure, web-based, offsite storage solution for the 

management and storage of all Axon BWC recordings. 
 
  .09 EVIDENCE SYNC – A desktop-based application that enables evidence in any 

format, from any source, to be uploaded to Evidence.com.  
 
  .10 EVIDENCE TRANSFER MANAGER (ETM) – A computer server with built-in, 

networked or wirelessly connected docking stations physically installed within the 
USCPD station that simultaneously recharges the BWC equipment while digitally 
encrypting and uploading all data captured to the server. 

 
 .11 INFORMATION PERTAINING TO AN INVESTIGATION – An audio recording or video 

recording which contains any of the following:  
   A. Complaints or depictions of criminal conduct, including all actions or 

statements made before or after the criminal conduct that are part of or 
relate to the same incident or occurrence.  

   
 
  B.  Upon disclosure, information that would:  
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    i.   reveal the institution, progress or result of a criminal investigation;  
   ii. deprive an individual of the right to a fair trial or an impartial 

adjudication;  
   iii. impair the ability of the Attorney General, a district attorney or a law 

enforcement officer to locate a defendant or codefendant;  
   iv. hinder the ability of the Attorney General, a district attorney or a law 

enforcement officer to secure an arrest, prosecution or conviction; or  
   v. endanger the life or physical safety of an individual. 
 
 .12 STORAGE SERVER– Digital media storage that can be accessed by authorized BWC 

Operators, BWC Technicians and BWC Administrators.  This virtual evidence 
warehouse stores digitally encrypted data in a highly secure environment that is only 
accessible to approved personnel based upon their security clearances. 

 
 .13 VICTIM INFORMATION – Information that would disclose the identity or jeopardize the 

safety of a victim. 
 
PROCEDURES 
 
3.00 OFFICER (BWC OPERATORS) RESPONSIBILTIES 
 
  .01 Officers must successfully complete the USCPD BWC training program.  The USCPD 

shall require an initial training for all members who use BWCs, and refresher training 
on BWC usage, protocols, policy and equipment updates.  Training should include the 
following: 

A. All practices and protocols covered by this policy. 
B. An overview of relevant state laws governing consent, BWC evidence, 

victim and witness privacy, and public disclosure. 
 
  .02 Officers shall only use BWC equipment in the performance of their official duty.   
 
  .03 During BWC use, officers shall ensure that they are on official duty, in uniform or 

clearly identifiable as a law enforcement officer.  This requirement is satisfied if the 
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officer is in uniform and operating a properly equipped police vehicle, or is otherwise 
clearly identifiable as a law enforcement officer.  

 
 .04 Officers shall only use USCPD issued BWC equipment. 
 
  .05 The BWC shall be worn by all uniformed USCPD officers, regardless of rank, for the 

entire shift and maintained in a constant state of operational readiness.   
 EXCEPTIONS:  

A. Officers assigned to SHACOG CIRT and actively responding to and 
engaged in a critical incident.  CIRT directives may supersede this 
exception. 

B. Officers assigned to SHACOG SST (Support) and actively responding to 
and engaged in request for team support.  SST directives may 
supersede this exception. 

C. Officers assigned to SHACOG Crash Team and actively investigating a 
mutual aid collision. 

D. Officers assigned to work a stationary DUI checkpoint shall wear their 
assigned BWCs, but its use shall be dictated by the host agency. 

E. Officers assigned to MCSAP and actively inspecting vehicles under this 
capacity. 

F. Any officer assigned to Administration who is acting in an administrative 
capacity. 

G. Officers who are assigned to work an entire 12-hour dispatch shift. 
 

 .06 Although notice is not required by law, in certain circumstances it may prove beneficial 
to provide notice of the recording, using a phrase such as, “Our interaction is being 
recorded on my body camera”. Such notice may assist an officer to deescalate 
confrontation situations. 

  
 .07 When safe and practical to do so, officers may narrate the video recording at the same 

time with the recorded incident, to assist with accurate documentation of events. 
 
  .08 Officers will note in the CODY incident report that BWC recordings were made during 
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the incident by marking the “Video Avail” box at the top of the IRF form. 
 
SUPERVISOR RESPONSIBILTIES 
 

   4.00 Supervisors shall ensure all officers use the body worn camera equipment. 
 
  .01 Supervisors may review the following recordings:  

A. Recording of any officer injury. 
B. Recording of any actor injury. 
C. Recording of any use of force injury. 
D. Recordings of any vehicle pursuit and actions taken following the pursuit. 
E. Recording of any citizen complaint.  
F. Any other clearly articulable reason. 

 
  .02 In a critical incident (such as an officer involved shooting, in-custody death or other 

officer involved incidents that result in serious injury or death), a supervisor or their 
designee shall take custody of involved BWC(s) and, in such case, will assume 
responsibility for upload once the critical incident has stabilized and it is safe and 
practicable to do so. See 6.01 of this policy. 

  
  .03 Supervisors shall not review BWC videos for the sole purpose of uncovering minor 

infractions of rules and procedures for the purpose of imposing discipline. 
 
  .04 Supervisors and Field Training Officers may review BWC recordings involving 

Probationary Police Officers for the sole purpose of evaluating the performance of the 
Officer during their probationary period. 

 
BWC USE  
 
5.00 BWC operators are responsible for the proper use and care of their assigned BWC at 

all times and are reminded that BWC recordings do not replace written reports. 
  
 .01 Prior to deployments, officers shall inspect their BWCs to ensure that they are 
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operational and functioning properly. Prior to beginning each shift, function tests of the 
BWC should be conducted in accordance with the manufacturer’s recommendations. If 
a BWC is damaged, malfunctioning, or inoperable, officers shall immediately notify a 
supervisor who will place the BWC camera out of service and issue a replacement 
BWC. 

 
  .02 Officers shall make every effort to begin their shift with a fully charged BWC that does 

not contain data from a prior shift. 
 
  .03 Officers who discover at any time during their shift that their BWC is lost, shall 

immediately notify their supervisor.  The supervisor will then notify, as soon as 
practicable, the Chief via text or phone call. 

 
  .04 Officers who discover at any time during their shift that their BWC is damaged or 

malfunctioning shall immediately notify their supervisor.  The supervisor will then take 
the BWC out of service and issue the officer a replacement. 

   
 .05 Officers, including primary, secondary and assisting officers, shall begin BWC 

recordings at the initiation of a call for service or other activity that is investigative or 
enforcement in nature, or an encounter between the officer and a member of the public 
that is investigative or enforcement in nature. 

 
 Officers shall ensure that the following types of incidents are recorded, when 

reasonable and safe to do so, and for all calls where it is suspected that a violation of 
law has occurred, is in progress, or is about to occur, including but not limited to: 

A. All enforcement and/or investigations that could lead to a potential arrest (e.g., 
domestics, assaults, disturbances, etc.) 

B. All stops (traffic and pedestrian). 
C. Vehicle and foot pursuits. 
D. All traffic crash scenes. 
E. DUI investigations, to include field sobriety testing. 
F. High-risk encounters (e.g., barricaded situations, active shooters, etc.) 
G. Mental health encounters. 
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H. Suspicious activity. 
I. Use of force situations. 
J. Investigative detentions or arrests. 
K. Encounters that require the advising of Miranda rights. 
L. All transports of citizens or prisoners. 
M. Any contact that becomes adversarial or confrontational after the initial contact, 

in a situation that would not otherwise require recording. 
N. All searches (frisk, custodial, vehicle, consent, search warrant) 

i. Note: For consent searches, consent should be recorded. 
O. Any incident where the officer deems it appropriate to activate the BWC in 
accordance with this policy or upon direction from a supervisor. 

  
  .06 BWCs may also be used to record interviews with victims, complainants and 

witnesses. 
 
  .07 Once activated in accordance with this policy, officers shall not deactivate their 

BWC until they have cleared the assignment or, in the case of an arrest, have 
transferred custody of the arrest to another officer; their involvement in the citizen 
contact or detention has concluded; they receive an order from a supervisor (if safe 
and practicable to do so, the officer shall document the order via BWC recording); 
and/or the incident requiring activation has concluded. 

 
  .08 EXCEPTIONS TO 5.07 

A. In situations when dealing with a victim of a sexual assault or medical 
personnel at a medical facility; when community members, witnesses, crime 
victims or other parties wish to share information related to criminal activity, but 
refuse to do so while being recorded and the situation is non-confrontational, 
officers will have the discretion to deactivate their BWC during the interview. In 
such situation, the officer must record a brief verbal explanation for the 
deactivation prior to turning off the recording.  

B. The BWC may be muted (temporarily turn off the audio) during conversations 
among / with officers or supervisors during information sharing sessions or 
discussing tactics or strategy. In such situation, the officer must record a brief 
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verbal explanation for the muting (e.g.; “Supervisor Conference”). 
C. Officers shall use appropriate discretion when recording confidential informants 

or undercover officers. 
D. After deactivation or muting, the BWC must be reactivated, once the reason for 

deactivation / muting is complete, unless the incident that required activation 
has concluded. 

E. Strip searches shall not be recorded. 
 
.09 When officers activate their BWC and such activation was not required by policy, and 

the circumstances no longer need to be recorded, they may deactivate their BWC.   
 

  .10 If officers are unable to begin recording with the BWC due to circumstances making it 
unsafe, impossible, or impractical to do so, officers should begin recording with the 
BWC at the first reasonable opportunity to do so.  Officers should document, in writing, 
the circumstances preventing them from activating the BWC and provided that 
documentation to their immediate supervisor. Any delay or failure to activate their BWC 
required by this policy, as well as any interruption of a BWC recording required by this 
policy, shall be documented in the officer’s report. 

 
.11  Recordings of routine, non-enforcement related activities are prohibited unless the 

recording is required by a court order, is authorized by this policy, or an administrative 
or criminal investigation. 

 
  .12 Officers shall not:  

A. Remove, dismantle, or tamper with any hardware or software component or 
part associated with BWCs. 

B. Erase, destroy, disseminate, edit, alter or otherwise use BWC recordings 
without written permission of the Chief of Police, except for approved 
annotation. 

C. Copy, convert, record or disclose the contents of BWC recordings without 
written approval from the Chief of Police. 

D. Allow unauthorized personnel to view the BWC recordings without permission 
from his/her immediate supervisor. NOTE: Governmental employees who are 
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directly involved in the investigation and/or prosecution of a criminal case 
related to the digital evidence, or who are previously authorized to interact with 
USCPD evidence, are exempt from this restriction. 

E. Purposely record images or conversations of officers without their knowledge 
during routine, non-enforcement related activities such as in USCPD locker 
rooms, squad room, restrooms or any place when an individual would have a 
reasonable expectation of privacy. 

   
  .13 The following steps should be completed by every BWC Operator before the 

conclusion of his shift: 
A. The BWC shall be connected to the BWC digital annotation application or 

program. 
B. Officers shall tag, under the “ID” section, add location information (if applicable) 

and categorize EVERY video to the proper retention category as set forth by 
this policy.  Videos should be tagged by using one of the following identifiers (in 
order of importance): 

i. USC PD case number (e.g.; “CCN: 19-0XXXX”); or 
ii. Citation number (e.g.; “Traffic Citation No. C56778XX-0”); or 
iii. Warning number (e.g.; “Warning No. 954XX”); or 
iv. Primary officer’s 2700 series number; for traffic stop back-ups (e.g.; 

“Backed 2727”); or 
v. If none of the above are applicable, then a brief description of the event 

(e.g., Test, Accidental, Person Check on Main Street (if no incident 
number generated), etc.) 

C. After properly tagging their video, officers shall place their BWC into their 
assigned BWC docking station to be recharged and/or updated.  Any video or 
metadata on the BWC will be automatically uploaded at the time via the 
docking station. 

D. If tagging cannot be completed by the shift’s completion, it will be at the 
supervisor’s discretion if the BWC operator can tag the videos the following day 
or at his next shift. 

  
OFFICER ACCESS AND USE  
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6.00 Officers may review BWC recordings prior to documenting an incident, arrest, search, 

interview, or other enforcement or investigative activity, to assist with their personal 
recollection in order to complete reports. 

 
.01   Body camera footage can be viewed and/or tagged through the Axon View mobile 

application on a compatible smartphone device.  No audio / video evidence or any 
other associated data is stored on the connected smartphone, as the Axon View 
application is ONLY for viewing or tagging audio and videos stored on the connected 
BWC, it does not allow the user to save any data to the smartphone.  Audio / video 
may also be viewed and tagged on Evidence.com, once the data is downloaded to 
the cloud by docking the body camera at the USCPD. 

  
 .02 An access or “audit” log shall be maintained to document who viewed a recording or 

when it was viewed.  Evidence.com maintains an automatic “audit” log.  If an officer 
views evidence through Evidence.com, they shall indicate the reason under “Notes” 
(e.g.; Court Review, Supervisor Review, etc.). 

  
 .03 Reasons for officers / supervisors to access, view and use recordings may include, but 

will not be limited to: 
A. Investigation, report writing or preparation of other official documents. 
B. Court preparation. 
C. Review of prosecution evidence. 
D. Crime scenes. 
E. Training.  
F. Policy compliance. 

 
  .04 DEADLY FORCE OR IN-CUSTODY DEATH / NEAR DEATH INCIDENT: In an 

attempt to determine the unadulterated thought process and feelings perceived by the 
officer at the time of the incident, the officer shall not be provided, nor shall they review 
BWC recordings of the incident prior to giving a brief initial statement to an investigator. 
 Once the initial statement is provided, the involved officer may view the BWC 
recordings of the incident prior to providing any additional statement to investigators. 
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BWC TECHNICIAN RESPONSIBILITIES  
 
7.00 BWC Technicians shall be responsible for the retention, duplication and purging of 

BWC recordings.  BWC Technicians shall ensure recordings of incidents are 
maintained in accordance with this policy and department evidence retention 
procedures. 

 
  .01 BWC Technicians shall ensure that the recordings are properly identified, tagged and 

retained in accordance with this policy. 
 
DUPLICATION / RETENTION OF BWC RECORDINGS 
  
8.00 Mandatory retention: The following types of incidents recorded on BWCs shall be 

retained and processed as evidence by a BWC Technician or Administrator as soon as 
practical: 

A. Incidents which result / may result in the filing of criminal charges. 
B. Incidents which are likely to become the subject of civil litigation against the 

USCPD or its personnel, including but not limited to: patrol vehicle crashes, 
pursuits, critical incidents, incidents involving use of force, and incident 
involving written complaints against the USCPD or its personnel. 

C. Incidents involving injuries to officers and injuries incurred or alleged to have 
been the result of police actions. 

D. Incidents where footage is requested by the Allegheny County District Attorney 
or Attorney General. 

 
  .01 Requests for retention: Any officer who believes that the retention of a recording not 

specifically required by this policy is necessary, shall notify a BWC Technician or 
Administrator as soon as possible. 

 
  .02 If an officer requires a DVD copy of BWC video for prosecution, he shall complete a 

“Media Request” narrative and submit it to a BWC Technician or Administrator. 
A. The BWC Technician or Administrator will provide a DVD copy of the video. 
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B. The DVD copy shall be submitted into evidence, following the USCPD 
procedures on evidence submission. 

 
   .03 Audio and video recordings that are not categorized for retention shall be maintained 

by the USCPD for a period of 90 days before they are purged from Evidence.com. 
 
DELETION OF UNINTENTIONAL RECORDINGS 
 
9.00 In the event of an unintentional activation of the BWC during non-enforcement or non-

investigative activities (e.g., restroom or meal break, or other areas where reasonable 
expectation of privacy exists), officers may request immediate recording deletion. 

A. The concerned officer should immediately notify their immediate supervisor, 
who will then notify a BWC Technician or Administrator about the situation. 

B. The BWC Technician or Administrator will then process the request as soon as 
possible. 

 
 
ACT 22 AUDIO/VIDEO REQUEST 
 
10.00 Act 22 of 2017 (specifically, Chapter 67A of the Act) applies to individuals seeking “any 

audio recording or video recording made by a law enforcement agency”. The Right-to-
Know Law does not apply to requests for these recordings. 

 
    .01 HOW TO FILE A REQUEST:  
 Under Act 22 of 2017, a request for an audio or video recording in the possession of a 

law enforcement agency must be made within 60 days of the date the recording was 
made. The written request must be submitted to the Upper St. Clair Police 
Department’s Open Records Officer by certified mail and marked “delivered” or in 
person.  The request MUST include the following: 

A. The date, time and location of the event recorded. 
B. A statement describing the requester’s relationship to the event being recorded. 
C. If the recorded incident took place inside of a residence, the request must also 

identify every person present at the time of the recording, unless unknown and 
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not reasonably ascertainable. 
 
    .02 REQUEST DENIAL:  
 Under Act 22 of 2017, the agency may deny the request – in writing – if it determines 

that a recording contains: 
A. Potential evidence in a criminal matter; or 
B. Information pertaining to an investigation or a matter in which a criminal charge 

has been filed; or 
C. Confidential information or victim information; and 
D. The reasonable redaction of the recording would not safeguard potential 

evidence. 
 A recording may also be redacted prior to release to the requester in order to protect 

potential evidence in a criminal matter, information pertaining to an investigation, 
confidential information or victim information. 

 
 .03 The USCPD, per Act 22 of 2017, shall provide the audio or video recordings to the 

requester OR identify, in writing, the basis for denying the request within 30 days of 
receiving the request. 

  
 .04 FEES: 

Act 22 of 2017 permits law enforcement agencies to charge a reasonable fee to 
provide a copy of an audio recording or video recording.  The Upper St. Clair Police 
Department has established a fee of $100 for a granted audio recording or video 
recording.  This fee is the same fee established by the Pennsylvania State Police. 
 

.05 APPEALS: 
Audio and video must be maintained by USCPD during any appeal periods from denial 
of requests. 
 

 .06 SUBMITTING A REQUEST: 
 All requests must be either hand-delivered to the Upper St. Clair Police Department’s 

Open Records Officer or sent by certified mail, as follows: 
 Upper St. Clair Police Department 
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 ATTN: Open Records Officer 
 1820 McLaughlin Run Road 
 Pittsburgh, PA 15241 
 
 Requests for audio recording and video recording can be made during regular 

business hours of 8 AM to 4 PM, Monday through Friday (except holidays and official 
office closings). 

 
VIOLATION OF POLICY 
 
11.00 Any officer that violates the provisions of this policy will be subject to disciplinary 

procedures. 
 


