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24.01 EVIDENCE AND PROPERTY CONTROL 

EVIDENCE CUSTODIAN 
	The Sheriff will designate an officer who will serve as evidence custodian. This person will be charged with keeping secure, all evidence and property obtained by members of the department as the results of their duties, and the records thereof. 
1. The evidence custodian shall be issued one of the two keys for the evidence storage room as well as the 
holding lockers. All other keys for the evidence room and lockers shall be retained by the Sheriff or his designee. 
2. The evidence custodian will insure the following: 
a. All items of property or evidence kept in the possession of the Erie County Sheriff’s Office shall
be recorded either manually or electronically in the property log. 
b. Such entries shall list and include all items in the possession of the department evidence custodian,
the correct case or CR number, date the item came into possession, manner of disposition, and, if applicable, the name of the person who received the article. 
c. Proper documentation will be maintained for all acceptance and transfers of property leaving or
coming into possession of the Erie County  Sheriff’s Office. 

RECOVERY AND RETENTIONS 
	1.  All evidence or property recovered or seized by members of the department will be properly 	  	
                  identified, packaged and tagged, as soon as  possible after being taken into custody. 
a. All items taken into custody will be accurately described in the initial written report. 
b. Packaging of items will be done in such a manner as to preserve the evidential value and prevent
    contamination or damage of the  item. 
c. Tags and labels will be filled out COMPLETELY and include: date and time of incident, report
    number, description of item, recovery location, and assigned officer’s signature. 
d. All evidence and property which does not require special handling will be temporarily stored in the
    designed lockers (21 through 25) in the male locker room. A padlock will be obtained from the
    dispatcher, and applied securely to the appropriate locker after the item has been placed inside. 
e. Special circumstances and certain incidents may require additional attention to detail in the 
    collections, processing and storage of evidence or investigation oversight. In these cases,    
    an investigator from the department’s Detective Bureau shall be contacted for assistance.

INVENTORY AND CONTROL 
1. The evidence storage room will only be entered under the direct supervision of the evidence custodian or
    the Sheriff. 
2. Items such as cash, gemstones, drugs, etc., will be secured in separate containers within the evidence room  
    itself. 
3. Inspections will be conducted on a periodic basis of the evidence room, its contents and records to insure 
that proper inventory control and storage procedures are maintained. 
a. Transition inspections will be conducted whenever the evidence custodian is replaced by another  
    individual. 
b. The evidence custodian will conduct a quarterly inventory of all property and report such, in
   writing, to the Sheriff. 
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RETURN OF PROPERTY 
1. Property retained by the department of an evidential nature will only be released at the direction of the 
    appropriate court, prosecutor or the Sheriff. 
2. Property that has been recovered or found by members of the department may be returned to the rightful
    owner when proper identification and proof of ownership is supplied. 
3. All articles returned must have a Property Release Form properly completed and signed by the person 
   receiving the property. 
4. The evidence custodian will amend the records to show that the property is no longer in the custody of the
   department. The record will reflect the name of the person to whom the articles were released and other    
[bookmark: _GoBack]   stipulated information. 
5. Evidence and property which proves to not be able to be returned to the owner shall be disposed of in 
accordance with the applicable sections of the Ohio  Revised Code. 

