
 
 

SAN JOSE POLICE DEPARTMENT 
 

AIRPORT DIVISION 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

UNIT GUIDELINES 

2022 

 



Airport Unit Guidelines 2022 
 

1 
 

TABLE OF CONTENTS 

INTRODUCTION . . . 4 

GENERAL PHILOSOPHY . . . 4 

ATTENDANCE . . . 4 

BIDDING . . . 4 

IMPORTANT AIRPORT PROCEDURES AND RULES . . . 5 

GUIDELINES CHANGES . . . 6 

GENERAL CALLS-FOR-SERVICE AND SERVICE REQUESTS . . . 6 

AIRPORT PATROL VEHICLE ASSIGNMENT . . . Refer to Appendix A 

 

ARMED PILOT – COURTESY SERVICE . . . 7 

ASSIGNMENTS . . . 7 and Refer to Appendix A 

AUDIBLE ALARMS . . . 7 

 

 

CHECKPOINT OFFICER’S RESPONSIBILITIES . . . 10 

 

 

 

CONTROLLED SUBSTANCES . . . 11 

CNG STATION INCIDENTS . . . 12 

COURTESY HANDLING OF PASSENGERS’ PROPERTIES IN AND OUT OF THE 
STERILE AREA . . . 12 
 
CUSTOM BORDER PATROL OFFICER’S REQUESTS . . . 13 
 
CUSTOMER SERVICE . . . 13 
 



Airport Unit Guidelines 2022 
 

2 
 

 
 

 
 
ESCORTING CIVILIAN VISITORS . . . 14 

ESCORTING FIRE AND PARAMEDICS . . . 14 

ESCORTING LAW ENFORCEMENT OFFICERS . . . 14 

FIRE ALARMS AT THE TERMINAL . . . 15 
 

 

 
 
GENERAL AVIATION WEST (G.A. WEST) – CALLS FOR SERVICE . . . 16 
 
ILLEGAL WEAPONS . . . 17 

LASER STRIKE . . . 18 

LOG ON AND OFF . . . 19 

LOST & FOUND PROPERTY . . . 19 
 
LOST JUVENILES . . . 20 
 
LOST PROPERTY REPORT . . . 20 
 
MARIJUANA POSSESSION . . . 21 

MEDICAL AID . . . 21 
 
MEDICINAL MARIJUANA . . . 21 

 

PATROLING AIRPORT PERIMETER . . . 22 
 
PEPPER SPRAY . . . 22 

PICKING UP ASSIGNMENTS . . . 23 

PROHIBITED ITEMS AT THE CHECKPOINTS . . . 23 

PUBLIC INTOXICATION . . . 23 



Airport Unit Guidelines 2022 
 

3 
 

 

 

ROVER CAR DUTY . . . See ASSIGNMENTS in Appendix A 

SEGWAYS . . . 24 

SERGEANT ADMINISTARTIVE DUTIES . . . 33 

 

SLIP-AND-FALL CALLS-FOR-SERVICE . . . 24 

SPILLAGE . . . 25 

STUN GUN POSSESSION . . . 25 
 

 
 

 
 
TIME OFF . . . 26 

TIMESHEET / VIS CODE . . . 26 

TRESPASSING . . .  
 
UNATTENDED BAGS . . . 27 

 

UNIFORMS . . . 28 

VEHICLE ACCIDENTS . . . 28 
 
APPENDIX . . . 29-34 
 

 

 

 

 



Airport Unit Guidelines 2022 
 

4 
 

 

INTRODUCTION 

All members of the San Jose Police Department are obligated to adhere to Department 
policy, procedures and the Duty Manual.  Additionally, while working at the Mineta San 
Jose International Airport, Department members shall adhere to the Airport Division’s Unit 
Guideline’s that are unique to the Airport and are not necessarily applicable to any other 
assignments within the San Jose Police Department.   

These guidelines are designed to help Department members working at the Mineta San 
Jose International Airport navigate the steps that are needed to provide the best customer 
service to the flying community, airline carriers, vendors, TSA staff, airport personnel and 
others whom Department members may come in contact with during the course of a work 
shift. 

GENERAL PHILOSOPHY 

Working as a police officer at the Mineta San Jose International Airport is currently under 
the Special Operation’s Division of BFO Patrol.  Working at the Airport requires special 
skills and expertise to function at a high level.  If awarded an Airport Pay Car Officer 
assignment, all Airport Pay Car officers will be considered an “at-will” employee.  This 
assignment is a privilege and not a right. It is of great importance that the quality and 
effort given by our police department be superior.  With this understanding, the 
expectations of the Pay Car officers will be extremely high.  Failure to perform at the 
highest level at the Airport may result in a temporary suspension from this Pay Car 
assignment and/or permanent removal from the Pay Car list. 
 
ATTENDANCE 

Airport Pay Car officers are expected to work their assigned day every week until Shift 
Change unless approved by an airport sergeant. If your assigned pay car shift falls on 
any holiday, Airport Pay Car officers are required to work that assignment unless a 
replacement is found via Eresource.   
 
BIDDING 

Bidding is based on Department seniority. We have completely moved over to 
eResource and bidding will take place via eResource. If you have not bid in eResource 
or are unfamiliar with it, you should login and become familiar with it. The bid will be 
similar to BFO patrol’s bid.  
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If you bid an Airport position you will be required to work the majority of those shifts.  If 
the need arises to give up your position that you bid for this will be done through an 
Airport Sergeant.  If you bid a spot and then give it to another officer, you will be subject 
to having your SIDA revoked. 

 

IMPORTANT AIRPORT PROCEDURES AND RULES 

Officers are expected to log on every day at their assigned post.  Officers must have fully 
charged hand-packs.  

 
 

     
 
Airport Officers cannot leave the Airport grounds (Court, sick, etc.…) without approval 
from the District David sergeant.  If approved, the officers are not considered on-duty for 
Airport Pay Car purposes and all regular M.O.A rules apply for compensation (i.e. 
court/callback etc.).    
 
Transportation of prisoners will be conducted by patrol units, either District Robert or 
District Frank depending on the origin of the call.  The Airport Sergeant may approve 
Rover cars to transport prisoners if staffing allows. 
 
No personal use of your SIDA badge.  The SIDA badge is to be used while on-duty at the 
Airport and will never be used for personal gain on the officers’ days off.     
 
Mealtime (C7) and bathroom breaks (7B) are not authorized off Airport property.  Airport 
Pay Car officers shall bring their lunch or eat at the Terminal restaurants.  
 

 
 
 
 
 

  
 
Doffing and donning your uniform occurs on the Airport Pay Car officers’ own time.   
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BOMB THREATS 

Bomb threats are considered a serious threat at the Mineta San Jose International Airport.  
In recent years, Airport officers have responded to a number of bomb threats.  
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- Book the substance in at Central Supply as evidence 

 
- Complete a report 

 
 
CNG STATION INCIDENTS 
 
Occasionally a driver will drive away with the CNG hose still attached to the vehicle 
causing damages to the hose and the pump.  In such events, AOC staff will contact an 
Airport officer to report the incident.  In such events, the responding officer will: 
 

- Generate an event and provide the AOC’s employee with the case number. 
 

- Provide the driver’s information and vehicle’s registration to the AOC’s employee 
for his or her report. 
 

- As an agreement with the Airport management, the Airport officer does not have 
to complete a report unless there were complaints of injury to the driver or 
bystanders in the area of the accident.  In such events, a District Robert unit will 
be dispatched to investigate and complete an accident report. 

 

COURTESY HANDLING OF PASSENGERS’ PROPERTIES IN AND OUT OF THE 
STERILE AREA 

It is not unusual for passengers to ask an Airport officer to obtain or hand off a set of keys, 
cell phone, medications or any similar items from the passenger’s relatives who are on 
the public side of the checkpoint for them.  If time allows, Airport officers are encouraged 
to assist the passengers with the request as a courtesy service.   
 
Any item brought in from the public side into the sterile side must be screened through an 
X-ray machine by a TSA officer at the checkpoint. 
 
Items passing from the sterile side out to the public side do not need to be screened by 
TSA. 
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ILLEGAL WEAPONS 
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Once the property has been rendered safe, the officer will attempt to return the property 
to its rightful owner.  If the owner cannot be located, the property will be taken to the 
Airport’s Lost & Found office. 
 
 
LOST JUVENILES 
 
When a child is missing at the Airport, the officer shall: 
 

- Broadcast the descriptions of the child, time of occurrence and last direction of 
travel. 
 

- Request another officer to respond to AOC to review the video, confirm that the 
child was in fact inside the Airport and update the child’s latest location seen on 
camera.   
 

- Advise the TSA and First Alarm officers at the Terminal A exit lane and ask them 
to keep an eye out for the missing child. 
 

- Assign an officer to canvas the ticket counters and the sidewalk to make sure the 
child does not get into a vehicle or leave the Airport property.  It is important to 
contain the child inside the Airport until he / she is located. 
 

- If the child cannot be located, a missing person report will be taken without delay 
as indicated in the Department Duty Manual. 
 

When notified of a found child at the Airport, the officer will make every attempt to contact 
and return the child to his / her legal guardian.  The officer will also determine if there 
were any signs of “child neglect” on the part of the child’s legal guardian or the person in 
charge of monitoring the child. 
 
LOST PROPERTY REPORT 
 
Upon receiving a report of property missing whether in-person or by phone, the officer will 
make every attempt to locate the property for the passenger.  In such events the officer 
will: 
 

- Determine the last time and location the property was seen. 
 

- Check with AOC to see if anyone had taken the property. 
 

- Check with TSA, passenger’s airline carrier and the Airport’s Lost & Found office. 
 

- If the property cannot be located, a report will be taken as requested by the victim. 
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MARIJUANA POSSESSION 

Incidents of passengers in possession of marijuana will be handled in accordance with 
current law, Department policies, procedures and the Duty Manual. It is advisable to 
point out to those passengers that they should confirm the laws pertaining to marijuana 
possession at their destination. 

It should be noted that while recreational marijuana has been legalized in CA, SJC does 
not allow recreational marijuana to be transported in any capacity (carry-on or checked 
baggage). 

MEDICINAL MARIJUANA 

Passengers who have medical marijuana card may carry up to 8 ounces of marijuana on 
their person.  In the event of a passenger possessing marijuana but does not have a 
medical marijuana card, with larger than the amount permitted by law, will be handled 
according to aforementioned “Marijuana Possession” section. 
 
MEDICAL AID 
 
Medical aid calls-for-service are the most common calls at the Airport.  When responding 
to such events, one officer will respond to the victim’s location and the other officer will 
respond to the nearest EMS staging area to escort Fire / Paramedics to the victim. 
 
The escorting officer will remain with the Fire and paramedics or hand them off to another 
officer or Airport staff.  Fire and paramedics must be in view of an Airport officer or AOC 
staff at the scene.   
 
NOTE: Fire personnel from Station 20 have SIDA badges and they can be anywhere 
inside the Airport unescorted. 
 
 

 

 
 

 

   
 

-  
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UNIFORMS 

All Airport officers are required to report for duty in Class-A, Class-B or Class-C uniforms.  
 

L 4433 OFFICER RESPONSIBILITIES 

Every officer assigned a body worn camera working a uniformed or plain-clothes 
assignment in the City of San Jose, to include secondary employment and the Main 
Lobby, is responsible for ensuring that they are equipped with a Department-issued body 
worn camera and that the camera is fully charged and in good working order at the 
beginning of their shift. If a device is in need of repair, members will notify their supervisor 
and turn the body worn camera into Central Supply for repair or replacement. Actual time 
spent testing or reporting damage to a body worn camera shall be regarded as time 
worked. 

 
VEHICLE ACCIDENTS 
 
All vehicle accidents that occur on the roadway surrounding Airport property including 
parking garage structures and parking lots will be handled by District Robert units unless 
otherwise directed by a District David sergeant. 
 
All vehicle accidents that occur inside the Airport’s perimeter fence line will be handled by 
District David units. 
 
All accidents involving Airport equipment that does not fall under the Vehicle Code will 
still be investigated and documented on General Offense report. 
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