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PREFACE
The purpose of this operations manual is to provide members of the Pleasant Hill Police
Department a set of operational procedures intended to promote the safe, efficient, and lawful
operation of an Unmanned Aerial System. This handbook will be revised, when necessary, to
improve operations safety and efficiency and to comply with current regulations and law
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MISSION STATEMENT
The duty of the Pleasant Hill Police Department is to lawfully protect the lives and property of the
people who live in or visit Pleasant Hill while safeguarding individual rights and liberties. Our
mission is to provide the highest level of professional police service to all members of the community.
We are committed to the impartial and lawful resolution of problems. We seek to ensure a quality of
life that allows residents and visitors to feel safe. We strive to build and maintain the public’s trust.
We seek to accomplish our duty and mission through actions based upon the following values:


Respect - We treat all people with dignity and respect; we do not act officiously or misuse
the powers of our office. We do not permit personal opinion, feelings, prejudice, or
friendships to influence our decisions or actions.



Courage – We possess the strength to do what is right and sensible. We make tough decisions
and take appropriate action under stress and pressure; we properly intervene in the face of
danger.



Integrity – We are honest and truthful in our words and actions. We believe that the powers
of our office require us to adhere to a higher standard of conduct on and off duty.



Service- We place community service above self-interest. We are committed to protecting the
community.

This mission and these values guide all our actions, including the use of unmanned aerial systems.
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DEFINITIONS AND ABBREVIATIONS

Above Ground Level (AGL)
AGL is the altitude expressed in the actual number of feet measured above the ground.

Air Traffic Control (ATC)
Manages traffic from the airport to a radius of 3 to 30 miles. Provides pilots with taxiing and take off
instructions, air traffic clearance, and advice based on their own observations and experience.
Maintains separation between landing and departing aircraft, transfers control of aircraft to the en route
center controllers when the aircraft leave their airspace, and receives control of aircraft on flights
coming into their airspace.

Certificate of Authorization (COA)
Issued by the FAA and grants permission to fly within specific boundaries and parameters.

Federal Aviation Administration (FAA)
Federal agency in the United States and part of the Department of Transportation. The FAA regulates
U.S. civil aviation, U.S. commercial space transportation, operates control towers, builds, installs, and
maintains electronic aids to navigation, and registers all pilots and aircrafts in the United States.

National Airspace System (NAS)
The NAS is made up of a network of air navigation facilities, ATC facilities, airports, technology,
and appropriate rules and regulations that are needed to operate the system.

Navigable Airspace
FAA controlled airspace classified as: A, B, C, D, E, and G.

Notice to Airmen (NOTAM)
A NOTAM is time critical information concerning the establishment, condition, or change in any
component in national airspace. The NOTAM provides knowledge that is essential to personnel
concerned with flight operations in designated areas. NOTAMs may be filed as a temporary change
to the NAS as they were not known in advance to publish on aeronautical charts or other operational
publications.

Operational Waiver
An official document issued by the FAA which approves certain operations of aircraft outside the
limitations of a regulation.
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Part 107 Regulations
Regulations set forth and governed by the FAA, which permits the use of UAS for commercial
purposes. Part 107 regulations are found in Title 14 of the Code of Federal Regulations.

Pilot
Any member who has successfully met the criteria outlined by this Operations Manual for flight duty.

Pilot-in-Command (PIC)
Person who has final authority and responsibility for the operation and safety of flight, has been
designated as the PIC before or during the flight, and holds the appropriate training and required
certificates for the conduct of the flight. The PIC is solely responsible for the input of
commands/piloting during flight operations. Pilots are authorized to evaluate and accept or decline
any mission or portion thereof due to safety, practical, legal, or policy concerns.

Unmanned Aerial Vehicle (UAV)
A powered, aerial vehicle that uses aerodynamic forces to provide vehicle lift, can fly autonomously
or be piloted remotely, and can be expendable or recoverable. Refers more specifically to the
unmanned aerial vehicle itself.

Unmanned Aerial System (UAS)
Consists of an unmanned aircraft weighing less than 55 lbs., the command system, a secure control
link, camera, and other related safety support equipment, including ground control base stations and
specialty vehicles designed to support unmanned flight operations.

Unmanned Aerial System Crewmember
A Pilot in Command, Visual Observer, or other persons assigned duties for UAS operations.

Visual Line of Sight (VLOS)
Visual contact between PIC or VO and a UAV sufficient to maintain safe operational control of the
aircraft, known location, and be able to scan the airspace in which it is operating to see and avoid
other aircraft or objects aloft or on the ground.

Visual Observer (VO)
The Visual Observer is equally responsible for the visual observation of the UAV while in-flight. The
VO shall alert the PIC of any conditions (obstructions, terrain, structures, air traffic, weather, etc.)
that may affect the safety of flight. The VO is responsible for all aviation related communications
required by the FAA. The VO shall be certified by successful completion of a department approved
training course outlined by this Operations Manual.
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Section 1
ADMINISTRATION
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1.1 Preface
The following procedures are intended to promote the safe, efficient, and lawful operation of
Pleasant Hill Police Department’s Unmanned Aerial System (UAS).

1.2 Operations Manual
This operations manual is written to satisfy the following criteria:
1.2.1

The policies and procedures contained in this manual are issued by authority of
the Chief of Police. As such, it is an official document of the Pleasant Hill Police
Department.

1.2.2

This manual is not intended to be all-inclusive, but serve as a supplement to other
department guidelines, policies and procedures, FAA regulations, the Operational
Waiver or COA, and the aircraft manufacturer’s approved user manual.

1.2.3

This manual has been written to address all UAS operations. The manual will be
reviewed and updated in the same manner and time frame as other programs at
PHPD. Any changes to the manual will be approved by the Chief of Police or
his/her designee and communicated to all members consisting of the UAS
operations program.

1.2.4

A copy of the manual will be made available to each person having UAS
responsibilities and will be a required document to read and understand.

1.3 Organization
1.3.1

The UAS program shall be comprised of those personnel approved by the
Chief of Police. Personnel include the coordinator, pilots, visual observers,
and those contributing or having an assignment to the UAS program.

1.3.1

The UAS program will be comprised of trained and selected personnel only.

1.4 Team Personnel
1.4.1

UAS Coordinator: The UAS coordinator will be a sworn employee and
member of the Pleasant Hill Police Department appointed by the Chief of
Police.

1.4.1.1 UAS Coordinator responsibilities:


The UAS Coordinator responsibilities are outlined in the PHPD
Policy Manual, in policy 615 - Unmanned Aerial System (UAS)
Operations. Responsibilities include:


Coordinating the FAA Operational Waiver or Certificate of
Authorization (COA) application process and ensuring that the
waiver or COA is current.
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1.4.2



Ensuring that all authorized operators have completed all
required FAA and department-approved training in the
operation, applicable laws, policies and procedures regarding
use of the UAS.



Developing and/or maintaining uniform protocol for
submission and evaluation of requests to deploy a UAS,
including urgent requests made during ongoing or emerging
incidents. Deployment of a UAS shall require authorization of
the Chief of Police or the authorized designee, depending on
the type of mission.



Implementing a system for public notification of UAS
deployment, if needed.



Developing and/or maintaining an operational protocol
governing the deployment and operation of a UAS including,
but not limited to, safety oversight, use of Visual Observers,
establishment of lost link procedures and secure
communication with nearby air traffic control facilities.



Developing and/or maintaining
documenting all operations.



Developing and/or maintaining a UAS inspection, maintenance
and record-keeping protocol to ensure continuing airworthiness
of a UAS, up to and including its overhaul or life limits.



Developing and/or maintaining protocols to ensure that all
evidence is collected, stored and purged in strict adherence to
department policy.



Developing and/or maintaining protocols to ensure all
electronic trails, including encryption, authenticity certificates
and date and time stamping, shall be used as appropriate to
preserve individual rights and to ensure the authenticity and
maintenance of a secure evidentiary chain of custody.



Facilitating law enforcement access to images and data
captured by the UAS.



Recommending program enhancements, particularly regarding
safety and information security.



Ensuring that established protocols are followed by monitoring and
providing periodic audits and reports on the program to the Chief
of Police.

a

protocol

for

fully

Pilot in Command: The PIC is responsible for the safety and operation of the
UAS during a mission or training.

1.4.2.1 Pilot in Command responsibilities:


Understand, and comply with, FAA regulations applicable to the airspace
where the UAS will operate.
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1.4.3



Have an understanding of, and comply with, the manufacture’s user
manual.



Understand and comply with, the UAS Operations Manual.



Maintain proficiency and qualifications on each of the airframes in the UAS
program.



Obtain and maintain an FAA Remote Pilot Certificate with a small UAS
rating.

Visual Observer: The VO is crucial in ensuring the UAS operates in a safe
manner, as well as to provide safety and situational awareness to the PIC.

1.4.3.1 Visual Observer responsibilities:


Effectively communicate with the PIC, air traffic control, and manned aircraft
(if applicable) via radio or face-to-face (whichever is most appropriate).



Understand and comply with, regulations concerning right- of- way rules,
operating near other aircraft, weather, careless operation, etc.



Knowledge of, and ability to use, UAS support equipment (radio, camera,
charging stations, etc.).



NOTAM filing (if applicable) or FAA air traffic control operation notification.

1.5 Storage
1.5.1

The UAS equipment will be stored at a specified location at the PHPD headquarters.
The UAS Coordinator will be responsible for establishing the storage location.

1.5.2

The UAS equipment, when not in use or in stand-by, shall be secured and locked at
the storage location. Only UAV pilots that have fulfilled all requirements and training
will have access to UAVs and all related equipment.

1.5.3

The storage location should be temperature-regulated to protect UAS equipment
from overheating, rust, condensation, etc.

1.5.4

The UAS Coordinator or designee will conduct a monthly inventory and systems
check on all UAS equipment to ensure a state of readiness and airworthiness. A UAS
Inventory and Systems Monthly Checklist form shall be completed.

1.5.5

Each pilot is responsible for their own weekly check. UAV pilots will complete a UAS
Inventory and Systems Weekly Checklist form at the start of their workweek

1.5.6

All UAS program members are equally responsible for maintaining, cleaning, and
securing the UAS equipment.

1.5.7

All pilots must sign out UAV equipment that is removed from the storage location.
Likewise, pilots will sign in the UAV equipment, following the end of their shift. The
UAS Storage Log will be used to maintain record of all equipment.
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Section 2
SAFETY
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2.1 Preface
The Pleasant Hill Police Department is committed to maintaining safe and efficient operations.
Above all else, the primary concern of every operation, regardless of the nature, is safety.

2.2 Safety Policy
The above goal is achieved through the following:


Regular and purposeful training operations.



Conduct regular audits of safety policies, procedures, and practices.



Monitor and apply California POST and industry best practice suggestions
and recommendations regarding UAS operations.



Monitor the UAS/DJI community to ensure best practices are incorporated
into the organization.

2.2.1

It is the duty of every member within the UAS program to contribute to the goal
of continued safe operations. This contribution may come in many forms and
includes always operating in the safest manner practicable and never taking
unnecessary risks. Any safety hazard, whether procedural, operational, or
maintenance related should be identified as soon as possible. Suggestions in the
interest of safety should be made through the UAS program chain of command.

2.2.2

If any member observes or has knowledge of an unsafe or dangerous act
committed by another member, the on-duty Watch Commander is to be
notified immediately.

2.3 Safety Awareness
In regards to safety, all members of the UAS program are safety officers and are responsible
for the following:


Ensure all flight personnel understand applicable regulatory requirements,
standards, and organizational safety policies and procedures.



Observe and control safety systems by monitoring all operations.



Review standards and practices of departmental personnel as they impact
operational safety.



Communicate all known safety related problems and the corrective
action(s) taken to the UAS Coordinator. This includes, but is not limited to,
any in-flight problems and lessons learned. The proper procedures for
handling problems should be shared and discussed amongst all team
members.



Copy and circulate pertinent safety information.
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2.4 Emergency Notification
Members will follow established procedures and policies with regard to emergency or accident
notification(s). Any UAS operation involving the following, shall be promptly reported to the
UAS Coordinator and on-duty Watch Commander:


Any in-flight collision with an object, animal, or person(s).



Any sudden loss of control, resulting in losing the location of the UAV,



Damage, including scratches, dents, cracks, chips, bends, or loss to any part(s)
of the UAS.



Dropping the UAV or any related piece of equipment, despite it not sustaining
any visible damage.



Any equipment, remote, mechanical, or instrument malfunction, resulting in
loss of any amount of control of the UAV.

2.5 Emergency Procedures
A list of emergency procedures and instructions will be readily available to all PIC’s and team
members. PIC’s should follow all established procedures when encountering an aircraft or
operational emergency. All PIC’s and team members will be trained and have adequate
knowledge of the following emergency scenarios and their supplemental procedure:


Engine Failure - Note aircraft position on RC and locate aircraft.



Loss Link - Point RC toward aircraft. If link returns, continue flight at closer
range. If link does not return, press “home button” and clear landing area.



Aircraft Critical Battery - Land aircraft at close, practical, and safe landing area.



Loss of GPS - Land aircraft at close, practical, and safe landing area.



Extreme Winds - Return home as soon as possible or land aircraft at close,
practical, and safe landing area.



PIC Incapacitation/Medical Emergency - Most readily available crew member
shall take flight controls.



Flyaway - Note last location, altitude, and direction. Immediately notify ATC and
initiate search.



Emergency Shutoff - Aircraft emergency shutoff will only be used to reduce the
risk of injury or damage.

2.6 Medical Factors
The health of all crewmembers is paramount and any member of the UAS program can stand
down if they feel they are not able to perform their duties to the highest level.
2.6.1 A self-assessment of physical condition shall be made by all flight crew members
during pre-flight activities.
2.6.2 No member shall act as a PIC or a VO with any measurable amount of alcohol in
their blood.
13

Section 3
TRAINING
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3.1 Preface
To ensure safe operation of the UAS, high levels of competency must be achieved and
maintained. Proficiency, in both academic knowledge and practical skills, is best realized
through regular training.

3.2 Instructors
3.2.1 Training modules will be conducted based on the varying needs of the program.
3.2.2 Duties of instructing new members shall fall upon those who have the aptitude
to teach, possess the most flight time, and demonstrate exceptional ability and
knowledge of UAS operations. Instructors will be designated based on
experience and competency with the UAS operation and appointed by the UAS
Coordinator.

3.3 Training Policies
3.3.1 Training plans will be developed jointly by the Professional Standards &
Training Division Sergeant and the UAS Coordinator. Training will be
implemented by department approved UAS instructors.
3.3.2 Training for members who have been cleared for full flight duty may conduct
their own training by utilizing the chain of command.
3.3.3 All deployments and/or exercises will be documented and counted toward a
members training.
3.3.4 The UAS Coordinator will ensure member’s flight training files are
maintained and accurate. Each member of the UAS program has the
responsibility to verify their individual flight training file is accurate and
up-to-date with all pertinent information.

3.4 Initial Training
3.4.1 Upon acceptance into the UAS Program, each new member will attend an
orientation and be given a copy of the Pilot Handbook, UAS Operations
Manual, and the PHPD Unmanned Aerial System (UAS) Operations policy.
3.4.1.1 The new member orientation will address the following:


UAS Pilot Handbook review.



UAS Operations Manual review.



UAS Operations Policy review.
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3.4.1.2 The UAS Pilot Handbook will contain the following documents:





PIC Full Flight Duty Qualification form (See Training 3.5.1 for details).
UAS Inventory and Systems Weekly Checklists (See Administration 1.5.5 for details).
Operation Summary form (See General Operating Procedures 4.7 for details).
Jurisdictional Airspace Zones (See General Operating Procedures 4.6 for details).

3.5 PIC Training
3.5.1 A member is authorized for “Full Flight Duty” as a PIC when the following
criteria has been met (See Supplement 5.2):


Must review and acknowledge the Pilot Handbook, Operations Manual, and Policy.



Must review and complete the following POST Learning Portal presentation:
•

HS Unmanned Aerial Systems (UAS)



Must complete the FAA Part 107 Test Prep & Training Course.



Must pass FAA Aeronautical Knowledge (Unmanned Aircraft General – Small) Exam.



Must possess a current FAA Temporary or Permanent Remote Pilot Certificate.



Must attend and participate in department-approved hands-on flight training course.



Must pass the departmental UAS Operations Flight Proficiency test.



Must complete a minimum of 4 in-flight hours on each airframe.

3.5.1.1 Any member that has the status of PIC, may act as a VO while the PIC in training
is at the controls of the UAS.
3.5.1.2 A 4-hour departmental training for PIC’s will occur every four months. Training
will include, but is not limited to, in-flight proficiency for all airframes, policy
and operational procedures.
3.5.1.3 In-flight training will be conducted within the bounds of the Operational Waiver
or COA.

3.6 VO Training
3.6.1 A member is authorized to be a qualified VO when the following criteria has
been met:


Must review and acknowledge the Operations Manual and Policy.



Must review the following POST Learning Portal presentation(s):
•

HS Unmanned Aerial Systems (UAS)
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Must review and pass the Visual Observer Roles in FAA Part 107 Training
Course.

3.7 Recurrent Training
3.7.1 All members shall maintain proficiency in their pilot/VO abilities. Members who
do not have any documented training or flight time within 90 days of their previous
operation/training/exercise, must meet with the UAS Coordinator, before they can
be returned to full flight duty status.
3.7.2 All members must pass their recurrent FAA Aeronautical Knowledge exam every
24 months.
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Section 4
GENERAL OPERATING PROCEDURES
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4.1 Preface
Deployment of the UAS in the safest and most efficient manner is the purpose of this section
and a key goal of the UAS Operations program.

4.2 General Deployment Rules
4.2.1

No pilot may act as a PIC for more than 10 hours in any 24-hour period.

4.2.2

It is strongly recommended to have a visual observer for every flight, but not required.

4.2.3

Requests for deployment can be made at any time during the day or night.

4.2.4

All requests for UAS deployment shall be made through the on-duty Watch
Commander.

4.2.5

Multiple requests for deployment will be prioritized in a manner that has life safety
as the primary objective.

4.2.6

Rules, regulations, policies, and procedures in place for flights within the
department’s jurisdiction will remain as such should the UAS team provide
mutual aid to another agency.

4.2.7

The PIC is ultimately responsible for the UAS operation.

4.2.8

No member of the department (or other entity), regardless of rank, may order a pilot
to:


Accept a mission that is unsafe, impractical, unlawful, or contrary to policy.



Fly outside of FAA, Operation Waiver or COA, or manufacturer’s parameters.



Violate any rules or regulations that the PIC feels would put members of
the public, first responders or other members at a greater risk than is
normally assumed with flight operations.

4.2.9.1 Should the pilot decline a mission, the pilot shall still complete a UAS Operation
Summary form, outlining the reason(s) why the mission was not accepted and
immediately submit the form to the UAS Coordinator and the on-duty Watch
Commander.
4.3 Deployment Rules – Pleasant Hill PD Jurisdiction
4.3.1

When the need for a UAS deployment becomes apparent, the on-duty Watch
Commander will first be notified.


The on-duty Watch Commander may also request the use of a UAS
deployment.
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4.3.2

4.3.3



The on-duty Watch Commander will gather information pertaining to the
mission and contact the PIC to notify him/her of the mission and all pertinent
information.



The PIC will determine if the UAS can be deployed safely and
practically and will either accept or decline the mission based on the
criteria established in this manual and department policy.

The PIC will screen the request, using the UAS Operation Summary form. The form
will be based on the following criteria:


Is the proposed mission of the UAS within the capabilities of the equipment
and personnel to perform?



Does the proposed mission fall within FAA and Operational Waiver or COA
requirements?



Does the proposed mission fall within department rules, regulations, polices,
and procedures?



Can the UAS be deployed safely, given the current and future weather conditions?

If the mission is accepted, the following will take place when the PIC arrives on
scene:


The PIC will make an on-scene assessment of the conditions and determine if
the UAS can fulfill the requested goals of the mission.



The PIC will begin pre-flight operations.

4.4 Deployment Rules – Outside Agency Assist
4.4.1

When an outside agency requests the need of a UAS deployment, the onduty Watch Commander will first be notified.


The on-duty Watch Commander may deny a request for an outside
agency assist.



If the on-duty Watch Commander approves the request, the Watch
Commander will gather information pertaining to the mission and
contact the PIC to notify him/her of the mission and all pertinent
information.



The PIC will determine if the UAS can be deployed safely and
practically and will either accept or decline the mission based on the
criteria established in this manual and department policy.



The PIC will screen the request, using the UAS Operation Summary
form, based on the criteria outlined in 4.3.2 of this manual.



If approved, the PIC will respond to the requested location and begin pre-flight
operations.
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4.4.2

The PIC will ensure the operation will be within the parameters of the
Operational Waiver or COA.

4.4.3

The on-duty Watch Commander will inform the requesting agency if the
department has accepted or declined their request.

4.5 UAS Operation Summary (See Supplement 5.3)
4.5.1

A UAS Operation Summary form shall be completed before and after every
mission or training exercise.

4.5.2

Before launch, a thorough pre-flight inspection must be completed by the
designated PIC. The pre-flight checklist will be located on the UAS Operation
Summary form and will cover the authority, clearance, weather, mechanical,
technical, and risk considerations involved with the mission.

4.5.3

After landing and completion of the UAS mission, a thorough post-flight inspection
must be completed by the designated PIC. The post-flight checklist will be located
on the UAS Operation Summary form and will cover the mechanical, technical, and
evidentiary considerations of the completed mission.

4.5.4

Following the completion of a UAS mission, the completed UAS Operation
Summary form must be given to the UAS Coordinator in a timely manner.

4.6 Jurisdictional Airspace Zones (See Supplement 5.4)
4.6.1

If a flight will commence within controlled Class D airspace of Buchanan Field
Airport, the PIC or VO will first refer to the Jurisdictional Airspace Zones form and
decide what zone the flight will occur in.

4.6.2

Once the appropriate zone is established, the PIC or VO will submit a Low Altitude
Authorization and Notification Capability (LAANC) notification, using the
Kittyhawk platform.

4.6.3

Once the LAANC notification has been sent, the PIC or VO will verbally contact
the on-call Air Traffic Controller to notify them of the planned operational zone.

4.6.4

If either the LAANC request or notification to the Air Traffic Controller is denied,
no flight shall proceed, until permission is granted.

4.7 Data & Media Retention
4.7.1

All flight analytics and data will be uploaded to AirData, regardless of the
flight’s purpose (training, operation, demonstration, etc.).
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4.7.2

All media, including pictures or videos, captured during an operation of
evidentiary value will be booked into PHPD evidence or portal in
Evidence.com following proper departmental procedures.

4.7.3

All media, including pictures or videos, captured during an operation will
be stored in accordance with Pleasant Hill Police Department’s Policy
Manual 433 – Portable Audio/Video Recorders.

4.7.4

All media, including pictures or videos, captured during training or noncriminal related operations is not required to be booked into PHPD
evidence or portal in Evidence.com.

4.7.5

All media, including pictures or video, may be saved by the UAS
Coordinator for training, social media, or media inquiry purposes only,
after the Division Commander has given written approval.

4.8 General UAV Requirements
4.8.1

Due to Buchanan Field Airport airspace residing in departmental
jurisdiction, all DJI UAV airframes will be unlocked with a “key,” which
will be applied by the manufacturer’s Qualified Entities Program (QEP)
representative. This unlock will allow flights to commence within Class
D airspace.

4.8.2

When a UAV has been determined to no longer be of use or airworthy it
will be decommissioned and tagged as "decommissioned.”

4.8.3

The UAS Coordinator will determine whether any UAV should be
decommissioned.

4.8.4

Decommissioned UAS’s will be disposed as prescribed in Chapter
5.15.010 of the Pleasant Hill Municipal Code.

4.8.5

The UAV manufacturer will be notified, so that any “key” unlock applied
to the airframe can be cancelled. For DJI airframes, this will occur through
notification to the QEP representative.
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Section 5
SUPPLEMENTS
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Supplement 5.1 – UAS Inventory and Systems Weekly Checklist

CHECKLIST WILL BE COMPLETED ONCE AIRFRAME HAS BEEN SELECTED
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Supplement 5.2 - PIC Full Flight Duty Qualification form

QUALIFICATION FORM WILL BE COMPLETED ONCE TRAINING PLAN IS
ESTABLISHED
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Supplement 5.3 - UAS Operation Summary Form
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Supplement 5.4 - Jurisdictional Airspace Zones Form
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