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POLICY 
 
Definitions 
 
BCPPS – British Columbia Provincial Policing Standards, as amended from time to time. 
 
BP – Bridgeport reporting location for Transit Police in Richmond, BC. 
 
HQ – Headquarters and reporting location for Transit Police in New Westminster, BC. 
 
IMS – Information Management Services of the Transit Police. 
 
Member – Designated Constables (all ranks), Deputy Chief Officers, the Chief Officer 
and Designated Law Enforcement Officers of the Transit Police. 
 
Metro Vancouver Transit Police (“Transit Police”) – The operating name of the South 
Coast British Columbia Transportation Authority Police Service (Designated Policing Unit 
and Designated Law Enforcement Unit). 
 
OCC – Operations Communication Centre for the Transit Police. 
 
PSC – Public Service Counter. 
 
Restricted Access Area – A designated area or room(s) within a police facility that limits 
access of Transit Police Personnel and other persons due to factors such as 
sensitive/confidential information, security of evidence, critical infrastructure or systems. 
 
TSML – The TransLink Security Management Limited, a subsidiary of TransLink that is 
the entity for the Transit Police and employs Transit Police Personnel. 
 
Transit Police Personnel – For the application of this policy, includes unionized and 
exempt staff, contractors, students and volunteers of TSML. 
 
General 
 
1. Transit Police will operate from secure police facilities, including HQ and BP, with 

restricted entry access and designated restricted access areas within such facilities. 
 
2. Transit Police Personnel and the Police Board for the Transit Police will adhere to 

Transit Police facility security requirements, including preventing unauthorized 
access to Transit Police facilities and restricted areas. 

 
3. Transit Police will permit access to its police facilities for non-Transit Police 

Personnel, subject to procedures within this policy. 
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APPENDIX “A”/ 
Intellibook Booking Station at HQ – Elevator Access & Lockout  

(Version August 24, 2023) 
 

 
1. Transit Police operates it own Intellibook booking station at Headquarters (Level 3).  

 
2. The Intellibook booking station has been set up in the hall adjacent to the interview rooms at 

HQ. 
 

3. All accused persons who commit offences are to be directed to our Headquarters for prints 
and photos.  

 
Fingerprint/Photograph Times  

• Dayshift – Tuesday or Thursday @ 0900hrs  
• Afternoon Shift – Tuesday or Thursday @ 1800hrs  

 
4. In an effort to avoid dayshift having to do the majority of Intellibook processing, Members are 

asked to choose a fingerprint time that corresponds with their own shift, so that the 
responsibility of fingerprinting an accused is managed by the investigating Member.  
 

5. If an investigating Member cannot attend their own fingerprinting, alternate arrangements 
can be made through their NCO.  

 
Locking out Elevator  
 
6. Given the location of the Intellibook booking station, Members will be required to lock out 

the adjacent elevator prior to initiating the fingerprint process, ensuring that Transit 
Police civilian personnel do not inadvertently access the area.  
 

7. Members will follow the procedures below: 
 

(1) Advise the PSC personnel to lock the PSC door and Members are to pull across the 
yellow/black strap at the end of the hallway to prevent access. 
 

(2) Obtain the Elevator Key from outside the elevator at Level 3 - 3R (“3R”) or Level 1 - 
PR (“PR”) and call the elevator. 
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NOTE: While it is expected that most of Transit Police’s fingerprinting/photographing 
will be done ‘out of custody’, the key outside the PR will allow Members to bring up 
persons in custody from PR.  
 

(3) Open the control box above the control panel on the right hand side of the elevator. 
 

(4) Push the Red service button to the “on” position, while the door is open.  
 

 
 

(5) The door will remain open on 3R or PR, thus making the elevator unavailable for use 
by anyone else. The elevator can now be manually controlled, as the proximity card 
reader is disengaged.  

 
(6) Once the elevator is locked out, the accused person can be escorted to the Intellibook 

booking station from the lobby OR press 3R in the elevator to escort the person in 
custody up from PR (at Level 1). 

 
(7) Leave the elevator door open while using the Intellibook Booking Station and until 

escorting the accused person out of Level 3 OR by taking the person in custody back 
down to PR (Level 1) by pressing PR. 
 

(8) Once finished, Members are to ensure that the “Service” button is returned to the “Off” 
position and return the key.  

 
8. Members may seek the assistance of their Supervisor if unsure of the safety protocol or its 

implementation. 
 




